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1. Log into Cardinal Talent by logging onto Cardinal Apps by going to: htps://apps.uiw.edu/ and 
select “Cardinal Talent”. 
 

 
 

2. When logging in, ensure you are in the correct user group by reviewing the user group selec�on 
in the top right-hand corner. 
 
 

 
 
User group access will differ for each user. Level 1, Level 2, Level 3, and Division Head users have 
access to create postings. 
 
Types of Access Levels in Cardinal Talent: 

Divisional Head  
• Respective VP or Provost that approves the division 



• Note that some division heads may have others as assigned approvers, such as 
Associate Provosts for the Provost  
• Able to see all postings & position descriptions for assigned division  
• After a Division Head approves a job posting, it is moved to VP Finance/Budget 
Office for approval then HR 

Level 3  
• One step away from the divisional head level 
• For academic departments, this is the dean level  
• For others, typically a director level or higher that directly reports to divisional 
head  
• Able to create and see all existing postings & position descriptions for assigned 
depts/schools  
• After Level 3 approves a job posting, it is moved to Divisional Head for 
approval  

Level 2  
• Two steps away from the divisional head level; one step away from Level 3  
• Various titles can be assigned as Level 2  
• Able to create and see all postings & position descriptions for assigned 
dept/school  
• After Level 2 approves a job posting, it is moved to Level 3 for approval  

 Level 1  
• Three steps away from the divisional head level; two steps away from Level 3; 
one step away from Level 2  
• Various titles can be assigned as Level 1  
• Able to create and see all postings & position descriptions for which access has 
been specifically assigned within the 

                                         dept/school  
• Where access to current or prior posting &/or position description is needed, 
HR must be contacted so that such access can be assigned. New position 
descriptions should not be created if there is an existing position description that 
can be used/modified.  
• After Level 1 approves a job posting, it is moved to Level 2 for approval  

 
3. A�er ensuring the correct user group is selected, click on the three blue dots located in the top 

le�-hand corner.  
 

 



4. From the menu, select the op�on “Posi�on Management.” 
 

 
  
Once selected, your top menu will turn orange, as pictured below: 

 

5. Select the “Posi�on Descrip�ons” tab and select the type of posi�on descrip�on that will be 
created. 
 

 
 



• Note that each posi�on type has two similar categories.   
o The first category refers to HR-approved posi�ons.   
o The second category that ends with, “Posi�on Request,” refers to pending or in-

process-of-approval posi�on descrip�ons.  Pending posi�on descrip�ons occur when 
a new posi�on descrip�on is created or a modify is requested to an exis�ng posi�on 
descrip�on.   

o Note that posi�on descrip�on requests require the review and approval of HR. 
 

6. Once the posi�on type is selected, posi�on descrip�ons will populate on the next screen as 
pictured below: 
 

  
 
Note: Level 1 users can only see position descriptions for which they have been specifically 
assigned access. If you are a Level 1 user and need access to a position description that is not 
visible, contact Human Resources for assistance. 

7. On the top right corner of the screen, select the orange buton that says Create New Posi�on 
Descrip�on as pictured below: 

 
 
 
 

 
 
 
 
 
 
 



8. A new page will be displayed to start crea�ng the posi�on descrip�on. On this page, you must 
complete the fields of Position Title, Division, and Department as pictured below: 

 

 
Once this data is entered, you have two op�ons- (a) create a posi�on descrip�on from scratch 
or (b) clone/copy an exis�ng posi�on descrip�on. We will first cover crea�ng a posi�on 
descrip�on from scratch. If you are interested in cloning/copying an exis�ng posi�on 
descrip�on, skip to step 8b. 

 

8a. Crea�ng a Posi�on Descrip�on from Scratch 

The system will move you through the four (4) dis�nct parts of the posi�on descrip�on. Each has 
its own heading as iden�fied below under the heading, “Edi�ng Posi�on Request.” The table to 
the right explains each menu part.  

 

Menu op�on 1- Classification Selection 

 

 



Next, select the classifica�on for the posi�on descrip�on you are crea�ng. 

 

 

 

 

 

 

Enter a keyword to find the classifica�on associated with the posi�on descrip�on. Examples: 
assistant, director, specialist, coordinator, etc....  

 
 

 

 

 

 

While crea�ng the posi�on descrip�on, remember to “Save & Con�nue” when moving forward 
throughout the process. Note that the system will �me you out a�er 15 minutes of inac�vity. 

 
 

 
Menu op�on 2- Position Details. 
 

 
 
Posi�on Informa�on Field 

• Start by entering the Posi�on Summary as shown below. Note that the Posi�on Title will 
auto-populate based on your ini�al �tle selec�on. 

 



 

Job Du�es 

• Every posi�on descrip�on must have a list of expected job du�es. Note that a posi�on 
descrip�on is not expected to include every single job duty.  

 
 
 
 
 
 
 
 
 
 
 

Other Fields 

• Enter respec�ve informa�on in each of the remaining fields. 
 
 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

Reminder-assign your level 1 user(s) at this time, if applicable. 

 

Menu op�on 3- Supervisory Position (identification of supervisor) 

 

 

 

 

 

• To find the correct supervisor for the posi�on, use “Filter these results” to help narrow 
the search as pictured below. Note that both name and �tle are shown in the search. 

 

 
 
 
 
 
 
 
 

 
• You can search for the supervisor by first/last name, full name, or �tle. Note that you 

may need to adjust the posi�on type field to find the respec�ve supervisor. Example: if 



the supervisor is a faculty member adjust the posi�on type to faculty; if an execu�ve, 
such as a dean, adjust the posi�on type to execu�ve. If you cannot find the supervisor 
you are looking for, contact your HR recruiter for assistance. 

 

 

 
 
 
 
 
 
 

 

• Once you have found the supervisor for the posi�on, select as pictured below. 

 

 

Menu op�on 4- Optional Position Documents (skip as UIW does not use this option) 

 
 

Menu op�on 5- Position Request Summary 

• This will take you to the main page and will allow you to review all parts of the posi�on 
descrip�on. 
 
 
 



• Select the “Take Ac�on On Posi�on Request”, as pictured below, and select the op�on 
“Submit to HR (move to Human Resources),” unless you are in a health professions 
department that requires full rou�ng approval for posi�on descrip�ons. 

 

 

 

 

 

 

 

 

8b. How to Clone/Copy an Exis�ng Posi�on Descrip�on 

Sometimes it makes more sense to clone/copy an existing description that is most similar to the position 

you wish to create and then make small edits.  When you use this option, the system will populate the data 

from the cloned position into the new position with the ability to edit all fields.  Note that you are only able 

to clone a position to which you have access.  If you do not have access to the position you wish to clone, 

contact your HR Recruiter for assistance. Be sure to identify the dept, position name, and person (if 

applicable) that is currently seated in the position you wish to clone. 

• To clone an existing position, you can either (a) scroll to the bottom of the page and find 

the position you wish to clone or (b) enter the title or seated incumbent’s name in the 

search bar and select the search button.   

• Find the position you wish to clone, then hover on the Actions button located on the far 

right of the row:      



 

• A new screen will appear with the position description you selected.  Once you’ve verified 

title accuracy, select the option of, “Clone this Position Description” from the menu on the 

top right of the screen as pictured below:  

 

• The next screen will show the new position description (cloned) which is in a draft state. 

Note that you are able to edit each sec�on as needed. 

xxxxxxxxxxx 

Menu op�on 1- Classification Selection 

 

 

The cloned/copied classifica�on should not require adjustment. Move to the next menu op�on. 

 

While edi�ng a cloned/copied posi�on descrip�on, remember to “Save & Con�nue” when 
moving forward throughout the process. Note that the system will �me you out a�er 15 minutes 
of inac�vity. 

 
 
 

 
 



Menu op�on 2- Position Details. 
 

 
 
Posi�on Informa�on Field 

• Note that the Posi�on Title field is editable. 
• The cloned/copied Posi�on Summary field is editable. 

 

 

Job Du�es 

• Edit job du�es as appropriate. Note that a posi�on descrip�on is not expected to include 
every single job duty.  

 
 
 
 
 
 
 
 
 
 
 

 

 



Other Fields 

• Edit respec�ve informa�on in each of the remaining fields, as appropriate. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reminder-assign your level 1 user(s) at this time, if applicable. 

 

Menu op�on 3- Supervisory Position (identification of supervisor) 

 



• To find the correct supervisor for the posi�on, use “Filter these results” to help narrow 
the search as pictured below. Note that both name and �tle are shown in the search. 

 

 
 

• You can search for the supervisor by first/last name, full name, or �tle. Note that you 
may need to adjust the posi�on type field to find the respec�ve supervisor. Example: if 
the supervisor is a faculty member adjust the posi�on type to faculty; if an execu�ve, 
such as a dean, adjust the posi�on type to execu�ve. If you cannot find the supervisor 
you are looking for, contact your HR recruiter for assistance. 

 

 
 
 
 
 
 
 
 
 

 
 

• Once you have found the supervisor for the posi�on, select as pictured below. 

 

 

 

 



 

Menu op�on 4- Optional Position Documents (skip as UIW does not use this option) 

 
 

Menu op�on 5- Position Request Summary 

• This will take you to the main page and will allow you to review all parts of the posi�on 
descrip�on. 

• Select the “Take Ac�on On Posi�on Request”, as pictured below, and select the op�on 
“Submit to HR (move to Human Resources),” unless you are in a health professions 
department that requires full rou�ng approval for posi�on descrip�ons. 

 

 


