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Introduction to CIMS Job Connect 
The goal of Job Connect Postings module is to automate management of job postings. This process usually 
involves: 
a)



District can control color and logo so the page carries a 
resemblance to the district look/feel. 

District CIMS options to 
control additional text AND 
other links for the user 

 
 

Details of how to use the Website 
Once connected to the appropriate URL (probable link off the district main page) the user is presented by 
default with all Open Postings for all job classes. 
• User can search by Position (as defined in H/R positions)  
• User can search by Location (as defined in H/R locations) y Location (as defined in H/R locations) 
• User can choose to see all web posted postings rather than just those that are still open • User can choose to see all web posted postings rather than just those that are still open 
• User can select to view/print/save any Job Posting (it is in .pdf format) 

 

• User can select to view/print/save any Job Posting (it is in .pdf format) 

 
• User can apply for job online • User can apply for job online 
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CIMS Options and Pre-Requisites 
 

Pre-Requisite: 
a) Job Connect application must be available on your IIS webserver and linked to appropriate district 

webpage 
b) Replace the district.jpg with your own logo - name it district.jpg 
c) If you want to change the colour from 'Salmon' to better match your district colors edit the 

jobconnect.jpg file 
d) Web options must be setup POS.224 
e) Appropriate access must be setup for JC (Job Connect) in PAY.324 

For the search by positions drop down go into EIS.154 and turn off positions that should not appear

CIMS 

f)  
g) If you intend to auto-update locations with new postings and/or additional contacts by email - then 

ensure that EIS.127 has been updated appropriately. 
 

 

Additional Contacts/Distributions (POS.216) 
When you 'P'ost the Job - there may be a need to auto-notify certain groups (union, teachers association, 
services that you subscribe to).  Use this option to setup your distribution list(s). You can create several 
lists (support different than teaching different than maintenance) and the email addresses in the list could be 
individual or a distribution group). 
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Create a Distribution List ID and indicate what email addresses 
should be included 

 
 
 

For Each Posting: 
1. Job Posting must be define in POS.220 
2. Job Posting must be 'P' and requested to post to web in order to enable applicants to print/view a .pdf.

bserver. 

 
Alternatively: If you prefer to maintain your word document postings – then name the document as per 
the jobposting number.pdf and move it to \cims\employeeconnect\reports on the we

3. Ensure that you have filled out the description and qualification codes so that the printed version will 
produce what is expected on the posting! 

 
 
Each District has the potential to setup an overlay and dictate characters per inch and line spacing. This 
means that you will need to make some rules yourself on how to input a posting in order for it to look 
GREAT for your format. For instance: 
• Indent the First line of description so it centers on your format (if that looks better) 

 
Each Posting should contains: 
• Main Description Information to appear Top/Center to the posting  
• (Optional) Note1 to describe particulars to this job posting that do not meet standard qualification or 

responsibilities. Note 1 Information prints in a particular area of your posting to separate from standard 
responsibilities and qualifications 

• (Optional) Note2 to describe particulars to this job posting that do not meet standard qualifications or 
responsibilities. Note2 information prints in a different area than Note1 and separates itself from 
standard qualifications and responsibilities. 

• Qualification codes - as predefined  .. will print in full on the posting 
• Responsibility codes - as predefined 
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Job Posting can be made available to the web or not by selecting 
to Post 

Once the deadline date 
passes, posting will 
automatically change to close 
status. 

Qualification and Responsibility Codes are key to your posting 
containing all necessary information. The only free text you can 
use 
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Technical Details - PDF Files and Attachments. 
In POS.224 you can setup additional text to appear at the top left of your website AND you can setup 
additional links OR .PDF attachments: 
 

  
If you are going to add attachments (as above there is an application.pdf) … then the pre-done pdf 
documents must be copied onto the webserver into a directory \JobConnect\reports 
 
The reports folder within Job Connect holds all of the Job posting pdfs (auto-created and sent from the 
AS/400) Plus it can contain any additional pdfs you have described in POS.224. 
 
If for some reason you do not wish CIMS to generate a job posting pdf - you could copy a pre-made .pdf to 
the reports directory and name it posting#.pdf 
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Sample Job Posting Templates 
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Apply Online 
 
In order to apply online, external applicants must supply their social insurance number and birthdate.   This 
is the only way to uniquely identify someone signing in to know that we have a match in CIMS (so as not 
to create duplicates of the same person. 
 
In our online apply application we are doing much more than simply setting up a userid. The person might 
already exist in CIMS - how can we ensure that we are matching up with the existing profile so that we 
retain a historical record of all activity and are able to link this application with existing job information, 
pay information, employee information? AND, some of these applicants may span more than 10 years .. 
employee information is retained in CIMS so if a retired teacher is looking for some TOC work - we need 
to hook up with his existing CIMS profile. 
 
Some districts are worried about the legalities of requesting SIN and birthdate. The legality is not in asking 
for the info - it is in your usage of the info.  We believe that if your documentation states clearly why this 
information is being collected and confirms that you are not using this information in any way – that should 
satisfy the applicant.  An applicant can call you on the request upon which case you would be happy to 
have a second alternative to apply - by snail mail (not an email option). 
 
The district can setup their own help document, declaration document and online apply instructions 
document. The product comes loaded with defaults of: 
• Jobconnecthelp.pdf 
• Jcdeclare.pdf 
• Appinstruct.pdf 
 
 
The online apply process is unique for every job posting. In creating the posting the user has full control of: 
a) instructions that applicant will read (attached pdf) 
b) disclosure/declaration document (attached pdf) 
 
c) Skills checkboxes that applicant can choose from 
d) Certificate details 
e) Education 
f) Experience 
g) References                            …. All of this records into CIMS EIS.380 direct from input 
 
h) attachments that should be included   (which will save on the webserver and in CIMS) and are viewable 

in addition to information from within Admin Connect or CIMS 
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Indicate for the online application process what skills,  
Categories, and certificates are required. If you have setup  
Formats in EIS.180 for skills (eg: TOC skills) then you can request the format rather than to identify each 
skill separately 
 
 
  

Indicate what elements are required 
for this posting by indicating Y or N.  
 
For references indicate how many are 
required for this posting 0 - 9 
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