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Reviewing Applications

To view your posting and the applications/materials, login the system.
Roll over the object menu ‘Postings’.
Select the appropriate position type.

Postings Hiring Proposals | My Profile Help
Class_&_Unclass_Hrly test test, you have 0 messages. Current Grd
Unclass_& Faculty
Adjunct
elcome to your Orfline Rec ent System
Roll over ‘Postings’ tab. Then, Shorteuts
] age Vi Doci t C i R rt
select Adjunct position type. S Document Lonversions Hepo
Create New Class_& Unclass_Hrly
Posting
Actions (0) Restricted Lists (0)
Create New Unclass_&_ Faculty
Job Title Type Current State Owner Pasting
Create New Adjunct Posting

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.
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Click ‘More Search Options’.

Bl I APPLICANT TRACKING v
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Saved Searches v ‘ Q Hide Search Options v
Add Column: Add Column \ ¥ |
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Department:: |t 8 Art History ‘Shift’ key down while scrolling
Articulation & Transfer d whn nt|| r h th I t
Asiaanispanichative American Ctr 0 . = you eac' € las
Assistant VP for Public Affair option. Once all options are
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State: ‘Search’ button.
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Posting

To view applications, click the position title. Posting summary will be displayed on the screen. Then, click the

‘Applicants’ tab.

| My Profile Help '

Postings / Unclass_&_Faculty

Unclass_& Faculty Postings

To view your posting,

P et # click the position title.

More search options

J Active Postings

& Saved Search: ™

e Postings™ (2 Items Found)

HR Assigned Faculty Rank or Job Affirmative Action All Submitted
Classificatio Title Mo.: Applications

Assistant Director Assistant Director 17TP117 3

Faculty Assistant Director 0
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Home Postings | My Profile

bstings [ Unclass & Faculty [/ Assistant Director (Posted) [/ Summary

Current Status: Posted

Posting: Assistant Director (Unclass_& Faculty)
To view the applications, click
the ‘Applicants’ tab.

Position Type: Unclass_& Faculty Created by: test test
Cepartment: General Cost Recovery Cwner: HR Emplo

sSummary History | Applicants | Reports |

Please review the details of the posting carefully before continuing.

submit your posting, click on the Submit button_

Cancel button.

& Posting Details

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

To edit the posting, click on the Section Name in the Summary Section. This will take you directly to the Pg

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. Toview an application, click on the name of the applicant.

El Posting: Assistant Director (Unclass_&_Faculty)

Current Status: Posted

Position Type: Unclass_& _ Faculty Created by: test test
Department: General Cost Recovery Owner: HR Employment
Summary | History Applicants |

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

Open Saved Search v . Search: More search options

Active Applicants ([ x ] |

& Saved Search: "Active Applica tems Found)

| Full NaV Workflow State {Internal) Workflow 5td]
WSu, Us Under Review by School/College/Dept In Progress
wsu, user2 Under Review by School/College/Dept In Progress
wsu, userd Under Review by School/College/Dept In Progress
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To view 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 informatidg
making any false statement is reason for being denied employment or for having my employment terminated.

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

wWsu user2

| Please enter your full name to verify your identity.

To view/review applicant
documents, click on the
document link.

Submitted on May 12, 2011 at 02:46 pm by user2 wsu

Required Documents

| Kind Name Contersron sems
Cover Letter Cowver Letter 05-12- 226 (10 KB) PDF complete
Resume/CV ResumefCW 05-12-

13:45:33 (9.9 KB) PDF complete

Optional Documents
MNo optional documents added._
PDF Documenis

l_ Kind

Application

Application and attached documents
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Initiating the Hiring Proposal

1. Click on the name of the applicant. Then, click on ‘Take Action on Job Application' button and change the

applicant’s status to ‘Recommend for Hire'.

wno peoplesdmincomt O« B G X | 52 wsu - HR Systemn .

File Edit View Favorites Took Help

Lio» B3 - & v Page~ Salety= Toolsw ighe 0 0
Current Status: Posted
Postion Type: Unclass_&_Faculty Croatod by Meltem Kokaly
Department Academic Affairs-S0M Drwner. HR Employment
Smmarny History Satlings Applicants Reports
Coin Saied Sawrcth v Search:
Alpha (=]
& Saved Search: "Alpha" (13 li=n I - ]

Application Date
Aped 17, 2014 at 11 58 AM
Aged 17, 2014 a 1008 PM
Agprd 17, 2014 12 38 PM
Agrd 17, 2014 at 12.48 PM
Aprd 17, 2014 at 08 67 PM
Aprl 17, 2014 at 0D 51 PM
Aprd 17 2014 at OF 47 PM
Apod 17, 2014 ar 0761 PM
Agr 17, 2014 at D754 PR
Apl 17, 2014 at 08.06 P
Agrd 17, 2004 at 0840 PM
Apd 17, 2014 at 0830 PM

Sing looks 10 Applicant -

vhw (Applicant Wiew)

Hiring Proposal

Click on the applicant’s name.

Workflow State (Internal)
Under Revierw by School'ColepeDept
Under Revew by School ColegaDept
Under Revew by School Colege Dept
Under Review by SchoolColegeDept
Under Rewew by SchoalColegeDept
Under Revew by SchoolColegeDept
Under Reraew by Schoal ColegeDept
Ursdesr Revvierw by School ColegaDept
Under Rewew by SchoalColegeDept
Under Review by School ColegeDent
Unider Renew by Schoal ColegeDent
Under Revew by School Colega Dept

PRI

In: test1 test1 (Adjunct)

iew by School/College/Dept
Rpplication

Created by: test1 test1
Owner: Originator

uc &

Roll over ‘Take Action on Job
Application’ button to view list
of applicant statuses

Then, change the applicant’s
status by selecting the
‘Recommend for Hire’

————— Recommend for Hire

Take Action On Job Application v

Keep working on this Job
application

WORKFLOW ACTIONS

Declined Offer (move to
Withdrew- Declined Offer)

Not Hired (move to Not Hired)

Withdrew - Declined interview
(move to Withdrew- Declined
Interview)

(Faculty/Unclassified) (move to
Recommend for Hire
(Faculty/Unclassified))

Candidate Did Not Meet Min
Quals (move to Gandidate Did
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2. 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.

Meltem Kokaly, you have 0 messages. |HR En

ucation and Human Services (Posted) / Applicant Review / test1 test1 Recommend for Hire (Faculty/Unclassified)

est1 test1 (Adjunct)

Hire (Faculty/Unclassified) K View Posting Applied To

htion
* Preview Application

(& Edit Application
Created by: 1 Click on ‘Start Adjunct Hiring Proposal’ button
Owner: Origij on the next page. O start Adjunct Hiring Proposal

@ Reactivate

3. Click ‘Start Adjunct Hiring Proposal’ button on the next page.

Postings / ... / Applicant Review /test1 test1 (Recommend for Hire (Faculty/Unclassified)) / Ne

Starting Adjunct Hiring Proposal

Applicant: test1 test1

Posting: Adjunct - College of Education and Human Sery

Click on ‘Start Adjunct Hiring
Proposal’ link.

Warning: This Applicant already has a Hiring P,

Start Adjunct Hiring Proposal  [el@zlles]
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Check the first box if you have the applicant’s official transcript.

Check the Provisional box if the applicant meets the requirements per Higher Learning Commission (HLC),
however, you do not have the official transcript.

Complete the rest of the fields; then click on ‘Next’.

b & tatps./jobs wright eduhibetions BTL edaitab 1 0+ & & {70 Home | WiNGS | Wiight Sate.. | 43 Hikight - Login 2 WS- MR Sytem = Acven .. * |

File Ldn Vew Favortes Took  Help

x BConven = [iSeect
ted Sites = ] W sliery = ] WSU - Human Resources i~ B -7 #m - Page= Sofety~ Took< @@=

TG R TR T O T
|

TG

Editing Hiring Proposal s
i [

Hiring Proposal Summarny
¥ Check spoling

i DB prvmin bl

Check one of the boxes.

petructor through Adjunct Professor

Adjunct

College of Science and Mathematics

184158

Essential Funchions and

Semester/Year ‘ /
Department —

Complete the fields.

Comments/Conditions
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7. Once on the Summary Page, roll over the ‘Take Action on Hiring Proposal’ button, and then click ‘Submit to
Executive Level’ or ‘Chair/Dept Head’ depending on the approval process at your college. This action will
trigger and send an email to your Dean or your Chair.

tS

hdr|

hnt

h1 Click on the orange ‘Take Action on
mg Hiring Proposal’ button.

Inct)  Edit

t Professor

hry History

[I: Adjunct nstructor through

Settings

@ Hiring Proposal
Hiring Information

First Name|

Then, select ‘Chair/Dept Head’ or
‘Executive Level’ from the list.

s

Take Action On Hiring Proposal v

Keep working on this Hiring
Proposal

WORKFLOW ACTIONS
Cancel (move to Canceled)
Originator (move to Originator)

Return to Originator (move to
Originator)

Cancel (move to Ganceled)

Declined Offer (move to Declined
Offer)

Hire Approved (move to Hire
Approved)

MOVE DIRECTLY TO..
Originator
Chair/Dept Head

Executive Level

8. Once Provost’s Office approves the Hiring Proposal, an email will be triggered and sent to you with a

notification that the Hiring Proposal is now in ‘HR Employment: Begin Background Check’. This email will
indicate the end of the approval process.
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Adjunct Hiring Proposal Approval Workflow

ORIGINATOR

CHAIR/DEPT HEAD

EXECUTIVE LEVEL

PROVOST

HR EMPLOYMENT
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