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1. Go to 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
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 /

Click ‘Save’ button.
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3. You will be returned to 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.

& w7 > [=] % ~ Page~ Safety~ Tools~ @v

Inbox PeopleAdmin

Watch List APPLICANT TRACKING WA

| My Profile Help

test test, you have 0 messages. | Business Managers|~ < logout
B g

Originator

Your name will /

appear here.

Shortcuts \ ‘

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

My Links

Useful Links

Help

Your Applicant Portal
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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 for Non-Bargaining Unit Classified Employees
c. For WSU Employees Only
B) Unclassified & Faculty: Use this type for all UNCLASSIFIED and FACULTY postings that are
a. External postings
b. For WSU Employees Only
C) Internal Promotion & Named In the Grant: Use this type for all CLASSIFIED, UNCLASSIFIED
HOURLY, UNCLASSIFIED and FACULTY postings that are
a. Internal promotions within the department/school/college per Wright Way Policy
b. Positions that have a specific person named in the grant

Inbox PeopleAdmin

Watch List APPLICANT TRACKING

Postings | My Profile Help

Class_& Unclass_Hrly . log

M : There are four Posting types. T
| Int_Promo_&_Named_Grant Select the appropriate type.

Adjunct

Shortcuts

Create New Class_8&_Unclass_Hrly Posting
Create New Unclass_& Faculty Posting

Create New Int_Promo_& 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

Watch List

PeopleAdmin

APPLICANT TRACKING ¥

Postings | My Profile Help

Class_&_Unclass_Hrly
e == | test test, you have 0

Originator i __Q\ log

Unclass_&_Faculty r

Int_Promo_& Named_Grant

Adjunct

V.

Shortcuts

Method 1:

Create New Unclass_& Faculty

. Postin
Roll over Postings tab, then Sl e e ¢
X Create New Adjunct Posting
select posting type.

Create New Class_& Unclass_Hrly Posting

Your Applicant Portal

‘ (How Applicants access your PeopleAdmin system

PeopleAdmin MOPAC - Customer Portal Login

Owner J \
My Links. \
Useful Links Method 2

Home Postings | My Profile Help

test test, you have 0 messages. ﬂ el logoui

Create New Posting

Search Maore search options

-

If using Method 1:

Click here to create a
new posting.

Ftion All Submitted Posting flow
Applications Date 3

{Actions)
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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.

Ny Brofile ™ Help

test test, you have 0 messages. ﬂ ¢/ logoy

Create New Posting

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

]

Create from Position Type e

Includes only the information that applies across the entire Position Type. A new SeIECt one Of the
Position Type from a Position Type is aimost completely blank. .
three options.

=

1

Create from Template

Copies in general information from a template. You will need to provide specific Workfl !
information inside the posting. O (Actions)

Department State

| -

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

4

8. On the New Posting page, fill in the necessary information. Fields with a red asterisk are required fields.

Watch List

Postings 1 My Profile Help

test fest, you have 0 messages. | Originator =

nclass & Faculty /| New Posting

5] New Posting

* Required Information

Facuy Rank or Job Tte: /UMhE&FﬂCﬂW For unclassified and faculty
Type the position title in this field. R positions, select ‘Under review by
School/Dept/College’ from the
Department * General Cost Recovery
drop down menu.
Applicant Workflow |Under Review by HR =]

When an application is submitted for this job, it should move to which state in the Candidate Process workfiow?
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9. ‘Accept references’: Check the box next to ‘Accept references’, ONLY if you wish to receive confidential

recommendation letters directly from references. This option is only available for unclassified and faculty

positions.

Applicant Workflow

Workflow State

When an application is submitte receive confidential

from references.

Check this box only if you wish to

recommendation letters directly

[ Accept references

Online Applications

Accept online applications?

Special offline application instructions

te Process workflow?

=]

10. If you elected to receive recommendation letters directly from the references and checked the box, then

additional options will appear. This is when you will need to decide at what stage of the search process you

wish to receive the recommendation letters. If you prefer that all applicants have their recommendation

letters submitted at the time of application, then go to ‘Reference Notification’ and select ‘Under Review by

School/College/Dept’ from the drop down menu . If you prefer that only the applicants who are selected for

interview submit their recommendation letters, then, select ‘Recommend for Interview’ from the drop down

menu.

Accept references

Reference Notification

(Optional) Invite References to submit Recommendations when ca

Recommendation Workflow

Recommendation Document Type

Require document upload when a reference,

If you prefer that only the

applicants who are selected for

interview submit their

recommendation letters, then,
select ‘Recommend for Interview’.

lons?

instructions

Under Review by HR
Recommended for Interview Facu
Approved for Interview

(Optional) When all Recommendations have been provide ove {Recommended for Hire (Faculty/Unclassified)

Candidate Did Not Meet Min Quals
Not Considered

Withdrew- Declined Testing
Withdrew- Declined Interview
Withdrew - Declined Offer

Hired

Not Hired

HR Determined Did Not Meet Min
Application Withdrawn

Cancelled Applying

HR Determined Met Min Quals
Not Approved for Interview
Position Cancelled

System Detd Did Not Meet Min Qu
Placeholder State

Approved for Hire

Could Not Interview

Others more qualified - experience
Others more qualified - education

ovider submits a Re

Under Review by School/Cgllege/Dept

Click on the drop down arrow.

—

I

If you prefer that all applicants
have their recommendation
letters submitted at the time
of application, then select
‘Under Review by
School/College/Dept’.
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11. Recommendation Workflow section needs to be left blank as our system does not support automatic

recommendation workflow.

12. The next section is the ‘Recommendation Document Type’. In order for references to be able to upload their
recommendation letters as PDF files, ‘Recommendation’ needs to be selected from the drop down menu.

Leave this field blank, as

ETACCEPTITETEIENcES

Reference Notification

Recommendation Workflow

Online Applications

(Optional) Invite References to submit Recommendations when candidate reaches whi

Recommendation Document Type
Require document upload when a reference provider submits a Re /

Accept online applications?

(Optional) When all Recommendations have been provided, move to which workflow state?

Not required ﬂ
Not required

Special offline application instructions

our system does not
support automatic

=]

Select ‘Recommendation’
from the drop down
menu.

13. Follow the below instructions to complete the ‘Settings’ page, then click on the ‘Create New Posting’ button.

Online Applications

Accept online applications?

Special offline application instructions

Accepted Application Forms

Select the appropriate application

form.

No documents found.

/

¥ Classified and Unclassified Hourly Application

[l Unclassified (administrative, Pt pt) Applicati

I Faculty/Adjunct Application

on your new posting.

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

Click here to create a new

posting.

Create New Posting Cancel
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14. Once the initial Settings Page is completed, you are now ready to start the posting process. Posting process
encompasses 8 pages:

VL.
VII.
VIIL.

Posting Detail

References (available for unclassified and faculty positions ONLY)

Documents

Posting Specific Questions (used for staff positions ONLY)

Guest User

Search Committee Information

Comments

Optional Applicant Documents

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

g—

Title of
different
pages.

—

Editing Posting

Posting Details
Reference Requests

Documents

Posting Specific Quest...

Guest User

Search Committee Infor...

Comments

Optional Applicant Doc...

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:

15. 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, Affirmative Action Number, and NBAPOSN Number. These fields are filled in by

Compensation, Office of Equity & Inclusion, and Budget during approval process.

PeopleAdmin: User Manual, November 2014
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POSITION INFORMATION

Posting Details

'V Check spelling [¥]

select the Submit button and click Continue. Your Posting will not be saved or sent fo the next status unfil you see the ¢

* Required Information

POSITION INFORMATION
Fasilty .::I:k bt Assoc/Full Professor-Hematology/Oncology \
Job Category: \Facuhyf[nstmct[onal E

To create a Posting, first complete the information on this screen, then click Continue to Next Page>>_ Procaed through all sections com
information. To submit the Posting to human resources, you must click on the Continue to Next Page>> button from the last secfion

Complete the
fields.

DEPARTMENT INFORMATION

& WU - HR System : Posting Edit : PeapleAdmin - Windows Intemet Explorer:

= [ ] httpsy/uright-sb. peopleadmin.com i postings 6256 edit + @ 4| x [|B oogie P~

[P

File Edit View Favorites Tools Help

x| bing

i Favorites | 75 &) Banner

) & g

3 =
Autofil Private Messenger || E-mail page M psge

g ]

| 8 WSU - HR System :: Posting Edit : PeopleAdmin

@ 3 Ssonin

Fiov B v # v Pagev Safetyv Tookv @v

DEPARTMENT INFORMATION

Departmental Users
with Access:

This field is required
Organization name:

Organization phone
no.:

Contact Email:

Affirmative Action No.:

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.

Funding Source

m

ter FOAP. If nof known, enter department/college name.

<€

Enter FOAP using the format

Funding FOAP(s):

Please enter in the following format.

'W
ﬁ'o have the FOAP, pldeze-ermerroe

indicated.

[© Mo Response © New position © Replacement

Gomw v e
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STRATEGIC HIRE INFORMATION

File FEdit View Favorites Tools Help

' = =

% bing [ = @ £ = 4 Sgnin
o — Harmai Aants. Frrvate Messerger £ mad page W page @

i Favertes | gz ) Banmee

8 WSU - HR System = Pouting Edit = PeopleAdmin B - B - #m o+ Pager Suctyr Tooh+ i@+

T Special Contracy,
indicats how many
years?

Complete the
fields.

Note: If the
position is grant
funded, skip to the
Posting Text
section by scrolling

Strateqgic Hire Information

If position is funded by grant and/or foundation account, ple this section

Completed Dy:
Completed by Tithe:
Completed by Phone:

Target Annual Salary

How does this support
the Strategic Plan of
the hiring unit? down.
What are thie expected 2

G Internet | Protected Mode: Off fa = Rk -

CHCIEEN o L7

POSTING TEXT

NBAPOSN Number:

Date position to be filled:

Special contract and renewable

Length of appointment:
Enter the essential

If special contract, indicate how  one year

many years? functions and the
o
percentage of
POSTING TEXT time.

To direct the Hematology/Onc
residents & students in hi
To participate in rel

Fellowship program. To educate fellows,

ology and oncology.

Job Purposes: ; s
asic and clinical research.

g % 50% Clinical hematology and oncology care.
Essential Functions and percent  20% Direction of hematology/oncology fellowship & research.
of time: 30% Fellowship, resident & student education.

Essential Functions and percent
of time (cont'd):

Non-Essential Functions and
percent of time:

16. When completing the ‘Posting Text’ section, the ‘Essential Functions’ must have the percentage of time
and must total to 100%. Once all the sections and fields are filled in, click ‘Save’, then ‘Next’ button located at
the top or bottom of the page in order to move to the next page.
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17. 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.

@ Posting Details

¥ Check spelling |v]
Reference Requests ; , Select ‘Yes’ from the drop
Réqlllfﬁd Information
© Documents down menu; then enter the

Reference Request Details " & .
@ Posting Specific Quest... el = (el

0 Guest User * AcceptReferences?  [Yes[z] number of recommendation
letters you want to accept.

© Search Committee Infor... " MinimumRequests 3

@ Comments

Maximum Requests
© Optional Applicant Doc...

Summary

18. Documents: This page is used for attaching ad copies and/or any other additional information regarding the
position. To attach a document, click ‘Actions’ link at the end of the row, and follow the instructions. Then
click ‘Save’; then ‘Next’.

Posting Details On this tab, you may attach and view documents.
Reference Requests Click ‘Actions’ link
PDF conversion must be completed for the doct
Documents to attach a
. . Document Type Name Status  (Actio document. Then,
& Posting Specific Quest... 4 .
Ad Copy Admy/ click ‘Upload
& Guest User Other 1 Upload New New’.
& Search Committee Infor... Other 2 Create New
Choose Existing
& Comments Other 3 e
Other 4 Actions

& Optional Applicant Doc...

Summary

PeopleAdmin: User Manual, November 2014 Page 11



19. Posting Specific Questions: 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’.

File Edit View Favorites Tools Help

o2 52

= » @ 8 8
x - E. =l Si
bing ] Hotmsil Autofil Private peeryed| (B e M page @ 3 seb
g Favortes | ¢ 2] Banner
{ WSU - HR System 5 Posting Edit :: PeopleAdmin | | v B v 2 ® v Pagev Sefetyr Tookv @+

Home Postings Applicants Hiring Proposals | My Profile  Help
Meltem Kokaly, you have 0 messages. | HR Emp{nyin@enlm ¢ logout

Postings [ Unclass_8 Faculty / Unclass & Faculty (Draft) | Edit: Posting Specific Questions

Editing Posting Posting Specific Questions e =
Posting Details 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

this section or when finished.

 Suppl 1Q i Add a question

Posting Specific Quest... 4

© Documents

O Guest User Position Required  Category Question Status

© Comments

© Optional Applicant Doc...

Summary

Click ‘Add a question’.

€D Internet | Protected Mode: Off

20. Either select one of the questions from the question bank, or create a new one by clicking on ‘Add a new
one’. Questions can have either predefined answers such as ‘Yes’ and ‘No’, 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 Human Resources.

x | bing = Hn?ml .m;m—m Pn?me M;qur Eman}‘.sge m;::;g Q@ 3 Swi
S Favorites ‘ 95 @] Banner
| £ WSU - HR System : Posting Edit : PeopleAdmin \ | M- < [ v Pagew Safetyr Toolsw @+
T Doctiens [ [T DFcaregonaed Do you fve sxpenence woromg m am omce arvrorment? =
Posting Specific Quest... [F]  Uncategorized Do you have a Forklift Operator Certification?

d Do you have waorking in an office emironment?

@ GuestUser Status.

Do you have an Ohio Boiler License (law pressure)?

ve a valid Ohio Commercial Driver's License (Type A or B)?
Ve | SSLR

@ Comments
[F] Uncategorized Do you cul

@ Optional Applicant Doc...

[}

Ui d Da you have office emiranment?
Summary
Fl U d Do you have exp working in an office enyi
B L Do you have expi waorking in an office emironment? S I t t. f
B U d Do you have waorking in a Financial Aid Office e ec q ues Ion(s) rom
Uncategorized Do you have a Universal Certification in Refrigerant Transition and Recovery? i i
B a v : Y the list, then, click
‘ Y
Displaying 1 -15 of 117 in total Submlt .
« Previous | Next —
Can't find the one you want?fid a new
Submit Cancel
4
< n | »
Done € Intemet | Protected Mode: Off 45 v ®10% v

Bl _ R e [
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21. To create a new question, click ‘Add a new one’, then ‘Submit’.

|_existing

File Edit View Favorites Tools Help
3 = # @ -] | ) E
% bing |~ | Hotmsil Bustofil Private Messemirsh) B matzage Mpage @ A sauw
< Fevorites | 45 2] Banner
| @ WU~ HR System : Posting Edit : PeopleAdmin \ | B v [ de v Pagev Safetyv Tookw @~
© Documents ‘ T o T you nave WOTKINg 17 an omee =
= " Uncategorized Do you have a Forklift Operator Certification? Add a question
Posting Specific Quest... A 9 Y a
| [F] Uncategorized Do you have experience working in an office environment? .
© Guest User | To create a new question,
[F] Uncategorized Do you have an Ohio Boiler License (low pressure)?
@ Comments ‘ ol 0 5
= [F]  Uncategorized Do you currently have a valid Ohio Commercial Driver's License (Type A or BJ? Cllck Add a hew one P
& Optional Applicant Doc . ‘ |
[E] Uncategorized Do you have experience working in an office environment? o ‘ )
Summary | B _ then, click ‘Submit’.
‘ F Ur Do you have exp: working in an office environment?
] Ur Do you have exp working in an office environment?

[F] Uncategorized Do you have experience working in a Financial Aid Office

] Uncategorized

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

Do you have a Universal Certification in Refrigerant Transition and Recavery?

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

!

Submit Cancel

a0 i

€ Internet | Protected Mode: Off

dd_new

Assign the question a name. For

File Edit

View Favorites Tools Help

x | bing E = 2 2

< Favorites | <l 2] Banner

| @ WU - HR System - Posting Edit : PeopleAdmin

& example: Electrician or Assistant

=
1M page:

Director. The name will be used

Add a Question

Questions defined here will be "pending" approval and will
until they have been approved

available for use in other areas of the syst

to find the question easily for
future uses.

Name ~
Category Please select a category
Posiings | Unclass. & Faculty | Unclass &F
Question ~
Editing Posting
Posfing Details \

© Salary Distribution \

@ Documents ‘

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

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

Posting Specific Quest...
© GuestUser Possible Answers
@ Open Ended Answers

© Predefined Answers.

@ Comments ‘
& Optional Applicant Doc... |
|

Summary

| r==sr=nl !@
Select one of the ‘Possible

Answers’. .

PeopleAdmin: User Manual, November 2014

Page 13



File Edit View Favorites Tools Help

| x bing B [

< Favorites | <3 2] Banner
| @ WSU - HR System - Posting Edit : PeopleAdmin \ |

Aol

@ & o & @ 2 Sonin
Private Messenger | E-mail page M page

»

& v [ @ v Pagev Safetyr Toolsw @+

© Documents |
Posting Specific Quest...
‘ @ Guest User
& Comments
Possible Answers

(& Open Ended Answers

\
\
© Optional Applicart Doc... ‘
Summary |

\

! Predefined Answers

Empty answers will be excluded. Click and d;

0ssible answers to reorde

If preselected answers are
used, enter ‘Yes’ in the
first field. Then, ‘No’ in L
the second field. Click on
‘Submit’ to add the

Ol B e v

Possible Answer 1 * questlon tO the pOStIng.
Possible Answer 2: x
Submit Cancel
&%
< . ]
Done & Internet | Protected Mode: Off 43 v ®10% v

-
11:59 AM
2014

File Edit View Favorites Tools Help

X Ng =
bl & Hotmail

i Favorites | 4l & Banner

| @ WU - HR System  Posting Edit+ PeopleAdmin |

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

Editing Posting Posting Specific Questions

Posting Details To add questions that will be asked

this section or when finished.
Documents

(<

Included Supplemental Q
Posting Specific Quest...

Position

1 ]

Category
Education

@ GuestUser
@ Comments
& Optional Applicant Doc_ .

Summary

ery applicant who applie:

Question
Test

Check the box to make

@ 2 sinin

the question required for

age~ Safety~ Tookv @~

applicant to complete. Do

not check if the question
is to be optional for the
applicant. Then, ‘Save’
and 'Next’.

) o

Section>> fo skip

Status

i

pending o

Save | | << Prey

Done

=
o)

[ IO

€D Intemet | Protected Mode: Off
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22. 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_& Faculty / Assistant Director (Draft) / Edit: Guest User

Editing Posting Guest User

Posting Details .
9 On this screen, you may create an account that will be| Click here to create

and activate Guest

O Salary Distribution

Committee members who log in using this account m,

© Documents User Account.

When finished or to skip this section, click C

© Posting Specific Quest...

Guest User Want to give guests acc to view this posting?

©@ Comments [ Creale Guest User Accoun

O Optional Applicant Doc...

Summary
Enter committee members’
. .| email addresses here. Then,
Home Postings | My Profil
click ‘Update Guest User
'ostings [ Unclass & Faculty / Assistant Director (Draft) / Edit: Guest User ReCIplent LiSt" The syStem
, ' will send each member an
| Editing Posting Guest User email message with Guest
. .
| Eiosiing Detdlis H On this screen, you may create an account that will be used by members User name a nd paSSWO rd .
YOU may Change the passwo rd by Committee members who log in using this account may view applications 4
entering a new password and L

‘When finished or fo skip this section, click Continue to Next Page._

clicking ‘update password’. "~ Guest User Credentials

(V] CN Guest users may view this posting by using these credentials.
@ Optional Applicarw\\\\%%;nw\ ‘
gu48!

~
ki \w«g \
Pas:
e

Email Addresses of Guest User Recipients

Email addresses (one per line)

committee.memberl@wright.edu
committee.member2@wright.edu
commi ttee .member3@wright .edu

Update Guest User Recipient List
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23. Search Committee Information: This page is used to enter the name, race and gender 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.

|@ WSU - HR System : Pasting Edit : PeopleAdmin - Windows Inter

<[] hitps//umight-sraining peopleadrmin.com/h/post

===
v B | 4| x [| B Googie p~

File Edit View Favorites Tools Help

x bing

4 Favortes | s ] Banner

| WSU - HR System : Posting Edit :: PeopleAdmin

E-mail

Enter the name, gender and
race of the search committee

Tools~ @~

@ A Sonin

»

Editing Posting

Posting Details
@ Documents
© Posting Specific Quest .
O Guest User

Search Committee Infor...
© Comments
& Optional Applicant Doc

Summary

Postings / Unclass_8& Faculty / Unclass & Faculty (Draft) | Edit: Search Committee Information

Search Committee Information

¥ Check spelling [+]

Search Committee Member Information

Please enter the name,
race and gender of the
search committee
members here.

members. Then, click ‘Save’
and ‘Next’.

=

I

Done

@ Intemnet | Protected Mode: Off

T T T | 7
2 88 28

24. 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.

Editing Posting

Posting Details

tings / Unclass_& Faculty [ Assistant Director (Draft) / Edit: Comments

Comments

¥ Check spelling [+]

Salary Distribution

Documents

Posting Specific Quest...

Comments (Default Section)

0o e o

Guest User

Originator Comments:

Comments

& Optional Applicant Doc...

Summary

Business Manager
Comments:

Executive Level
Comments:

HR Compensation
Comments:

Provost Comments:

Affirmative Action
Comments:

Foundation Comments:
RSP Comments:

Budget Comments:

The comments on this page are only intended to assis

Enter comments, if any.

/ -
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25. 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.

WSU - HR System :: Posting Fd
| —_—

Ko} = |2 hitps//uighi-sb peopleadrin.com/h/postings 5250 ecittab=5 + 8 [4] % || B Googe o~
File Edit View Favorites Tools Help
x  bing = 2 & ] & @ % sonn
| - Hotmail Autofill Private Messenger E-mail page M page.
i Favorites | 5 ] Banner
{& W5U - HR System : Posting Edit :: PeopleAdmin By v B v @ v Pagev Safetyvr Tooksv @v
Editing Fosfing Opfional Applicant Documents: [ Sawe | [ <<Pev] -
Posting Details Order Name Not Used Optional Required
& Documents
C r @
Posting Specific Quest.. L Suaverlele o
© Guest User o
2 Resume/Cv @
& Commenis
Optional Applicant Doc... 3 References @
Summary 3
4 Other Document @
5 Other Document 1 @ 5
Select the required and
6 OtherDocument2 the optional documents.
H { 7
7 Other Document 4 ® Click on ‘Save’. Then,
’ 7
g Other Document 5 ] NeXt *
€ Intemet | Protected Mode: Off i v HI00% v

T B 8 2 - ¥

26. The ‘Summary’ page 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)

IIIII

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 1 Unclass & Faculty I Assistant Director (Draft) / Summary
" III H H
j Posting: Assistant Director (Unclass_&_Facul The “1” mark indicates that one or more
= Current Status: Draft

required fields have not been completed.

Position Type: Unclass_& Faculty Created by: test ty T e hov
= . ‘ ") ] a .
Department: General Cost Recovery Click ‘Edit’ to complete the information. i prox prev
= Print Previ|
Summary History | Seftings |
Please review the details g efully before continuing.
To take the action, t the approprifiic Workflow Action on the left menu. You may add a Comment to the posting and also add this posting to your Watch Li

submit your postin;

To edit the pog#ng, click on the
Cancel bu|

'ction Name in the Summary Section. This will take you directly to the Posting Page to Edit. To exit the posting without makin)

© Posting Details Edit

POSITION INFORMATION

| Faculty Rank or Job Title: Assistant Director
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27. Next to Summary tab, there are two more tabs:

a. History: Provides details on the approval steps, date/time stamps, and any comments and/or notes.

b. Settings: Allows you to make any modifications to the posting setting page, such as type of

application accepted, etc.

28. 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.

29. There are a number of items located on the right hand side of the screen:
a. ‘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 p

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

applicants.

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

Print Preview: Allows you to preview t

30. As mentioned above (item 19.1), the ‘Take Action on Posting’ has a number of options to choose from.

age)

he posting before printing.

Originators have three options to pick from: Submit to Hiring Manager, Submit to Chair/Dept Head, and
Submit to Business Manager. 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’

Postings | My Profile

to the submitter.

Help =

test test, you have 0 messages. | Business Managers)

Summary

nclass_& Faculty) Edit

reated by: test test

Take Action On Posting v
'WORKFLOW ACTIONS

Keep working on this Posting

ner: test test

Roll over the ‘Take Action on
Posting’ button and choose
one of the options. Then,

Business Manager (move to Business
Manager)

Executive Level (move to Executive
Level)

Search H

confirm.

carefully befg

hte Workflow ATTION ONINE BT MENU. YOU May aad a Gomment 1o 1
nit button.

n Name in the Summary Section. This will take you directly fo the Posting Page to Edit. To exit the posting without making any changes, click

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

31. 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?

Home Postings | My Profile

When prompted, select ‘Create from Posting’ option.

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.

test test, you have 0 messages. ﬂ C  logoy

Create New Posting

1l

Create from Position Type

Create from Template

information inside the posting.

]

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

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

Copies in general information from a template. You will need to provide specific

] L

Select this option. -

Create from Pmsting(—

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

e

File E&T View Favorites Took Help
% or B] - 2 v Pagew Safery Tooliv v [ 8]

Unclass_&_Faculty Postings

Open Saved Search ¥ Search:

Active Postings o
W Saved Search: "Aclive Postings™ (0 liems Foun

HR Assigned Faculty Rank or Affmative
Classdicxian Job Tide Action Ne.:

PeopleAdmin: User Manual, November 2014

gall (=} htaps:/fwrighn-sb peopleadmincomt/post 2+ @ G X | 53 wsU - HR System = _ x

Al Submitted
Application

Search

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

\ Click on ‘More search
options’.
T T
RN v




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

(E2 nstps/fwngnt-st peopleadmincom Te/post 2 = @ G X | 5 WU - HR System = _ x
File Edit View Favorites Tools Help o
Moo EJ - 2 mp v fage= Satety~ Toos~ i@~ [ B

Unclass_&_Faculty Postings

i Search:

Add Column;
HR Assigned Classification::
Priysical Plant Admenestration

Departmant::

Add Column

Approved-Pending -

Workflow . Posiad
B Closod Romoved from Wb
Filled

Affirmative Astion No.::

Active Postings. o
& Saved Search: "Active Postings" (0 llems Found
HR Assigned
Classification

Faculty Rank or All Submitted
Job Title Applications.

Posation i
Posting Numbar::

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

15K -

Fle Edit View Favorites Tools Help

f- B - E m - Page~ Satety~ Toos~ @~ N M
Add Column: Add Colurmn
HR Assigned Classification::
Physical Plant Adminstration
ODsparoment::
Closed/Remaoved from Web -
. Position Filied (No Applcant)
Workflow State: Posibior Filled
Roposted -
Pasting Number::
Affirmative Action No.::
Ad hoc Search O  Active Postings
Ad hoc Search (1 ltem Found) Save this search?
HR Assigned Faculty Rank or Affirmative ANl Submitted
Classification Job Tite Action No.: Applications.
Custoial Services Worker Custodial Service: 126077 ]

6. Then, follow the instructions from item #8 through #30.
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Roll over the ‘Actions’
button, then, click
‘Create From’.

[View Posting
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Position Approval Process

ORIGINATOR

HIRING MANAGER

— |

CHAIR/DEPT HEAD

A 4
BUSINESS MANAGER

RSP

v

PROVOST

v

EXECUTIVE LEVEL

v

HR EMPLOYMENT

v

COMPENSATION

y

EQUITY & INCLUSION

v

HR EMPLOYMENT

FOUNDATION

v
BUDGET

!

HR EMPLOYMENT
POISITION IS POSTED AND

ADS ARE PLACED, (if
applicable)
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