PeopleAdmin

Search Process and Hiring Proposal

User Guide

WRIGHT STATE UNIVERSITY

December 2015
Authored by: Human Resources



Reviewing Applications
Guide For Originators

1. To view your posting and the applications/materials, login the system.
2. Roll over the object menu ‘Postings’.

3. Select the appropriate position type.

Postings | | MyProfile  Help

Class_&_Unclass_Hrly

test test, you have 0 messages. | Crig

e to your Online Recruil

Unclass_& Faculty

©  Int_Promo_& Named_Grant =

Adjunct

W 0 i,

Roll over ‘Postings’ tab. Then,
select the appropriate position
type.

Shortcuts

Create New Class_& Unclass_Hily P
Create New Unclass_&_Faculty Posti
Create New Int_Promo_8 Named_Gr.
Create New Adjunct Posting

Current State Owner
Curent Sor

My Links

Useful Links

Help

4. After you select the appropriate position type, the details of your posting will be displayed on the screen. If
the position you are trying to find does not appear under ‘Active Postings’, click on ‘More search options’,
and highlight all ‘workflow’ options. To highlight all options, select the first option, then, hold the ‘Shift’ key

down while scrolling down until you reach the last option. At this point, all options should be highlighted in
blue. Then, click ‘Search’ button.

P

Watch List !AF’PUCANT TRACKING

Guest User 48327, you have 0 messages.
jgs | Unclass & Faculty
. ‘ . ’
nclass_& Faculty Postings _ Click ‘More search options’.
Open Saved Search v Search: ‘ ‘ More search aptions

clive Postings 1]

© Saved Search: "Active Postings™ (1 tem Found)

HR Assigned Faculty Rank or Job Afiirmative Action Al Submitted Posting Workflow {Actions)
Classification Title No.: Applications Date Department State
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pstings ! Unclass & Faculty

Unclass_&_ Faculty Postings

Open Saved Search ¥ Search:

| | Search Hi

HR Assigned C

Add Column: [Add Column

[

Department::

ive Action No.::

Academic Affairs-SOM

[Academic Support Services-CEHS
[Accountancy

| Advancement Services

| Active Postings o

Posting Number:: |

© Saved Search: "Active Postings" (1 Item Found)

— HR Assigned
Classification

Faculty Rank or Job
Title

Affirmative Action All Submitted
No.:

Applications

Click the first option in ‘Workflow State’.
Then, hold ‘Shift’ key down while
scrolling down until you reach the last
option. Once all options are highlighted
in blue, click ‘Search’ button.

5. To view applications, click the position title. Posting summary will be displayed on the screen. Then, click the
‘Applicants’ tab. NOTE: All classified and unclassified hourly applications are first reviewed by Human
Resources; therefore, you will not be able to view/review the applications until Human Resources approves

them for interview.

Postings

| My Profile Help‘

*ostings [ Unclass_& Faculty

Unclass_& Faculty Postings

To view your
posting, click the

Open Saved Search v Search: Ii position title. :I More search options
‘ Active Postings
@ Saved Search: " e Postings™ (2 Items Found)
HR Assigned Faculty Rank or Job Affirmative Action All Submitted
Classificatiol Title No.: Applications
Assistant Director Assistant Director 17PIT 3
Faculty Assistant Director

0
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Home

Postings

| My Profile

pstings [ Unclass & Faculty [ Assistant Director (Posted) /| Summary

Posting: Assistant Director (Unclass_&_ Faculty)
Current Status: Posted

Position Type: Unclass_&_Faculty Created by: test fest
Department: General Cost Recovery Owner: HR Emplo

Summary History | Applicants | Reports |

To view the

applications, click the
‘Applicants’ tab.

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Action on the left menu. You may add a Comment to th

submit your posting, click on the Submit button.

To edit the posting, click on the Section Name in the Summary Section_This will take you direcily to the Pg

Cancel button.

@ Posting Details

6. The list of all applicants will be displayed. You can sort them by name or application date by clicking the

arrows next to the column headers.

7. To view an application, click on the name of the applicant.

B

Posting: Assistant Director (Unclass_&_Faculty)
Current Status: Posted

Position Type: Unclass_&_Faculty Created by: test test
Department: General Cost Recovery Owner: HR Empleyment

Summary |  History Applicants | Reports |

To view/review an

application, click on the
Open Saved Search v Search: PP 0

name of the applicant.

] [en]

More search options

| Aclive Applicants (x] | _~

@ Saved Search: "Active Applicanis tems Found)

i A (]

Full NaV Workflow State (Internal)

WS, Us Under Review by School/College/Dept
wsu, user2 Under Review by School/College/Dept
wsu, userd Under Review by School/College/Dept

Workflow Std
In Progress
In Progress
In Progress

PeopleAdmin: Search Process, December 2015

Page 3



8. Toview the applicant’s documents, such as cover letter, resume, etc., scroll to the bottom of the application.
Click the document link.

@ Certify

In signing this application, | hereby authorize any person, firm, or organization to supply any information about me concernin;
University, and | expressly release any such person, firm, or organization from any responsibility in disclosing such informati
making any false statement is reason for being denied employment or for having my employment terminated.

BY SIGMING BELOW, | certify that | have read and agree with these statements.

|WSU user2 | Please enter your full name to verify your identity.

To view/review applicant

Submitted on May 12, 2011 at 02:46 pm by user2 wsu dOCU ments C“Ck on the
’

Required Documents document link.

Kind Name

Conversrom
Cover Letter Cover Letter 05-12-41

Resume/CV 05-12-

PDF complete

Resume/CV 13:45:33 (9.9 KB) PDF complete

Optional Documents
Mo optional documents added.

PDF Documents

Kind
Application

Application and attached documents

9. To view an applicant’s recommendation letters, go to the ‘Recommendations’ tab, then click on the name of
each reference in order to view the recommendation letters. If one or more recommendation letter(s) have
not been submitted, you have the option to send the reference(s) an automated email message reminding
them to upload their recommendation letter by clicking on the (Resend) link.

Full name: test test
Address:
test

Created by: test test
Owner: Originator

Usermmame: test1234

Email: emailaddress@zed.zed
Phone (Primary) 999-999-9999
Phone (Secondary)

Position Type: Unclass_&_Faculty
Department- Bursar

To view/review recommendation letters,
click on ‘Recommendations’ tab, then click
on the name of the reference.

Summary Recommendations (0 of 3) History

Recommendation Requests

Name Email Notified?

Reference 1 nobody@wright.edu
nobody@wright.edu

nobody@wright edu

Reference 2
Reference 3

11/09/2014 10:45 AM (Resend)
11/09/2014 10:45 AM (Resend)
11/09/2014 10:45 AM (Resend)

Recommendations

No recommendations have been submitted for this application.

If the application is missing one or more recommendation
letter(s), then click on the (Resend) link, which will send the
reference an automated email message reminding them to

upload their recommendation letter.
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10. To export applicant data into Excel, select applications by checking the boxes next to the names; then go to
‘Action’ button on the right, then click on ‘Export results’ link.

Name: |
Last

Name:

App Draft

Workflow |

State:

Applicant Listng L)

Full Name

H =

Whiplash, Snid

=

Jelson, Gevige
Doer, Jane

Milion, Hundred

0O o =

Miss, Missy

PeopleMTin Better |alent. Better F

"y

© Saved Search: "Applicant Listing

(5 Items Found) @

Application Date Viorkflow State (Internal)
June 17, 2013 at 02:49 pm
June 17, 2013 at 02:58 pm
June 17, 2013l 03. 16 pm

June 17, 2013 at 03:19 pm

Under Revicw by SchooliCellege/D:

Under Revicw by SchooliCellege/Dept
Under Review by School/College/Dept
Lndes Review by SchooliColleye/Depl
LUnder Review by SchooliCollege/Dept
Under Review by School/College/Depl

To export applicant data into Excel, check
the box in the column header to select all
applicants. Next, click ‘Actions’ button,
then select ‘Export Results’ link.

lLast refresh: 06/17/2013 1211 3M

GEMERAL

Ravieyg#Freening Cuesiio

owrload Serccning
Question Answers.

Expuil Applicants wilhoul
Cmail

Export results

BULK

Move to Posting

Move in Workllow

Email Applicants
Dowrload Applications as
FDF

Create Document PDF per
Applicant

Reactivate Applications

n

Actions

Hel
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Search Process and Hiring Proposal

1. Step 1: Before contacting applicants for an interview, an approval from the Office of Equity and Inclusion
must be obtained. The first step is to move all applicants who applied by the first consideration date to an
appropriate status. For the list of application statuses, refer to page 17 of this guide.

A2 WS - HR System = _ %

[ File Edit View Favorites Tooks Help
B = B) - (2 i v Pagev Satety= Tools~ @@= [ H
Current Status: Posted

Postion Type: Unclass_&_Faculty Croated by Meltem Kokaly
Department Academic Affairs-SOM Cwner HR Employment

Search:

Alpha 2]

& Saved Search: "Alpha" (13 ltems Found

Full Name Rlication Date

Aprd 17, 2014 a2 11 58 AM
Aprit 17, 2014 a8 10,08 PM
Agrdl 17, 2014 at 12 36 PM
April 17, 2014 at 1248 PM
Agrd 17, 2014 at 09 5T PM
Aprd 17, 2014 at 09 51 PM
Aprd 17 2014 at OT 47 PM
Apri 17, 2014 a8 0761 P
Agrd 17, 2014 a8 0754 P
April 17, 2014 a8 09,06 P
Apri 17, 2014 at 08 40 P
April 17, 2014 a4 08:30 PM

History Satfings Appiicants ftaports Hiring Proposal

(Applican

Click on the applicant’s

name.

Workfiow State (internal)

Under Review by SchoolColiega/Dept
Under Revew by School ColegaDept
Under Review by School Colege Dept
Under Review by SchoalCofiege/Dept
Under Review by SchoalColiege Dept
Under Review by SchoolCollege/Dept
Under Revew by SchoalColegeDept
Under Revew by School'CollegaDept
Under Rewew by School CollegeDept
Under Review by School'CollegaDept
Under Resiew by Schoal CoegeiDept

Under Raview by SchooliColagaDept

Actions.

(Aetions)

"% v

Current Status: Under Review by School/College/Dept

Full name: test test Created by: test test
Address. QOwner. Originator
test

| Job application: test test (Unclass_& Facl Roll over ‘Take Action on

Application form: Unclassified (administrative, exempt/non-exempt .]Ob App“cation' button to
view the list of applicant
statuses.

Username: test1234
Email: emailaddress@zed.zed
Phone (Primary): 999-999-9999

Phone (Secondary)
Position Type: Unclass_& Faculty
Department Bursar

Then, change the
applicant’s status by
Summary Recommendations (0 of 3) History Re selecting the appropriate
status.

W Personal Information  Edit

Personal Information

Last Name: st

WORKFLOW ACTIONS
Keep working on this Job
application

Candidate Did Not Meet Min Quals
(move fo Candidate Did Not Meet
Min Quals)

Recommend for Interview (move to
Recommended for Interview
Faculty/Unclassified)

Not Approved for Interview (move fo
Not Approved for Interview)

Candidate Not Considered (move to
Not Considered)

MOVE DIRECTLY TO.

Draft

Under Review by HR

Recommended for Interview
Faculty/Unclassified

Approved for Interview

Recommended for Hire
(Faculty/Unclassified)

Candidate Did Not Meet Min Quals
Not Considered
Withdrew- Declined Testing
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2. To change multiple applicants’ statuses all at once, select the applicants with the same statuses by clicking
the boxes next to the names, then roll over the ‘Actions’ button, and select the appropriate status. Keep in
mind that bulk transition takes time to update; therefore, you may not see the update right away.

Open Saved Search v Search: |

| | Search |  More search options

By app date X

& Saved Search: "By app date" (

Application Date
November 08, 2014 at 10:44 Al

usert7, usert? November 11. 2014 at 10:19 Al

First, check the boxes

next to the names; then
roll over the ‘Actions’
button and click on

e/Dept

e/Dept

‘Move in Workflow’ link.

4>\ Actions |

GENERAL

Review Screening Question
Answers

Download Screening
Question Answers

Export Applicants without
Email

Export results

BULK

Iove to Posting

Move in Workflow

Email Applicants
Download Applications as
PDF

Create Document PDF per
Applicant

Reactivate Applications

Next, click the drop

down arrow and select
the appropriate status;
then click ‘Save changes’

button.
Applcant

UTTent STate

test test

user17 user17

g or Cancel

Under Review by School/College/De Move to Draft

Under Review by School/College/De Move to Approved for Interview

Select a workflow state...
elect a workflow state.._ \
wandidate Did Not Meet Min Quals
Recommended for Interview Faculty/Unclassified
Not Approved for Interview

Not Considered

Move to Under Review by HR

Move to Recommended for Hire (Faculty/Unclassified)
Move to Withdrew- Declined Testing

Move to Withdrew- Declined Interview

Move to Withdrew - Declined Offer

Move to Hired

Move to Not Hired

Move to HR Determined Did Not Meet Min Quals
Move to Application Withdrawn

Move to Cancelled Applying

Move to HR Determined Met Min Quals

Move to Position Cancelled

Move to System Detd Did Not Meet Min Quals
Move to Placeholder State

Move to Approved for Hire

Move to Could Not Interview

Move to Others more qualified - experience
Move to Others more qualified - education

Move to Interviewed but Not Hired
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3. Step 2: The second step is to submit the applicants to be interviewed to Office of Equity & Inclusion for
approval. Click on the name of the applicant. Then, click on the ‘Take Action on Job Application’ button, and
select ‘Recommend for Interview’ status from the list.

(2 https/wright-training peopleadmincom/in 2 = @ & X | 52 wsu - HR System = - %

File Edit View Favorites Tools Help
%= B} - 2 mp v Page~ Safety~ Took - - 9 8

Current Status: Postod » Appilicant -

Posion Type: Unclass_&_Faculty Created by Meltem Kokaly i Prini Preview (Anplicant View)

Dapartment Academic Affairs-SOM Cwnior HR Employment B Bk Proview

Summary Histony Sattings Applicants Reports Hirn Click on the name of the

S ki sy saarch: applicant.

Alpha o
& Saved Search: "Alpha” (13 ltems Fougg | Acuons
Full Hams icatien Date Workflow State {Internal) "

Ageil 17, 2014 a1 1158 AM Under Review by Schoot College/Dept
Apeil 17, 2014 a1 10.08 PM Under Review by SchoolCallege/Dept
Apnl 17, 2014 at 12:36 PM Under Review by School/CollegeDept
April 17, 2014 a1 12,48 PM Under Review by SchoolCollege/Dept
Apeil 17, 2014 a1 0957 PM Under Review by SchoolCollege/Dept
Apeil 17, 2014 a1 08 51 PM Under Review by School College Dept
April 17, 2014 a1 07 47 P Under Review by SchoolCollege/Dept
Apeil 17, 2014 81 07 51 PM Under Review by SchoolCollege/Dept
April 17, 2014 a1 0754 P Under Review by Schoot College/Dept
Apnl 17, 2014 at 08:00 PM Under Review by School'CollegeDept
Apnl 17, 2014 a1 02:40 PM Under Review by SchockCollege/Dept
Ageil 17, 2014 a1 08:30 PM Under Review by School College/Dept -

3 i h O - @G X - HR System & . %
File Edit View Favorites Tools Help
- = mm v Page~ Satety~ Tools~ i@~ [N

Linbox ]

Postings Applicants Hiring Proposals. | My Profile
Meltsm Kohaly, you hiave 0 messages  HR Employment[7] & logout

Postings | .. | Applicant Review | wsu100 useridd | Notes

Click on ‘Take Action on Job
r] Job application: C L, /
(Unclass_& Facu| Application’ button, then select VORKFLOWAGIONS
Current Status: Undor Royl Keap working on this Job

Application form: Faculty, lRecommend for |nterviewl application

Candidate Did Not Meet Min Quals

. {move to Candudale Did Nol Mesl

uiname wsnoosensd] - status from the list. \: sanecin ey o

Address ecommend for inbarview (move 1o
Racommanded for Inoriew

222 FacultyUnclassifiad)

Usemame. useri00 Not Approved for Interview (maove lo

Email nobody@wright.edu Not Approved for Interview)
Candidate Nol Considered (move lo

Phoms (Primary) 0.99-999-\9959 Not Considared)

Phone (Secondary)

Position Type. Unclass_& _Faculty I DRERTL T

Department Academic Affalrs-30M Draft
Undor Review by HR
Racommended for Infarview

Mia Rapart
ry History RpOS FacultyUnciassifind

Approved for Intaniew
Racommendad for Hire Emails
(Faculty/Unclassified)

Performed "Override” Candidate Did Mol Masl Min Quals (Omnipotent)
| Nt Considerod 4 gt 1 AM

1% -
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4. Selecting ‘Recommend for Interview’ status will trigger and send an email to the Office of Equity & Inclusion.
Once Office of Equity and Inclusion approves applicants for interview, the system will trigger and send you an
email notifying you that the applicant(s) have been ‘Approved for Interview’.

5. Step 3: The third step is the interview process. Once the interviews have been conducted and a finalist has
been selected by the search committee, go back to the individual’s applicant.

6. Step 4: The fourth step is to initiate the ‘Hiring Proposal’. To initiate the Hiring Proposal, click on the ‘Take
Action on Job Applicant’ button, then select ‘Recommend for Hire’. Upon changing the status of the

application, the ‘Hiring Proposal’ task with a green plus + sign will appear on the right hand side of the
application. Click on the ‘Start Hiring Proposal’ to begin the Hiring Proposal process.

& WSU - HR System 1 Job application Show :: PecpleAdmin - Windows Internet Explorer =R
s |g https://wright-training peopleadmin.com/hr/job_applications/154928 + & (4| X [|B Googte P
File Edit View Favorites Tools Help
= A @ & ) si
x| bing Cadl Hotmil Bustofil Private Messanger || Emailpage M page @ 2 s
4 Favorites | 53 2] Banner
~ »
88~ | @ wsU - HR System: Job.. x| B wiNGS - v [ dmh v Pagew Safety~ Tools~ @~
Postings / .. | Instructor, American Sign Language (Posted) / Applicant Review /! User! Wsu1 Recommended for Interview Faculty/Unclassified Search Results: Next

i

D Job application: User1 Wsu1 (Unclass_&_Faculty)

Current Status: Recommended for Inteniew Faculty/Unclassified WORKFLOW ACTIONS

PP form: Faculty/Adjunct Keep working on this Job =
application
Approved for Interview (move to
Full name: User1 Wsu1 Created by: User1 Wsul Approved for Interview)
Address: Owner: Affirmative Action Not Appraved for Interview (move to

1234 Raider Rd. Mot Appraved for Interview)

Dayton , OH

MOVE DIRECTLY TO.
Draft

Under Review by
School/College/Dept

Select ‘Recommend for Hire’.

Not Considered

Summary History Reports
Withdrew- Declined Testing
Withdrew- Declined Interiew

. Withdrew - Declined Offer
& Personal Information  Edit
Hired
Not Hired -
hitps://wright-training.peop 1in.com/hr/job_zpplications/154928% € Intemet | Protected Mode: Off v B100% -

T B8 2
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(8 WSU - HR System = . %

(23 mpsrwngnt-training peopleaamincomry O « @ & X

it Wiew Favorites Tools Help
A i v Pagew Safety~ Tools~ i~ N N]

Takn Action On Job Application v

View Posting Appbed To

= Job application: User10 Wsu10 (Unclass_&_Faculty)
! Current Status: Recommended for Hire (Faculty/Unclassified)
Application form: Faculty/Adjunct Apphication
Proview Applicatien
Created by User10 Wsu10 -
Cwner Originator

Full name: User10 Wsutl
Addross

298

Dayton , OH

Start Unclass_& Faculty Hirng P

Usemame wsu_useri0

Email. nobody@wright edu
Phone (Primary) 899-809-0009
Phone (Secondary)

Pasiion Type: Unclass_&_Faculty
o

Click on ‘Start Unclassified
_& Faculty Hiring Proposal’.

Summary History

@ Persanal Informal

Personal Information

Last Name: Wsu10
First Name: User10
Middle Name:
Present home or campus 289

address:

7. Click ‘Start Unclassified_&_Faculty Hiring Proposal’ button on the next page.

B Google o

|@ WU - HR System - Action New = PeopleAdmin - Windows Internet Explorer

~ | &] hups:/wright-sb.peopleadmin.com/ht/actions/new?action_definition_id=28job_spplication_id=35870

File Edit View Favorites Tools Help

x| bing
¢ Favorites | <% &) Banner
| @ WSU - HR System = Action New = PeopleAdmin | |

o = o
L Hotmail Autosll

Click on ‘Start Unclassified _&_Faculty
Hiring Proposal’ on the next page.

P.stings  Applicants

[

@ A Sanin

ey~ Tools~ @~ ~

! New Hiring Proposal

for Hire (Facultyil

Applicant Review | Daniel Shover

Postings / .. [

Starting Unclass_&_Faculty Hirin
Applicant: Daniel Shover

Posting: Assistant Prof r/Associate Professor/Professor of Pediatrics/Gastroenterology

| Start Unclass. & Facuity Hiring Praposal | OF Cancel

Meltem Kokaly, you have 0 messages. |HR Employment [~| & logout

& Internet | Protected Mode: Off

=l @ vl

#100% -

8. Click on ‘Edit’ link to edit the fields. Complete all the required fields with red asterisk. For faculty positions

that are posted with multiple ranks, enter the rank to be offered.

9. Then, enter the proposed salary or the hourly rate in the ‘Proposed Annual or Hourly Rate’ field. No

compensation should be discussed with the applicant prior to Compensation approval.

10.
Without justification, proposals will be returned back to you. Then, click on ‘Save’ and ‘Next’.

If a higher annual salary or hourly rate is proposed, a justification MUST be entered in the ‘Justification’ field.
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https P-adx
File Edit View Favorites Tools Help
Y o+ B - % o~ Page~ Safety~ Took~ - [N ]

Home

(£ WU - HR System = .. %

Postings Applicants Hiring Proposals

1 Usertd Wau10

Unclass_& Faculty | .. for Hire (F

Unclass_&_Faculty Hiring Proposal: User10 Wsu10
(Unclass_&_Faculty) Edit
Current Status: Draft

Pasilion Type Unclass_8&_Faculty
Dapartmant Human Services

Created by Meltern Kokaly
Cwner Meltem Hokaly

I My Profile Help

i Unclass_8&_Faculty Hiring Proposal | Summary

Meltem Kokaly, you have 0 messages. | HR Employment[=] @ iogout

Tako Action On Hinng Proposal »

Applicant User1d Wauld
Posting. Instructord?, American
Sign Language

Click the ‘Edit’ link.

Summary History

@ Hiring Prpo

Hiring Information
First Name Usert0
Last Name Waull
Faculty Rank or Job Title Instructord?, Amencan Sign Language
HR Assigned Classification Instructor

If posting multiple levels,
indicate cffer lavel.

& natps/fnight traning peopleadmincomm O ~ @ G X
File Edit View Favorites Tools Help

o= Bl - 2 mw o~ Page~ Satey~ Tools~ g~ N H]

Last Name

{8 WSU - HR System & %

Waull

Faculty %:":k ordob ociructor, Amancan Sign Language

HR Assigned .
Classification Inatructor
If posting multiple
levels, indicate offer
level. 1 E Assistant or Associate Professos

Crganization name Caollege of Education and Human Senvices

Affirmative Action No. 17Y038
Position Class LFDO3
FTE 100%
Salary Band
Minimum Annual or Negotiable

Hourly Rate

Enter offer level for
faculty postings with
multiple levels.

Enter proposed annual

Proposed Annual or
Heurly Rate

a1 g

salary/hourly rate and

wicant prios to Compensation apmo

a justification.

Justification for
Proposed Annual or
Hourly Rate

Length of Appointment  Special contract and renewabls

I snacial contract

11. Enter additional comments, if any, in the ‘Comments’ field.
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) peopleadminco
File Edit Wiew Favorites Tools Help
i o+ B3 - 4 o - Page~ Safery = Took - - [ 5]

MEAPOSN Mumber GEOSAR

MEAPOSN Mumber
Hotes:
Minimum Cualifications

Protarred Qualifications

Esmential Functione and
percent of time

Comments/Conditions

PeopleAdmin Beter Talent. Better Future

Copyright 2014 All Fights Resered

Enter additional
comments here, if
any.

save | ICIEESE

Last refrmsh 104182013 06 40 PR

- 1%

12. When complete, click on ‘Save’, then, ‘Next’ to go the next page.

[@ WSU - HR System :: Action Edit - PeopleAdmin - Windows Internat Explorer ]
< [ ] https.//uright-training peopleadmin.com/hr/actions/4/edit - @ [4]x |8 Googte o~

File Edit View Favorites Tools Help

x | bing 2] = #

Hotmail Autofill

Click ‘Save’, then
‘Next’ to go the next
page.

< Favorites ‘ 9 @] Banner

@ WSU - HR System:: Action Edit: PeopleAdmin |_‘

Actions | ... | Unclass_&_ Faculty Hiring Proposal | | Edit

@ A Sinin

s ~ [ @ v Page~ Safety~ Tools~ @~

Editing Hiring Proposal Hiring Proposal

Hiring Proposal

¥ Check spelling ]
Hiring Proposal Summary

Hiring Information

First Name User1
Last Name Wsu1

Faculty Rank or Job Instructor, American Sign Language

Title
HR Assigned
Classification Instructor
If posting multiple
levels, indicate offer
level. | .E. Assistant or Associate Professor
‘Organization name College of Education and Human Services

Affirmative Action No.  17Y039

Pnsitinn Class 1FNn?

m

BB <

@ Tntemet | Protected Mode: Off v ®100% v
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13. Once on the Summary Page, roll over the ‘Take Action on Job Application’ button, and then click ‘Submit to
HR Employment’. This action will trigger and send an email to HR Employment.

L el (2 ntps i pwright-raineng peopiesdmincomt £ = @ Ci X | & wsu - HR System = . %

File Edit View Favorites Took Help

[ ™ I

Unclass_& Faculty | .. | User! Wsul for Hire (F i I Unclass_8_Faculty Hiring Proposal | Summary Search Results: Previous | Next

. Unclass_&_Faculty Hiring Pr

| (Unclass_& Faculty) Edi Roll over ‘Take
Current Status: Oraft Koop workang on fhis Hiring
. Proposal

Position Type: Unclass_8_Faculty Gy Act|0n on Job Cancal {move lo Canceled)
D"P”'"'“"L: """“\:." s]’"”"‘ o4 Approve Hure (move to Hire
Applicant: User! Wsu A R 7 Approved)

Posting. Instructor, American Sign Appl |Cat|on . Canced (move (o Cancolod)
Language

MOVE DIRECTLY TO

Summary History Satings Owiginator

2 il v Pagew Safetyw Tookw i@~ [N [HI

XD | Peopleadmin
Watch List APPLICANT TRACKING A

Home Postings Applicants Hiring Proposals | My Profila Help

Meltem Kokaly, you have 1 message.  HR Employment (=] € logout

Affirmative Action
HR Compensation

kol iiacals Then, click ‘HR ;L )
’ — -
Hiring Information Canceled
‘ ° Employment’.

First Name User?

Last Name

%130 -

14. Once HR Employment approves the Hiring Proposal, an email will be triggered and sent back to you with a
notification that you may now ‘Make a Verbal Offer’.

a.

If a higher salary or hourly rate is being proposed, HR Employment will send the Hiring Proposal to
‘HR Compensation’ for further approval.

If HR Compensation approves your proposed salary or hourly rate, the Hiring Proposal will be sent
back to you with an email notification that you may now ‘Make a Verbal Offer’.

If HR Compensation does not approve your proposed salary or hourly rate, Compensation
will contact you via email or phone to discuss the appropriate salary or hourly rate to be
offered.

15. Step 5: Once you receive the ‘Make a Verbal Offer’ notification, make an offer contingent on background
check and education verification. If your offer is accepted, go to posting and click on the ‘Hiring Proposal’ tab.
Then, click on the applicant’s name.
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Posting: Instructor40, American Sign Language
(Unclass_&_Faculty) Edit

Current Status: Posted

Created by: Meltem Kokaly
Owner: HR Employment

Position Type: Unclass_&_Faculty
Department: Human Services

File Edit View Favorites Tools Help
= > ) 3 X
x D -~ 5 - — - Sign in
bing O] et e e sl ey e A
< Favorites | 75 2| Banner
| @ WsU - HR System : Posting Show :: PeapleAdmin | | - ~ [ ¢ v Pagev Safety~ Tools~ (g~
Postings | Unclass_&_Faculty | Instructor40, American Sign Language (Posted) / Summary

T

Take Action On Posting v

See how Posting looks ta Applicant

&= Print Preview (Applicant View)
&= Print Preview

Summary History Settings Applicants Reports Hiring Proposals

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action on the left menu. You may add a ComNgnt t

you are ready to submit your posting, click on the Submit button.

To edit the posting, click on the Section Name in the Summary Section This will take you directly to the|
changes, click Cancel button.

Click ‘Hiring
Proposal’ tab.

Fh List. When

Inaking any

@ Posting Details Edit

POSITION INFORMATION

#,100%

& Internet | Protected Mode: Off

s11PM |
4/15/2014

File Edit View Favorites Tools Help
= » ) - a
x Ng = . = E
b Hotmail Mol Private Meeered) (BE e Bpee @ 3 son
i Favorites | <5 | Banner
|?WSU*HRSystemHH\:ingPmpusa”nde}(::l’eup[m‘- | o v ) @ v Pagev Sofetyv Tookv @v
Summary History Seftings Applicants Reports Hiring Proposals ™

Unclass_&_Faculty Hiring Proposals

Click on the last
name of the
applicant.

More

Search: [ Seaicl h_l

Open Saved Search v

search options

Hiring Proposal Default
"Hiring Proposal Default” (1 ierm Found) @
Faculty Rank or Job Titie PAR Proposal Workfiow State (Actions)
Wsug Instructor40, American Sign Language Make Verbal Offer Actions¥ E
T ——
€ Internet | Protected Mode: Off v B100% v

16. Then, roll over the ‘Take Action on Job Application’ button and click ‘Send to HR Employment for Background

Check’ to change the application’s status and to complete the

PeopleAdmin: Search Process, December 2015
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& WSU - HR System & Action Show = PeopleAdin - Windows Internet Explorer =

= (&) https//uright training peopleadmin.com/h/actions/s - 8 [4] x| [B ceogle o -

File Edit View Favorites Tools Help

X < E @ =] pe & Signin
Ling = Hotmail Autafil Private Messenger || E-mail psge M page v

¢ Favorites ‘ 7% & Banner

| WU - HR System : Action Show : PeopleAdmin | Npov Bl v 0 @ v Pagew Safetyv Toolsv @

PeopleAdmin

APPLICANT TRACKING

Roll over the ‘Take
Action on Job

n

Home Postings.

. . ,
Application’ button. Carol Alexander,you have 0 logout )
Unclass_& Faculty / ... | Users Wsus ( for Hire (F I Unclass_t— YT TTOpT T Search Results: Previous

Unclass_&_Faculty Hiring Proposal: User8 Wsu8 | Take Action On Hiling Praposal

(Unclass_é&_Faculty) Edit R NG e s

Current Status: Make Verbal Offer . . ‘p . o

roposal

Position Type: Unclass_& Faculty Created by Thenl CIICk Send to Send to HR Employment for

Department: Human Services Qwner: Ori Background Check (move to

Applicant: User8 Wsus HR Em p|0yment for [ESTEREE

Posting: Instructor40, American ,

Sign Language Background Check’.

Summary History Settings

& Hiring Proposal Edit 5

https://wright-training.peopleadmin.com/hr/actions/6% & Internet | Protected Mode: Off fa - ®|100% -

=
34 PM
4/15/2014

7 A apnmeEs 00 N e

17. Last Step: The last step is changing the statuses of the remainder applicants in the pool. Use one of the

statuses listed on page 17 of this guide when changing the applicants’ statuses. You can also change multiple
applicants’ statuses at one time by following the steps on page 7, item #2. Please note only applicants with
the same statuses can be changed at one time.

{3 WU - HR System = . % |

Miov B - o~ Page~ Safety+ Tooks~ @~ [ 1]
Current Status: Postad

See how Postng locks to Applicant -

Postion Type Unclass_8_Faculty Created by Meltem Kokaly = {Applic
Doparimont Academic Affalrs-50M Ownor HR Employment a
Summary Hestary Soltings Applicants FRoport Hiving: Propossis.

Click on Applicants tab. Then, click on
Search: the applicant and select the appropriate
| status. You can also change multiple

applicants’ statuses at one time by

Alpha o

& Saved Search: "Alpha"” (13 ltems Found) @

o s iemy | TOllOWING the steps on page 7, item #2.

Under Review by School/Coll
Apnd 17, 2014 at 10.08 PM Under Review by Schoal/ Collegerepr

Full Name Application Date

Apnd 17, 2014 at 12 36 PM Under Review by School/College/Dept Actons
Aprd 17, 2014 at 12:48 PM Under Review by SchoolCollege/Dept

Aprd 17, 2014 at 0957 PM Under Review by SchoolCollege/Dept
Aprd 17, 2014 at 09.51 PM Under Review by School'Colliege/Dept
Aprd 17, 2014 at O7 47 PM Under Review by SchoolCollegeDept
Apnd 17, 2014 at 0751 PM Under Review by School College/Diept
Apnd 17, 2014 at O7.54 PM Under Review by Schoal'ColegeDept
Apnd 17, 2014 at 08.06 PM Under Review by Schoal/College/Dept
Apri 17, 2014 at 03:40 P Under Review by SchoolCollege/Dept

Aprd 17, 2014 at 08.30 PM Under Review by School'CollegeDept
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Hiring Proposal Approval Workflow

ORIGINATOR

Initial Review
HR EMPLOYMENT

to be offered:
ORIGINATOR
‘MAKE VERBAL OFFER’

If posted salary or hourly rate is

If higher salary or hourly rate is
proposed:
HR COMPENSATION

ORIGINATOR
‘MAKE VERBAL OFFER’

Begin background check
HR EMPLOYMENT
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Applicant Statuses

Applicant Statuses When to use
Does not Meet all Required When the applicant does not meet the minimum
Qualification education and/or experience requirements
Recommend for Interview When the applicant is selected for an interview

When the applicant applies after the first
Candidate Not Considered consideration date OR if an external applicant
applies for an internal posting

When applicant meets all the required

Qualified but Not Interviewed qualifications, but he/she is not selected for an
interview
Interviewed but Not Hired When an applicant is interviewed, but not hired
Withdrew — Declined Offered When an applicant declines an offer
Reasons:

-Declined interview

-No show/No call for interview
Withdrew -Unable to contact for interview
-Unable to contact for testing
-Declined testing
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Email Messages to Applicants

When applicant applies for
a position

Dear {{application__first_name}}:

Thank you for your interest in Wright State University. Your application materials have
been received for the position of {{posting__job_detail__job_title}}. The screening and
selection process is currently underway and will continue until a successful candidate is
chosen. Should review of your qualifications result in a decision to pursue your
candidacy, you will be contacted. You may check the status of your application by
logging on to https://jobs.wright.edu.

Once again, we appreciate your interest in employment at Wright State University.
Sincerely,

Human Resources

Wright State University

3640 Colonel Glenn Hwy.
Dayton, OH 45435

(937) 775-2120
human_resources@wright.edu
www.wright.edu/hr

Does not Meet all Required

NONE
Qualification
Recommend for Interview | NONE
Candidate Not Considered | NONE

Qualified but Not
Interviewed

Dear {{application__applicant_detail-user__first_name}}:

Thank you for applying for the {{Posting__job_title}}position at Wright State University.
This is to inform you that the initial round of interviews is underway. While you are not
selected at this time, your application materials will be maintained until the position is

filled.

You may also check the status of your application by logging on to
https://jobs.wright.edu. Once again, we appreciate your interest in employment at
Wright State University.

Sincerely,

Human Resources

Wright State University

3640 Colonel Glenn Hwy.
Dayton, OH 45435

(937) 775-2120
human_resources@wright.edu
www.wright.edu/hr
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Withdrew —Declined Offer

NONE

Withdrew

NONE

When Position is Filled

Dear {{application__first_name}}:

Thank you for your interest in employment at Wright State University. This is to inform
you that the {{Posting__job_title}} position was offered to and accepted by another
individual. Once again, we appreciate your interest in Wright State University, and
invite you to continue to visit our web site at https://jobs.wright.edu for other
employment opportunities. We wish you the best in your professional endeavors.

Sincerely,

Human Resources

Wright State University

3640 Colonel Glenn Hwy.
Dayton, OH 45435

(937) 775-2120
human_resources@wright.edu
www.wright.edu/hr

When a position is
canceled

Dear Applicant:

Thank you your interest in Wright State University. We regret to inform you that the
{{Posting__job_title}} position you applied for has been canceled at this time. Should
this position become available at a later date, please feel free to submit your
application for consideration.

Once again, we appreciate your interest in employment at Wright State University, and
invite you to continue to visit our web site at https://jobs.wright.edu for other
employment opportunities. We wish you the best in your professional endeavors.

Sincerely,

Human Resources

Wright State University

3640 Colonel Glenn Hwy.
Dayton, OH 45435

(937) 775-2120
human_resources@wright.edu
www.wright.edu/hr
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