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1. Introduction 

1.1 Overview 

Cloning is the process by which a Department can create a duplicate of a graded post previously 
created in the institution.  
  
  
The introduction of the Clone position feature removes the need to go through HR, and will enable 
departments to create clones and request permission to fill in minutes. 
 
This process applies to Assistant and Academic-related positions only.. 
 
 

1. Creating a new clone 
1. Select Add vacancy from the vacancies list 

 

 
 
2. Click on the Clone position button 
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3. You will be taken to the Find positions page.  Here you need to enter information about the 
position you want to work on in RAS (such as Position title, Position reference number, the 
details of the current/previous incumbent of the position and the role code number) and then 
click on the Search button 
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4. You will be taken to a list of all the positions in CHRIS which match the search criteria you 
entered.  Click on the Clone button next to the position you wish to work on in RAS; this will 
take you through to Step 1 of the RAS process. 
 

 

5. Continue with creating the vacancy as usual. Information such as Limit of tenure and hours will 
be populated from the cloned position, so these should be checked and amended where 
required. 
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2. Notification that a cloned vacancy requires approval 
When a recruiter has requested permission to fill a cloned vacancy, the email which is sent to 
approvers clearly states in the heading and the text that it is for a cloned vacancy. 
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