PeopleAdmin

How to Create Postings?

User Guide




1. Enter the PeopleAdmin website: https://jobs.wright.edu/hr
l. Returning Users: Login with your username and password.

Il. First Time Users: Click ‘Request an account’ link located at the bottom right of the login box. You will
be taken to the Account Request Form.

Wright State University

Username

Password

First time here? Request an account
fForgot your password? uést a password reset

Click ‘Request
an account’.

2. Enter all required information on this form and click ‘Save’.

Wright State University

Required fields are indicated with an asterisk (*).

Please enter the following information to request an account.

UsernameMust be .
between 6 and 20 Click ‘Save’ button.

characters

PasswordMust be
between 6 and 20

characters

Confirm Password

First Name

Last Name

Title

FPhone
Number/extension

Email

Department [Wright State University /=]

Requested Group /
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3. You will be returned to the PeopleAdmin User Login Page with a message that your request was successfully
submitted for approval. Once the User Account is approved, you will receive an e-mail notifying that your

account has been approved.

4. Change User Group:

After successful login, if you are assigned more than one user type, click the User Group drop down menu
located to the immediate right of your name. Select ‘Originator’ from the menu, then, click the refresh arrow

« €« youmust be logged in as ‘Originator’ in order to create postings and have access to application

materials.

| MyProfile  Help

Watch List

test test, you have 0 messages. | Business Managers|~ e logout

After login, if your home page appears
all blank, you will need to refresh your

page by clicking the c icon.

APPLICANT TRACKING WA

g
Originator

Your name will
appear here.

e

Shortcuts

AN |

Select the appropriate user type
and click ‘refresh’ arrow.

My Links

Useful Links

Help

Your Applicant Portal

IMPORTANT: After login, if your home page appears all blank, you will need to refresh

your page by clicking the c
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IMPORTANT!!!

5. Select the Posting Type:
There are four POSTING TYPES in PeopleAdmin. When creating postings, it’s IMPORTANT that you select the
appropriate POSTING TYPE:
A) Classified & Unclassified Hourly: Use this type for all CLASSIFIED and UNCLASSIFIED HOURLY
postings that are

a. External postings
b. Internal postings, promotions/transfers per Wright Way Policy

B) Unclassified & Faculty: Use this type for all UNCLASSIFIED and FACULTY postings that are
a. External postings

b. Internal postings, promotions/transfers per Wright Way Policy
C) Internal Promotion & Named In the Grant: Use this type for all CLASSIFIED, UNCLASSIFIED
HOURLY, UNCLASSIFIED and FACULTY postings that are
a. Internal promotions/transfers within the department/school/college per Wright Way
Policy

b. Positions that have a specific person named in the grant
D) Adjunct: Use this posting type for all adjunct positions.

Inbox__ | PeopleAdmin

Watch List APPLICANT TRACKING ¥

Postings | My Profile Help

Class_& Unclass_Hrly

There are four Posting types. =IC) wo

Unclass & Fciily’ ol
| Int_Promo_s_tamed_Grant Select the appropriate type.

Adjunct

Shortcuts

Create New Class_& Unclass_Hrly Posting
Create New Unclass_8& Faculty Posting

Create New Int_Promo_8& Named_Grant Posting
Create New Adjunct Posting

Current State owner J

My Links

‘ Useful Links
| Help

Your Applicant Portal
‘ (How Applicants access your PeopleAdmin system

PeapleAdmin MOPAC - Customer Portal Login
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6. Create a Job Posting:

There are two ways to create a job posting — using the Navigation bar or the Shortcut control.

I Method 1: Using the Navigation bar.
e Go to Navigation bar located at the top of the ‘Home’ screen
e Roll over object menu ‘Postings’
e Select appropriate position type
e Then, click the orange ‘Create New Posting’ button

. Method 2: Using the Shortcut control
e Go to ‘Shortcuts’ box listed on the right of the screen
e Click the appropriate position type

Inbox PeopleAdmin

Watch List APPLICANT TRACKING Y.

Postings | My Profile Help
Class_&_Unclass_Hrl | = e
e iy | test test, you have 0 . | Originator i €| log
/ unclass_& Faculty I
Int_Promo_& Named_Grant
Adjunct
n
M h d 1 Shortcuts
etho Create New Class_& Unclass_Hrly Posting
Create New Unclass_& Faculty Posting
Create New Int_Promo_&_ Named_Grant Posti
Create New Adjunct Posting
Current State Owner J \
My Links I N
Useful Links Method 2
Help
Your Applicant Portal
(How Applicants access your PeopleAdmin system
| PeopleAdmin MOPAC - Customer Portal Login
Home Postings | My Profile Help

test test, you have 0 messages. C‘ logou

Create New Posting

Search More search options

-

Click here to create

a new posting.

Ftion All Submitted Posting
Applications Date Department. State

Workflow {Actions)

PeopleAdmin: User Manual, December 2015
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7. Anew dialogue box will appear on your screen that contains three different options to create a posting.
‘Create from Position Type’ is the most frequently used option.
Note: You can also create a posting using the ‘Create from Posting’ option, only if you have created a same or
similar position in the past that has been filled.

LRy Profile ™ Help

J What would you like to use to create this new posting?
Create from Position Type
Includes only the information pplies across the entire Position Type. A new
Position Type from a Position Type most completely blank.

| ]

y
Create from Template
Copies in general information from a template. You will need vide specific o

1 information inside the posting. ‘gg{:ﬂw {actions)

Create from Posting
Uses an existing posting as a template and automatically copies in most information.

4

Select one of the

three options.

8. On the New Posting page, fill in the necessary information. Fields with a red asterisk are required fields.
Select the appropriate ‘Accepted Application Form’ by checking the box. Once the form is completed, click
‘Create New Posting’ button at top right or bottom right of the page.

Watch List

Postings 1 My Profile Help

test test, you have 0 messages. | Originator j

hclass_& Faculty | New Posting

] New Posting

* Required Information

Faculty Rank or Job Title: Unclass & Faculty
Type the position title in this field. /nefauwms’m

For unclassified and faculty

Department General Cost Recovery

positions, select ‘Under review by

Applicant Workflow [Under Review by HR. * = School/Dept/CoIIege' from the
When an application is submitted for this job, it should move to which state in the Candidate Process workflow?
drop down menu.
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(2 mrpsifwright-sb peoplead mincom/tr/pest O » @ & X

(2 WU - HR ypetem 1. X

Mile Cdit View [lavorites

5 v B - =2 op v pagev safety~ Tools~ ¥ [N [

Teols llelp

Applicant Workflow
Workflow State Under Review by SchooliCollege/Dept[+]
When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

References

Reference Notification [Under Ravievi by Schaal/Callage/Dept
Reguest References to submit Recommendations when candidate reaches selected workflow state?
Recommendation Workflow ‘ E

When all R d have been provided, move te selected werkflow state?

Recommendation Document Type

Recommendatian|~
g " i+ 1IN0 Document
Allow a document upload when a reference provider submits 'Re ndation

Online Applications

To receive recommendation

letters, select ‘Recommendation’

from the drop down menu.

applications?

If recommendation letters are not
required, then skip the references
section.

To receive confidential
recommendation letter(s) directly
from sources, select ‘Under
Review by School/College/Dept in
the ‘Reference Notification field.

To receive recommendation
letter(s), leave the second field
blank.

el

1M [
- &% (s
g6n 420015 ||

Online Applications
[# Accept online applications?

Special offline Application instructions

Accepted application forms.

This field is used for special
instructions to applicants, if applicable.

Accepted Application Forms

a

1
Pt)

[0 Faculty/Adjunct Application

Select the appropriate application

form.

Create New Posting
S

PeopleAdmin: User Manual,

Click here to create a new
posting.
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FORMS

Posting process includes 8 forms:
I Posting Detail

Il. Reference Requests (available on unclassified and faculty posting type only)

1R Documents

V. Posting Specific Questions (used for staff positions ONLY)

V. Guest User

VI. Search Committee Information
VII. Comments
VIII. Optional Applicant Documents

Complete all applicable pages before submitting a job posting to the next approver.

Editing Posting

Posting Details

Reference Requests
& Documents

& Posting Specific Quest...

o @ Guest User

& Search Committee Infor...
& Comments

U Optional Applicant Doc...

—t— Summary

Posting Details

¥ Check spelling [v]

To create a Posting, first complete the information on this screen, then click Continu
necessary information. To submit the Posting to human resources, you must click on
a summary page appears, select the Submit button and click Continue. Your Postin

confirmation page and click the Confirm button.
* Required Information

POSITION INFORMATION

Faculty Rank or Job

Title: Instructor
Job Category: Please select E
HR Assigned

Classification:

Position Class:

9. Posting Details: this page has a number of sections and fields within each section. Fields with a red

asterisk must be completed before moving on to the next page. There are a few fields that you may not be

able to fill in, such as Position Class, Equity & Inclusion Number, and NBAPOSN Number.

These fields are filled in by Compensation, Office of Equity & Inclusion, and Budget during approval process.

PeopleAdmin: User Manual, December 2015
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¢ 9B

File Edit View Favoritzx Tools Help

%

Position Information

s //wrigt-<b peopleadmineom/h /oot 0 - @ O X (2 VU= 1IN System .. %

Enter the title of
the position.

If you do not know
the position class
number, skip to
the FTE field.

v [} v (5 i v pagev Satetyr losksv ‘ﬂ",@ N
POSITION INFORMATIO

Faculty Rank ar Job
Title:

HR Assigned
Classification:

Position Class™

Jab Group:

If you know the
salary/hourly rate,
and the salary
band, then enter.
If not, skip to ‘Type
of Appointment’
field.

Position FTE:

Minimum Annual or
Haurly Rate

Salary Band:

Type of Appointment;

Unclass & Faculty

|eass select

lgass select

[P\ease select

Complete all the
fields.

Is this an internal
posting?

If yes, select ene of the
following options:

[ Ly

Slsass select

< required

you want this position to

Indicate whether or not

be posted internally or

externally.

.

+
4 32
R

1980

]
AN 4272015

PeopleAdmin: User Manual, December 2015
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b) Department Information

DEPARTMENT INFORMATION
Departmental Users Selact Some Options

Ofgamzation name: Click in the field; find your

name, then click to add you

yourself and others in your
department who may need

access to the posting.
Enter organization name, I

hone number, and your email |rce tar FO, : - .
P ) Yy Enter FOAP. If not known, enter department/college name. Enter EOAP using the format
address.

/ indicated. Then, check the
Skip the ‘Equity & Inclusion No’ appropriate radio button.

field as it will be filled in by OEI  p).
or HR.

s field is required.

Please enter in the following format: F—

If you do not have the FOAP, please enter TBD.

New/Replacement: | No Response © New position © Repiacemen[l

File EdiL View Favoriles Touls Help

- > = @ v Page~ Safety~ lools~™ @- @ @

Incumbent's name

= | 1715 Tield IS required.

(H new, please enter "New") .
‘ Enter the incumbent’s name

Poaition reports to: L. .
/m/> here. If position is new, then
H , POSN Number:
Enter the supervisor’s full 7 e Ny

name, not just title.

The next two NBASPON fields

are for Budget use. If you do

Length of appointment:

Pleas= select :nm
A N Enter the date the position is be

not have the NBAPOSN
-, filled. Then, select the
position, then leave blank. W
Indicate how many e appropriate type of
years?

‘ appointment from the drop

@ wg 4l uGaEMNER
indicate how many years.

PeopleAdmin: User Manual, December 2015 rage
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c) Strategic Hire Information

—

e
STRATEGIC HIRE INFORMATION

If position is funded by grant and/or foundation account, please skip this section.

While the position is approved by Office of the Provost, the salary is approved by HR Compensation.

Completed By: Complete the
Completed by Title: fields.
Completed by Phone:
Previous Position was
held by: (If this is a new
position, please skip
this field)
Date of
separation/retirement:
Incumbent’s Salary:

Requested Annual
Salary:

Estimated Startup
Funds (if applicable):

Is this part of a
dept/unit/college/school
reorganization? If yes,
please attach the F‘

Justification for this
position:

Complete the
< fields.

How does this position
align with
dept/unit/college/school
strategic plan?
Benchmarks for the
position:

Expected metrics
associate with position
and timeline:
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d) Posting Text

Enter the job
purpose.

Job Purposes:

Essential Functions and
percent of time:

= Enter the essential
function and
percent of time for

Essential Functions and

percent of time (cont'd): eaCh fUnCtion

10. When completing the ‘Posting Text’ section, the ‘Essential Functions’ must have the percentage of time
and must total to 100%. Next, enter the minimum and preferred requirements, and the working conditions.
Once all the sections and fields are filled in, click ‘Save’, then ‘Next’ button located at the top or bottom of

age in order to move to the next page.
Enter the required

qualifications, preferred
Required
Qualifications:

qualifications and working
conditions.

Preferred
Qualifications:

You may leave the posting date field

blank, as it will depend on when the
position is approved by all

Working Conditions: approvers.
Posting Date:
First Consideration If you wish the posting to remain

Date: e
o posted, select the ‘First

Closing Date: Consideration Date’, then check the
Open UntiLB#Ted < ‘Open until filled’ box.

If you wish the position to have a hard closing date,
and then enter a closing date, not a ‘first
consideration date’. Keep in mind that all positions

that have a hard ClOSing date WI” be removed from P — ——
the web at 11:59 pm on the closing date and will no Page 11

longer be available for applicants to apply.




Pass Message:

Fail Message:

Thank you for your interest in
this position. The screening and
selection process is garrently
underway and will conti until a
successful candidate is cho
Should review of your
qualifications result in a
decision to pursus your candidacy,

Thank you for your interest in
this position. Based on yo
responses to the g Tions on the

employment application, you do not
meet the minimum qualifications
for this position. Please do not
let this discourage you from
applying for other positions that

Skip these two messages as the
system is not set up for automatic

-

disqualification of applications.

s

If you plan to advertise
externally, indicate the
advertising sources:

Please list all the
advertising sources for
HR to place:

Please list all the
advertising sources for
the department to
place:

WSU Employment Website
QOhioMeansJobs - Free
Military Pipeline - Free

HigherEdJobs.com - Free

AN

Select the advertising sources from
the menu by clicking on the source.
To select more than one source,
hold the control key down, and
then click on the source.

List all advertising sources that are
not listed in the menu.

HR places ads in all major local
newspapers, job boards and
websites.

Hiring departments place ads in

PeopleAdmin: User Manual, December 2015
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11. When all the fields are completed, then click on ‘Save’, then ‘Next’ in order to move onto to the ‘Documents’
section.

12. References: If you wish to accept recommendation letters from the references, then select ‘Yes’ from

the drop down menu when answering ‘Accept References’ question. Next, enter the minimum and maximum
number of recommendation letters you want to accept.

© Posti
¥ Check spelling [v] b Select ‘Yes’ from the drop
< Rt ool Infurmien down menu; then enter the

© Documents minimum & maximum
Reference Request Details .

@ Posting Specific Quest... number of recommendation

@ Guest User 5 Accept References? Y.GSE| letters you wa nt to accept.

© Search Committee Infor... " Minimum Requests 3 If you elect not to receive

@ Comments recommendation letters,

Maximum Requests N,
© Optional Applicant Doc... then select ‘No’ from the

drop down menu; and then

Summary enter ‘0’ in the next field.

13. Documents: This page is used for attaching ad copies and/or any other additional information on the

position. To attach a document, click ‘Actions’ link at the end of the row, and follow the instructions. Then
click ‘Save’; then ‘Next’.

v & 4| % || Googie
File Edit View Favorites Tools Help
= 2 %) 8 ] &8
i blng et Hotmail Autofill Private Ms;:qer E-mail page 1Id.n-;qz @ 3 sonin
e Favorites | 5 ] Banner
| @ WSU - HR System: Posting Edit : PeopleAdmin [ B~ B v @ v Pagev Safetyv Took~ @v
Postings / Unclass_& Faculty | Unclass & Faculty (Draft) | Edit: Documents
Editing Posting Documents Save | [ << Prev
osting Details On this tab, you may attach and view documents ] ‘ ] /AR
Click ‘Actions’ link to
< Documens: PDF t b leted for the d 1t to be valid wh
conversion must be completed for the document to be valid when a
; attach the ad copy. I
Document Type Name Status  (Actions) / =
@ Guest User i a
Ad Copy Actions v Then, click Upload
@ Comments Upload New
Other 1 pload New e ’
v Create New NEW .
© Optional Applicant Doc... Other 2
Choose Existing L
Summary Other 3 AT
Other 4 Actionsv
Strategic Hire Form Actionsy
-Save -<<Prev Nex‘L::::
@ Intemnet | Protected Mode: Off v ®00% v

T a8 A
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Documents

On this tab, you may attach and view documents.

PDF conversion must be completed for the document to be valid when appl

Document Type Name Status

Ad Copy Ad Copy 04-20-15 14:15:30 PDF ¢ Actionsv
Other 1 Other 1 05-01-15 11:28:02 “PDF complete  Actionsy
Other 2 Other 2 05-01-15 12:54:19 PDF complete  Actionsv
Other 3 Actionsy
Other 4 Actionsy

Attach any other
position related
documents such as
grant documents, org
charts, justifications
etc. by using one of
the ‘Other’ links.

14. Posting Specific Question: This page is used for adding questions that are related to the

minimum and/or preferred qualifications. They assist users/reviewers in reviewing applications. Posting

specific questions are to be used for staff positions ONLY. To add a question, click ‘Add a question’.

fwnight-<b peapleadmin.com/hr/post

+ & 4| X [| B Google

File Edit View Favorites Tools Help

s = B @ & B &
= blr‘g =4 Hotmail Autofill Private M;\‘!r E-mail page IM‘;;;E
5.7 Favorites ‘ 5= &) Banner
| @ WSU - HR System : Posting Edit : PeopleAdmin |
Home Postings Applicants Hiring Proposals | My Profile ‘Help.

Postings | Unclass_& Faculty / Unclass & Faculty (Drafi) / Edit: Posting Specific Questions

Editing Posting Posting Specific Questions

Posting Details
this section or when finished.
O Doum

o

Posting Specific Quest...

Position Required Category Question

@ Comments

& Optional Applicant Doc...

%~ B v & v Pagev Safetyv Tookv @

Meltem Kokaly, you have 0 messages.  HR E_l:n_g\_o\_(__rr_lgr]t_[}] € logout

To add questions that will be asked of every applicant who applies to this position, click Add a Question. Click Continue to Next Section>> to skip

Summary

Click ‘Add a question’.

@ 2 Sionin

I Save ‘ <<Prev 3
Status.

8l B elv

€ Internet | Protected Mode: Off

PeopleAdmin: User Manual, December 2015
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15. Either select one of the questions from the question bank, or create a new

one’. Questions can have either predefined answers such as ‘Yes’ and ‘No’,

one by clicking on ‘Add a new
or have ‘Open Ended’ answers

which will allow the applicant to enter an answer. There is no character limit for open ended answer fields.

New questions will have a ‘pending’ status until they are approved by Employment.

568F ormat=html&dialog=ad

<t peopleadmin.com

File Edit View Favorites Tools Help

*x  bing
i Favorites | <l @] Banner

-~ | =
Wessenger | E-mail page 1M pege

| @ WS - HR System : Posting Edit : PeopleAdmin I |

@ % Sinin

- v [ #m v Pagev Safetyr Tooks~ @+

© Documents ‘ [F] Uncategonzed Lo you Nave experence Working in an omice enironment?
3 & Uncategorized Do you have a Forklift Operator Certification?
Posting Specific Quest... E

Do you have experience working in an office emironment?

@ Guest User

) ou have an Ohio Boiler License (low pressure)?
@ Comments ‘
= = [F] Uncategorized Do you currel a3 valid Ohio Commercial Driver's License (Type A or B)?
& Optional Applicant Doc... ‘
[F] Uncategorized Da you have experience workil ffice emironment?
Summary | s s
‘ [F| Uncategorized Do you have experience working in an office emn
[E] Uncategorized Do you have experience working in an office emironment?
[F] Uncategorized Do you have experience working in a Financial Aid Office
[F] Uncategorized Do you have a Universal Certification in Refrigerant Transition and Recovery?

Displaying 1 - 15 of 117 in total
+« Previous | Next —
Can't find the one you want?,

Submit

Add a guestion

[[sae |

Select question(s) from
the list, then, click
‘Submit’.

d a new

Cancel

7 ) @ [

@ Internet | Protected Mode: Off

i Favorites | <l @] Banner

| @ W5U - HR System: Posting Edit : PeapleAdmin I

File Edit View Favorites Tools Help
- = » @ = = i
x 5 = E J Signin
O 2 L— Hotmsil Autofil Frivate M;ruer E-mail page !M:'aae 9 3 g

i B v [ @ v Pagev Sefetyv Tools~ @+

ml—

Add a question

To create a new question,
click ‘Add a new one’,
then, click ‘Submit’.

Teategonzed AV EXDENENCE WOTRIg 17 an Ofce EvTonment
© Documents fEcategonzed o you Nave EXPenence Working i an omce envitonment?
: & Uncategorized Do you have a Forkdift Operator Certification?
Posting Specific Quest.. =l e ¥ 2
Uncategorized Do you have experience working in an office environment?
© Guest User ‘ 0 & LS g g
[F] Uncategorized Do you have an Ohio Bailer License {low pressure)?
@ Comments ‘
= [F] Uncategorized Do you currently have a valid Ohio Commercial Driver's License (Type A or B?
& Optional Applicant Doc._- ‘ - -
[F] Uncategorized Do you have experience working in an office environment?
Summary |
‘ |- ed Do you have exp working in an office environment?
[F] Uncategorized Do you have experience working in an office environment?
B U ed Do you have experi waorking in a Financial Aid Office
[F] Uncategorized Do you have a Universal Certification in Refrigerant Transition and Recaovery?

Displaying 1 - 15 of 117 in total
+« Previous | Next —

Submit

Can't find the one you want? Add a new one

m

Cancel

< w

@ Internet | Protected Mode: Off
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Assign the question a name. For

File Edit View Favorites Tools Help

NI

x

bing

i Favorites | <l @] Banner

| @ W5U - HR System: Posting Edit : PeapleAdmin

Austofill

example: Electrician or Assistant
Director. The name will be used

Editing Posting

Pasting Details

Salary Distribution
Documents

Posting Specific Quest...
Guest User

Comments

Optional Applicant Doc_ .

Summary

Posiings | Unciass_& Facalty | Unclass &F¢

Add a Question

Questions defined here will be "pending” approval and will available for use in other areas of the s

Name *

Categery

to find the question easily for
future uses.

ndy Napier, you have 0 messages. logout (snapier)

Question ~

until they have been approved.
Please select a category E\

Select a category from the
drop down menu, then,
enter the question.

Possible Answers
@ Open Ended Answers

o

) Predefined Answers

Answers’.

Select one of the ‘Possible

iy Favorites | < @ Banner

{& WSU - HR System :: Posting Edit :: PeopleAdmin

) > | 1 https://wiight-sb peopleadmin.com/hi/postings/6850/edititab=38iaction=editcontroller=postingsid=6350&format=htrmi&dislog=add_new v @ [+ % [| B Googte L~
File Edit View Favorites Tools Help
7 = » o = a2
x ng 0 = 3 = Signin
oi L— | Hotmail Autoil Private Memererd| |BE st e Mg @ 3 so

B~ v [ @ v Pagev Safetyv Tookw @+ 7

© Documents
Posting Specific Quest...
© Guest User
& Comments
& Optional Applicant Doc. .

Summary

Possible Answers

possible

@ Open Ended Answers

i8i predefined Answers

Empty answers will be excluded. Cli d drag possible answer:

Possible Answer 1:

Possible Answer 27

If ‘Predefined answers’
are used, enter all

‘Yes’ and ‘No’. Then, click
on ‘Submit’ to add the
guestion to the posting.

2stion

answers such as

n

Submit

Cancel

<«

n

Done

€ Intemet | Protected Mode: Off
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Check the box to make

File Edit View Favorites Tools Help

X

oiNg Aa;hz’i\l

<y Favorites | <l @] Banner

| @ WSU - HR System : Pesting Edit : PeopleAdmin

Postings | Unclass_&8_Faculty / Unclass & Faculty (Draft) | Edit: Posting Specific Questions

Editing Posting Posting Specific Questions

To add questions that will be asked of every
this section or when finished.

Posting Details

Documents )
Included Supplemental Quest;

Posting Specific Quest...
Question
Test

Position Req|
1 ]

Category
Education

Guest User

Comments

(<

Optional Applicant Doc...

Summary

cant who applies to this position, click

the question required for - P
= applicant to complete. Do |, ...
o not check if the question

is to be optional for the L

applicant. Then, ‘Save’

and 'Next’. I -

NOTE: We highly
recommend making the |

n

question(s) required,

instead of optional.
i R ﬁ

T B8 A

& Internet | Protected Mode: Off £

16. Guest User: on this page, you will create an account that will be used by the search committee

members. Please note that Guest Users have ‘read only’ access

to the system and are not able to make

changes in applicant statuses. Once a position is filled, the Guest User name and password are deactivated by

the system.

Postings / Unclass_8&_Faculty /| Unclass & Faculty (Draft) / Edit: Posting Details

Editing Posting Posting Details

Posting Details

¥ Check spelling
Reference Requests

& Documents

Click here to create

and activate Guest

screen, then click Continu
on the Continue to Next

User Account.

@ Posting Specific Quest

* Required Information

& Search Committee Infor... POSITION INFORMATION

& Comments Faculty Rank or Job
X y Title:
& Optional Applicant Doc...
Job Category:
Summary i
HR Assigned

Classification:

Submit button and click Continue. Your Posting will not be saved or sent to the nex

Unclass & Faculty

| Please select

PeopleAdmin: User Manual, December 2015
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m

'ostings { Unclass_& Faculty / Assistant Director (Draft) / Edit: Guest User

Editing Posting

Guest User

Posting Details

You may change the password by
entering a new password and
clicking ‘update password’.

On this screen, you may create an account that will be used b

Committee members who log in using this account may view ap|

When finished or to skip this section, click Continue to Next F

Enter committee members’
email addresses here. Then,
click ‘Update Guest User
Recipient List’. The system
will send each member an
email message with Guest
User name and password.

Guest User Credentials

(7] COM

\

Guesl users may view this posting by using these credentials.

© Optional AppImLQOS...

Summary

N

gu48327

‘F’):ssword
cae4 | | Update Pass .‘

Email Addresses of Guest User Recipig

Email addresses (cne per ling

committes.memberl@wright

~ ' [Lupdate Guest User Recipient List |

committee.member2@wright.edu
committee.member3@wright.edu

17. Search Committee Information: This page is used to enter the name of the search committee

members. Click on ‘Search Committee Information’ tab. Then, enter the information in the field. Click on ‘Save’,

then, ‘Next’ to move to the next page.

[@ Wl - HR Systerm - Pasting Eit - PaopleRdiin - Wandows Tniernek Expl

?‘\

;
2

= | 2] https://uright-trsining. peoplesdmin.com/hr/postings 7

v & [+ ] x [|B oogte P~

2 Edit View Favorites Tools Help

x | bing
¢ Favorites | <y [] Banner

| £ WSU - HR System; Posting Edit : PeopleAdmin [

= Ef @ & ] &£
- Hotmail Autofill Private Messenger E-mail page IM page

@ A Sonin

v B v O m v Pagev Safetyr Tookv @+

Editing Posting
Posting Details

@ Documents

& Posting Specific Ques
@ Guest User
@ Search Commiitee Infor...
@ Comments
& Optional Applicant Doc ..

Summary

Postings [ Unclass_8&_Faculty | Unclass & Faculty (Draft) / Edit: Posting Details

Click here.

|

[see

To create a Posting, first complete the information on this screen, then click Continue to Next Page>>. Proceed through all sections completing all
necessary information. To submit the Posting to human resources, you must click on the Continue to Next Page>> button from the last section
Once a summary page appears, select the Submit button and click Continue. Your Posting will not be saved or sent to the next status until you see
the confirmation page and click the Confirm button.

* Required Information

POSITION INFORMATION

Faculty Rank or Job Unclass & Facutty

Title:
Job Category: Please select E[
(‘HRA.Sig".Ed | This field is required
Paosition Class:
Job Group: P.\ease_se.l:ect_ [~] &

Contains commands for working with tl cted items,
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/& WSU - HR System :: Posting Edit : PeopleAdmin - Windo P
= || E] https://wright-training peopleadmin.com/hr/posting B Google P
File Edit View Favorites Tools Help
= 2 @ & I &
i blﬂg‘ Call Hatmsil Autofill Private Messenger E-mail page M page @ 3 sonin
<y Favorites | <l @] Banner
| @ WSU - HR System ; Posting Edit: PeapleAdmin -‘ | Enter the name Of the SearCh P Pagev Safety~ Took~ @~ =
Postings | Unclass_&8_Facuity /| Unclass & Faculty (Draft) | Edit: Search Committee Information committee mem bers Then
0 ’
. ‘ ’ ‘ ’
Editing Posting Search Committee Information click ‘Save” and ‘Next’. == E
Posting Details & i
¥ Check spelling [+]

& Documents
Search Committee Member Information

n

Posting Specific Quest...

(<

& Guest User

Search Committee Infor... Please enter the name,
race and gender of the
@ Comments search committee

members here.

& Optional Applicant Doc...

Summary

& Internet | Protected Mode: Off

18. Comments: This page is used for communication between the Originator and the approvers. Please note that

comments entered in this section will be visible to all approvers.

ktings f Unclass & Faculty / Assistant Director (Draft) / Edit: Comments

Editing Posting Comments Enter comments, if any.

Posting Details
¥ Check spelling [+]

The comments on this page are only intended to assist with the posti

Salary Distribution
approval process and sho

Documents

Comments (Default Section)

0|0 C

Posting Specific Quest...

Originator Comments:

Comments ) / -~

& Optional Applicant Doc...

|

Business Manager
Summary Comments:

Executive Level
Comments:

HR Compensation
Comments:

Provost Comments:

Affirmative Action
Comments:

Foundation Comments:

RSP Comments:

Budget Comments:
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19. Optional Applicant Documents: There are a number of documents listed on this page. For

unclassified positions, cover letter and resume/CV are required. For faculty positions, cover letter,

resume/CV and references are required documents. To make a document ‘required’, check ‘Required’. When

completed, click ‘Save’, and then “Next” to move the posting to the ‘Summary’ page.

|

6 ) - & 4| X [| B Geogie p -
File Edit View Favorites Tools Help
x | bing o = g & J & @ a4 Ssonin
| L Hotmail Autofill Private Messenger E-mail page M page.
i Favorites | 5 ] Banner
{& W5U - HR System : Posting Edit :: PeopleAdmin i - v @ v Pagev Sofetyv Tooksv @+
Editing Posfing Optional Applicant Documents: [Sae] [=<Preu] I -
Posting Details Order Name Not Used Optional Required
& Documents
C r @
Posting Specific Quest.. i tovenliclie o
@ Guest U
e ol 2 Resume/Cv @
3 References @
4 Other Document @
5 Other Document 1 @ o
Select the required and
6 OtherDocument2 the optional documents.
H i’ 7
7 Other Document 4 ® Click on ‘Save’. Then,
‘ 7
g Other Document 5 ] NeXt *
€ Intemet | Protected Mode: Off i v HI00% v

- ,
a @ o 0

T B8 2

20. The ‘Summary’ tab will allow you to review all the information you entered in creating the job posting.

Please note that a check mark in blue should appear next to the name of each page. If you see any section(s)

with an orange “!” next to it, the system indicates that there are required field(s) that have not been

completed. Click ‘Edit’ link located next to the title of the page to complete missing information.

Home Postings | My Profile Help

test test, you have|

Ings / Unclass & Faculty I Assistant Director (Draft) / Summary

The “1” mark indicates that one or more

j Posting: Assistant Director (Unclass_&_F|
= required fields have not been completed.

Current Status: Draft

Position Type: Unclass & Faculty
Department: General Cost Recovery

t | Click ‘Edit’ to complete the information.

Take Action Or

W SeehowH
&= Print Previ

&= Print Previ

bmit button_

© Posting Details Edit

POSITION INFORMATION

Assistant Director

\ Faculty Rank or Job Title:

riate Workflow Action on the left menu. You may add a Comment to the posting and also add this posting to your Watch L
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21. Next to Summary tab, there are two more tabs:
l. History Tab: Provides details on the approval steps, date/time stamps, and any comments and/or
notes.
II.  Settings Tab: Allows you to make any modifications to the posting setting page, such as type of
application accepted, etc.

SummanN Setitings Hiring Proposals

Posting Created

It has been in this stgy€

Click the History tab to view

Add a new note where the position is in the

Note text approval process.

=1

¥ Restrict the viewing of this note to HR only?

Add Note

Proposals

Summary HI&Qy Settings Hirigd

Organizational Unit

Click the Settings tab to make any
modifications to the Department,
Default Locatiol \Workflow State, Application Types,
Recommendation Letters, etc.

Location

Division Default Division

Department / v

Applicant Workflow

Workflow State Under Review by HR =]

When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

References
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22. You can edit any of the pages by clicking the ‘Edit’ link next to the name of the page. An ‘Edit’ link is also

located next to the title of the posting.

Quick Link http://jobs.wright edu/postings/9851

& Reference Requests Edit

Reference Request Details Click the History tab to view where the position

Accept Recommendation is in the approval process.
Letters?
R ecatio D Click the Settings tab to make any modifications

Letter Requests
Maximum Recommendation to the application types, recommendation

Letter Requests letters, etc

@ Documents Edit

No documents have been attached.

« Posting Specific Questions Edit

Required fields are indicated with

@ Guest User Ed

There is no guest user set up for this posting

23. There are a number of items located on the right hand side of the screen:

‘Take Action on Posting’ button: There are different options indicating what you can do with
this posting. This is the button that you need to click in order to move the posting to the next
approver. (see the approval process on the last page)

See How Posting Looks to Applicant: Shows which fields from the posting are visible to the
applicants.

Print Preview (Applicant View): Allows you to preview the applicant view of the posting.

Print Preview: Allows you to preview the posting before printing.

See how Posting looks to Applicant

Click one of the options % i S B aicanlido)

&L Print Preview

dd a Comment to the posting and also add this posting to your Watch List. When you are ready to

pu directly to the Posting Page to Edit. To exit the posting without making any changes, click Cancel
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24. SUBMIT Posting for Approval: As mentioned in item #23, the ‘Take Action on Posting’

button has a number of options to choose from. Originators have four options: Submit to Hiring Manager,
Submit to Chair/Dept Head, Submit to Business Manager and Submit to HR Employment. The order of the
approvers at the Originator level depends on each hiring department/college/school’s departmental policies
and practices. Once a position is submitted to the next approver, then the posting becomes ‘read only’ to the
submitter. To submit the posting, select one of the options, and then click on ‘Submit’.

NOTE: If a position was returned to you for revisions/changes, once the changes are completed, you can
submit the posting to ‘HR Employment’ rather than submitting the posting through the same approvers
again. This will cut down on the time a posting stays in the approval workflow.

Keep working on this Posting

WORKFLOW ACTIONS
Roll over the ‘Take Action on Posting’ Submit to Business Manager (move

h f th A to Business Manager)

button and choose one of the options. Submit i Chair / Dept Head (move
to Chair / Dept Head)

\ Submit to Hiring Manager (move to

Hiring Manager)

Submit to HR Employment (move to
HR Employment)

nt to the posting and also add this posting to your Watch List. When you are ready to

the Posting Page to Edit. To exit the posting without making any changes, click Cancel

Enter any necessary comments in the
text field before clicking on ‘Submit’.
Make sure the box is checked to add the
posting to your watch list. Then, click on
‘Submit’.

Move directly to 'Business Manager'

Comments (optional)

Add this posting to your watch et

Submit Cancel
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25. Adding postings to ‘WATCH LIST’: A posting can only be added to your watch list as you are submitting

it to the next approver. (See the screen shot in previous page). Adding postings to your watch list will create
shortcuts on your home page and make it easier for you to find them the next time you need to view them.

o "Bl

D - @0 X | 2 wsu-irsymen: -

= o (2} g ot weightedu/
File Edn View Favorites Tools Help
Yoe B - S v rager Saletyr Too~ @ [

T VR O TR S T TR LTI [ e Ry

Welcome to your Online Recruitment System

i
£ Inbox (11 items need your attention Shorfcuts

Displarying e for group "HR Employment™
—— () A S Your ‘Watch List’ is located on your home

Job Tite Type Current State Frvese page. You can click on the posting you
wish to review directly from the list.

USETIT LNk

£ Watch List (5 items) i Ao i
(How Applicants access your PeopleAdmin system)
Postrgs (2 PeopieAdmin Cammunity - Customer Portal Login
{best practice library, customer support portal,
o Tite Type P customer community)
stistant ol Alls Unclass_&_Facully Posled HR Enmployment
!l sicng Analyst Unclass & Faculty Provost Provost

158 -

26. To remove a posting from your ‘Watch List’, simply click on the ‘Watch List’ button at the very top of the screen;
select the posting(s) you want to remove by checking the boxes. Then, click on the ‘Unwatch Postings’ button.

(™ | PeonleAdmin

LECUNREY [ APPLICANT TRACKING 7

Click on the ‘Watch List’ button on your : N
licants  Hiring Proposals | MyProfle  Help
home page and select the posting(s) by

Weltem Kokaly, you have 0 messages HR Efnployment]] ¢ logout

checking the box(es). Then, click on the
‘Unwatch Postings’ button.

Postings = [ Unvaten Postngs

[l JgpAltle Type Current State State Owner Creator Actions

0 Assistant to VP Mutt-Cutural Aftairs and Community Engagement Unclass_& Faculty Posted HR Employment Meltem Kokaly Actionsv

27. Once a position goes through the approval process, and is approved by all parties, HR Employment posts and
advertises the position.
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How to create a new posting from an existing posting?

1. Postings can also be created from existing postings. Using this option will allow the system to copy the fields
from the existing posting to the new posting. Even though all the fields will already be populated, users will
still be able to edit and update fields as needed.

2. When prompted, select ‘Create from Posting’ option.

Home Postings | My Profile Help

test test, you have 0 ges. | Originator i C /| logoy

Create New Posting

What would you like to use to create this new posting?

=

Create from Position Type

Includes only the information that applies across the entire Position Type. A new
Position Type from a Position Type is almost completely blank.

Actions

(Actions)

Create from Template

Copies in general information from a template. You will need to provide specific SeIECt th IS 0pt|0n o
[ ;'ﬁ

information inside the posting.

B 1

Create from Posti
Uses an existing posting as a template and automatically copies in most information.

3. Onthe next screen, click on ‘More Search Options’ to view the workflow states.

File Edt View Favores Tools Melp

Mo EJ + 2 om0 v Pagew Sateye Tookw @ N 8]
Unclass_& Faculty Postings
Jpen Saved Scarch Search: Sparch,|  |oie search optond
Click on ‘More search
Active Postings o
H ’
; options’.

& Saved Search: "Active Postings" (0 llems Found

HR Assigned Faculty Rank or Affirmative All Submitted Posting Workfiow (Actions)

Classification Job Tile Actien Neo.: Applications. Date Dapanmant State

i -
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4. Highlight ‘Position filled” workflow state, then, click ‘Search’.

File Ed| View Favorites Tools Help

B~ B -2 om o~ page~ satey~ Toos~ i@~ [

Unclass_&_Faculty Postings

Search:

Add Column;
HR Assigned Classification::

Add Column

Priysical Plant Admenestration
Departmant::

Approved-Pending

Workflow . Posiad
B Closod Romoved from Wb
Proeation Fillad i
Posting Number::
Affirmative Astion No.::

Scroll until you find ‘Position filled’
workflow state, and click to
highlight. Then, click on ‘Search’
button.

Active Postings o

@ Saved Search: "Active Postings™ (0 llem

HR Assigned Faculty Rank or All Submitted
Classification Job Title Applications.

15K -

{22 WSU - HR System = x |

Fle Edt View Favorites Tools Help
b~ Bl - = m o~ Page~ Satey~ Toos~ @ M M
Add Column: Add Colurmn
HR Assigned Classification::

Phyysical Plant Adminstration
ODsparoment::

Roll ov
button

Closed/Remaoved from Web
Position Filied (No Applcant)
Position Filled

Roposted

Pasting Number::

Workflow State:

Affirmative Action No.::

‘Create From’.

er the ‘Actions’
, then, click

Ad hoc Search o

Active Postings

Ad hoc Search (1

Save this search?

HR Assigned Faculty Rank or Affirmative ANl Submitted Posting
Classification Jeb Tite Action No.: Applications.
Wosker Custodial Ser 126077 ] 021572012

6. Follow the instructions from item #8 through #25.

[View Posting
Creale From
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Position Approval Process

ORIGINATOR

HIRING MANAGER CHAIR/DEPT HEAD

\ BUSINESS MANAGER

‘1’ If a posting was returned
EXECUTIVE LEVEL to the Originator for
corrections/revisions, the
i’ Originator can submit the
HR EMPLOYMENT posting directly to HR
Employment once the
l’ revisions are done,
HR COMPENSATION instead of resubmitting
the posting through the
i’ same approval workflow.
PROVOST

y

EQUITY & INCLUSION

v

HR EMPLOYMENT

RSP FOUNDATION

v
BUDGET

!

HR EMPLOYMENT
POISITION IS POSTED AND

ADS ARE PLACED, (if
applicable)
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