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Electronic Temp Staffing Form – Determine what type of position needed 

Step 1. 

• Go to eweb.cabq.gov on the left-hand side there will be link Temp. Agency Job Descriptions. 
https://eweb.cabq.gov/_layouts/15/start.aspx#/Lists/Temp%20Agency%20Job%20Descriptions/AllItems.aspx 

 

• There are Job Descriptions for most positions.  If you need clarification please contact the HR 
department. 

• The lowest cost vendor for the position needed must be selected first. If the vendor cannot 
provide the department with the temporary staff position needed, the department may go to the 
next lowest cost vendor. 

• If the position is on the list at the link or on the contract, proceed to step 3, if not please proceed to 

step 2. 

 
 

 
Electronic Temp Staffing Form – Adding a position to the temporary staffing contract 

Step 2. 

• Determine type of position needed. 

• Create a Job Description and estimated hourly rate the department would like to pay the 
temporary staff position. 

• Email centralhr@cabq.gov the job description and estimated hourly rate with a subject line: 
Adding position to the Temp Contract. 

• The request will be reviewed and the position may be added to the contract. This process in 
most cases will take up to 1 month. 

• When the position is added to the contract, the Human Resources Department will email the 
individual that requested the position to proceed with step 3. 

 

 

 
Electronic Temp Staffing Form – Initial Request 

Step 3. 

• Go to PeopleSoft Financials - finance.cabq.gov. From the Homepage click on the Fluid 
Forms tile then the Purchasing eForms tile and then the Add a Temp Empl eForm option. 

 

mailto:centralhr@cabq.gov
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Electronic Temp Staffing Form – Initial Request 

Step 4. 

• Fill out Form. This form will have additional references within the form to explain the section (Red). 
Once Business Unit is entered some fields will be automatically populated.

 
 
 

• This Section includes Purchase Order and Funding Source for Budgets review. 
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• Cost Summary will be calculated by the hourly bill rate x projected total hours. Please enter Justification 
accordingly. 
 

 
 

• City Equipment, Email and Other this section is for the department use. To ensure the supervisor is not 
waiting for items for temp staffing. 
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Electronic Temp Staffing Form – Initial Request 

Step 5. 

• Once Step 4 completed please click submit. A question will be asked if you are sure you want to submit. 
Please yes if everything is correct. The request will be routed to your department Fiscal Manager, 
Department Director, Budget Analyst, then your COA HR Employment Analyst . 

 
Step 7. 

 

• Once your request has been approved, please attach a copy of the approved form to the Requisition 
for the creation of the CRO/POR.  To attach a copy of the report to the Req, navigate to Reporting 
Tools -> BI Publisher -> BIP Query Report Viewer. Then, search for Report Name 
TEMP_EMP_REQ. Click on View Report which will prompt for a Form ID. Enter your form ID and 
click OK. Then, Save and attach the report to the Requisition. Once the CRO/POR has been created 
please contact the staffing agency for request of placement. 

 

END OF PROCESS 

 


