Infrastructure Planning and Facilities Meridian References —
MICHIGAN STATE UNIVERSITY Job Description Editor
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Purpose

Instructions for Adding, editing and modifying Job Descriptions in Meridian.

Participants

Human Resources staff.

Procedure for ADDING files

1. Open Meridian (Make sure you are using the correct version)

2. Open the Operational Vault, then select the Human Resources Scope if you aren’t there already.

Vault Edit  View

E|- Operational /Main area

3. Drag the file from your computer into Meridian
& Operational Main area - BlueCielc Meridian Enterprise 2016U1 PowerlUser
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4. Pick Document type: Policy, Procedures, References

r& Select Document Type -

Which document type should be used for 'T-2017-
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5. Fillin the Wizard. Use the magnifying glass to select from the drop down list of values.
6. For Dept/Crew: Human resources should be the primary crew because you will be the owner of the documents.
Depending on who you want to see the documents in Meridian, you will need to select the appropriate crews. (see
6a below).
7. Type the job title in the description field.
8. Click finish
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Doc Class 2| rer 'REFERENCE
Sub Class 2| JOBDESC ' j.IElB DESCRITPIONS
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Security Level ﬁ P8 “'pUBLIC
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6a. Select the Department

. Support Services and double click or ‘<<add’.

€ Add

@ Dept/Crew = | B
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6b. Then select the crew of Human Resources and double click or ‘<<add”.

6¢c. Check the box next to Human Resources to make HR the owner of the document.
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If you want to add multiple departments and crews, you can repeat the steps above for each specific one,

without checking the box, or you can:

9. Click the search button

l@ Dept/Crew
Levels Search
(7 Dept
F p 55_ SUPPORT SERYICES Crew Code | Crewe
10. Select all the depts/crews that apply
11. click OK
( Select Dept/Crew
Global Search Y ¥ Hl &
Department Code | Department | CiewCode | Ciew =
EAS ENGINEERING AND ARCHITECTURAL SERVICES EASADMIN EAS ADMINISTRATION
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MAINT MAINTENANCE SERVICES MAINT MAINTENANCE
SAFE OCCUPATIONAL SAFETY AND COMPLIANCE SAFE OCCUPATIOMAL SAFETY AND COMPLIANCE
P/ POWER AND WATER P POWER AND WATER
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12. The document will now be in Meridian in a quick change state. To Release it:
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13. Right Click, then select Document Workflow, then select Release Quick Change.

I _| IF‘F EMF‘LOYEEID CARD REQUEST

=] |1 JOB DESCRITPIONS
= T LD ENCE
Bk y S| RE - IORNESC POC _PERFORM _IOR

E]W Open with Adobe Acrobat XI
[+ ks )
0 B TELC Print

+. k UNADM Open with
, OPERATIOMAL DRAV]
- 1, PROJECTS

| STAFF

, TASKS

- L UMIT REPORTS

TITI F HERE pdf keschroeder (Schroed...

Edit Properties
Copy Hyperlink to Clipboard

Edit Revision Level

Select PIV Parts

-

Document Workflow ! Start Quick Change

Create New Version Release Quick Change l\} |
[%3  Revoke Quick Change

¢ 8 |[carsE

Assign to Work Area...

Synchronize 4

1 Chrase Dasicinne

(&) Release Quick Change S5)

You can enter a short comment in the document log.
o

|
O ==

14. Click OK )

15. The document is now in Meridian.
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Procedure for MODIFYING files

1. Open Meridian ﬁ (Make sure you are using the correct version)

2. Open the Operational Vault, then select the Human Resources Scope if you aren’t there already.

Vault Edit View Folder Toolr

E|- Operational /Main area



3. Find the files using the Nav View: Job Descriptions
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5. Click OK\ y
6. Drag and Drop the new file directly on top of the file in Meridian, let go and select Replace Document
Content.
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7. nght -click, then select Document Workflow, then select Release Quick Change.
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If you need to update the content of document by typing in it:

1. Double click on the document, select Start Quick Change and open for editing, then click OK
(Docnent REF_JOBDESC_PDC_PERFORM_JOB_TITLE_HER...

() Open read-only

(@) Start Quick Change and open for editing 0
Start change and open for editing

You can enter a short comment in the document log...
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2. The document will open, make your changes, click save, then in Meridian:
3. Right-click, then select Document Workflow, then select Release Quick Change.
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Procedure for EDITING PROPERTIES

1. Open Meridian ﬁ (Make sure you are using the correct version)

2. Open the Operational Vault, then select the Human Resources Scope if you aren’t there already.
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3. F|nd the files usmg the Nav View: Job Descrlptlons

Vault m View Document Tools Help
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5. Fix any properties thatmr_\eed to be updated, then click Finish.

Revision History and Owner of Document

Created: March 2017
Updated: Month N/A



