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PS5011 – Recruitment Maintenance Screen 

Description 
Use the Recruitment Maintenance Screen to create a recruitment code and to add and maintain details 
associated with that recruitment. 

See below for an example of the Recruitment Maintenance Screen: 

 

User Functions and Key Fields 
Func A Add a new recruitment code and associated information. 

C Change the information associated with a recruitment code entered in the Key1 
field 

I Display (inquire) all the information associated with a recruitment code entered in 
the Key1 field. 

L List all open recruitments sorted by recruitment code. If a recruitment code is 
entered in the Key1 field, the display will begin with that recruitment. 
Use the Prev (F5) and Next (F6) keys to move forwards and backwards through a 
displayed list. 

D Delete the recruitment record associated with the recruitment code entered in the 
Key1 field. 

 

Key1 Enter a Recruitment code 
Key2 Leave blank 
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Key3 Leave blank 

Data Field List 
Actv Date (display only)  Ref Source Title (display only)  
Recruitment (Key1)  Target (display only)   
Title (entry required)  Cost  
Type (entry required)  Date  
Job Class (entry required)  Miscellaneous  
Title (display only)  Pos Num  
Opening Date  Pos Title (display only)   
Closing Date  Comment (display only)   
Ref Src  

Actv Date (Last Activity Date) 
Definition Display only. A date generated by the system indicating when the last activity 

occurred for a recruitment record. 
Length 8 characters 
Format MM/DD/YYYY 

Recruitment Code 
Definition Key1 field. A code defined by colleges identifying the recruitment for a particular 

position or group of positions. 
Length 6 characters 

Recruitment Title 
Definition Entry required. The descriptive title defined by colleges associated with a 

recruitment code. 
Length 20 characters 

Recruitment Type 
Definition Entry required. A code defined by colleges representing a type of recruitment, for 

example, Open (open competitive) and Temp (temporary). 
Length 4 characters 
Edits The recruitment type code must exist on the Recruitment Type Table (PS9056). 

Job Classification 
Definition Entry required. A code defined by colleges identifying one or more positions that 

have similar duties and qualifications. 
Length 6 characters 
Edits The job class code must exist on the Job Class Table (PS9004) 

Title (Job Classification Long Title) 
Definition Display only. The descriptive title defined by colleges for a job classification. 
Length 26 characters 
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Recruitment Opening Date 
Definition The date the recruitment process is to open.  

For the Add (A) function, the default is the current date. 
Length 8 digits 
Format MM/DD/YYYY 
Edits Must be a valid date. 

Opening date must be earlier than (prior to) closing date. 

Recruitment Closing Date 
Definition The date the recruitment process is to close. 
Length 8 digits 
Format MM/DD/YYYY 
Edits Closing date must be a valid date. 

Ref Src (Applicant Referral Source) 
Definition A code defined by colleges identifying the publication or organization that referred 

the applicant to your college for employment. 
Length 4 characters 
Edits Duplicate referral sources are not allowed. 

The referral source code must exist on the Referral Source Code Table (PS9055). 

Referral Source Title 
Definition Display only. The complete name associated with a referral source code.  
Length 20 characters 

Target Audience 
Definition Display only. A code defined by colleges identifying a group to which an 

advertisement is directed. 
Length 9 characters 

Advertising Cost 
Definition The dollar amount that an advertisement costs. 
Length 8 digits 

Advertising Date 
Definition The date the advertisement order was placed or the date that the advertisement is 

to begin. 
Length 8 digits 
Format MM/DD/YYYY 
Edits Must be a valid date. 

Miscellaneous (Referral Source Miscellaneous Field) 
Definition Optional, descriptive information about a recruitment. 
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Length 20 characters 

Position Number 
Definition A code defined by colleges identifying an employment position associated with a 

recruitment. 
Length 6 characters 
Edits Position number must exist on the Position Table (PS9018). 

The job classification for the position must be related to the job classification for the 
recruitment. 

Duplicate position numbers are not allowed. 

Pos Title (Position Short Title) 
Definition Display only. A descriptive name associated with a position code. 
Length 10 characters 

Comment 
Definition Optional, descriptive text about a position. 
Length 60 characters 
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