PeopleAdmin

How to Create Postings?

User Guide
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LOG IN

Enter the PeopleAdmin website: https://jobs.wright.edu/hr

l. Returning Users: Login with your username and password.
I. 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

.
Click ‘Request

7
an account’. ik

Firsf firme hara? Rexgrast an seconnt
Forgot your password? Aeguest a passwoi! reset

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

VWright 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 Click ‘Save’ button.
PasswordMust be
between 6 and 20
characters

Confirm Password

First Name

Last Name

Title

Phone
Numberfextension

Email

Department [wwright State University

Requested Group Please sele
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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.

CHANGE USER GROUP (if applicable)

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. You must be logged in as ‘Originator’ in order

to create postings and have access to application materials.

- Human Resources

Welcome, Test Test My Profile  Help  logout (test2019)

@ B = EQA * Pagew Safetyw Toolsw @v

Select the appropriate user type.

\ Employee

itment System

Postings ~ Hiring Proposals ~ Actions

Restricted Lists

Hiring Proposals ~ Shortcuts ~

My Filled My Open
Postings Postings
Last 30 days

0 (0

Average days your

inhnv taclke wait
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CREATE POSTING

1. Select the Posting Type:

There are three POSTING TYPES in PeopleAdmin. When creating postings, it's IMPORTANT that you select the

appropriate POSTING TYPE:

A) Classified & Unclassified Hourly
B) Unclassified & Faculty

C) Adjunct
Welcome, Test Test N
Home Postings ~ Hiring Proposals »
Class_&_Unclass_Hrly
Welcome to Unclass_&_Faculty t System
Adjunct \ There are three Posting types. Select
| the appropriate type. _ My Fille
Inbox Pq S 7 Hsts Postingy
Last 30 da
SEARCH O

Select the appropriate type of posting; then click on the ‘+Create New Posting’ button.

Originator

Hiring Proposals ~ Shortcuts ~

Click here to create a new posting.

Faculty Postings e

Add Columnn: ‘Add Column EI

Wssigned Classification:: ‘ ‘

Department:: | Dpartment:

‘

v
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2. A new 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.

Home Postings | My Profile Help > -
test test, you have 0 messages. ﬂ | logoy

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

Create from Position Type

Includes only the information that Np cross the entire Position Type. A new

Position Type from a Position Type is almo!
B

Create from Template

Copies in general information from a template. You will need to provide 5| .

information inside the posting. porkdiow (Action=)

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

#

State

Select one of the

three options.

3. On the New Posting page, fill in the necessary information. Fields with a red asterisk are required fields. Once the
form is completed, click ‘Create New Posting’ button at top right or bottom right of the page.

* Required Information

Faculty Rank or Job Title: * Unclass & Faculty

Type the position title in
this field.

COCETU Default Location

Division

Default Division

Department * Army ROTC

Applicant Workflow

Under Review by HR

Workflow State

When an application is submitted for this job, it should move to whic

Under Review by School/College/Dept
diel e Idate Frocess WOrkK

For unclassified and faculty
positions, select ‘Under review by
School/Dept/College’ from the
drop down menu.

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

References

Reference Notification |Under Review by School/College/Dept v|

Request References to submit Recommendations when candidate reaches selected workflow state?

Recommendation Workflow | b \)’\
When all Recommendations have been provided, move to selected workflow state? \ N

To receive confidential

Recommendation Document Type recommendation letter(s) directly

Recommendation
Recommengation 7 from sources, select the

Allow a document upload when a reference providg

appropriate applicant status from

To receive recommendation
letters, select ‘Recommendation’ the drop down menu.

from the drop down menu.

Then, leave the second field

blank.

Online Applicati . o . a
RS RESERIR Y This field is used for special

[l Accept online applications?

instructions to applicants, if applicable.
Special offline Application instructions -

Accepted Application Forms

Accepted application forms n

[ FacuityrAdjunct Application

Create New Posting Cancel

Select the appropriate application S
form. \

Click here to create a new

posting.

PeopleAdmin: How to Create Postings, February 2019 Page 5



Posting process includes 8 forms:

1. Posting Detail
i. Position Information

ii. Department Information

iii. Strategic Hire Information

iv. Posting Text
Reference Requests (available on unclassified and faculty posting type ONLY)
Documents
Posting Specific Questions (used for staff positions ONLY)
Guest User
Search Committee Information
Comments

PNV A WN

Optional Applicant Documents

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

Title of
different
pages.

Editing Posting Posting Details
Posting Details
Reference Requests % Check spelling
@ Doctmrents To create a Posting, first complete the information on this screen,
@ Posting Specific Quest... completing all necessary information. To submit the Posting to hu
— from the last section. Once a summary page appears, select the §
@ Guest User

Postings / Unclass_& Faculty / Unclass & Faculty (Draft) / Edit: Posting Details

to the next status until you see the confirmation page and click th

@ Search Committee Infor... v aiied Vilsmitio

POSITION INFORMATION

Faculty Rank or Job
Title:

@ Comments

_© Optional Applicant Doc...

Summary Unclass & Faculty
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1) 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, etc. These fields are filled in by Compensation, Office of

Equity & Inclusion, and Budget during approval process.

a) Position Information

—

@ Comments

@ Optional Applicant Doc...

POSITION INFOF%MATICD

|Urc|aaa & Faculty

Indicate whether or not
this is an internal or
external posting.

This field is raquirad.

This field is requirad.

Title:
Summary
Job Gategory: |F’Iease select - v|
Enter the title of the N
. HR Assigned I |
position. If you do not —TTa T | > \
know the position class Complete all the fields.
) Position Glass: | /
number, skip to the FTE s
field.
Position FTE:
If you know the
salary/hourly rate, and
the salary band, then Minsmum Annual or
enter. If not, skip to the riy Rate | |
next field. Salary Band: |
- - HF'Iease select vﬂ
Type of Appointment: —
Salary Band:
. i L4
Type of Appaintment Please select

If yes, select one of the

following options: *ease select
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b) Department Information

T YES, SEIECT ONnE or

[
) ! ‘ Please select
following options:

DEPARTMENT INFORMATION Click in the field; find your
N name, then click to add

*

Departmental Users with I Select Som

] yourself and others in your

S8 This field is required.

\ department who may need
access to the posting.

Organization name:

fields.

Complete the

Contact Email: |%

Equity & Inclusion No.: ‘

The next two NBASPON fields
are for Budget use. If you do

not have the NBAPOSN
position, then leave blank.

Funding FOAP(s):

New/Replacement:

Incumbent's name

Enter FOAP. Follow
the format as

/ indicated.

/

This field is required.

Please enter in the following format: If you do not have the FOAP, please enter TBD)

P

S Y oy
) No Response ) New position

O Replacemen] Select the appropriate radio

This field is required.

button. Enter the incumbent’s

name here. If position is new,

47

then enter ‘New’.

This field is required.

(If new, please enter "New")
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Complete the fields.

Position reports to: ‘ / ‘
NBAPOSN Number: | —~—_ |

The next two NBASPON fields

are for Budget use. If you do

not have the NBAPOSN
NBAPOSN Number position, then leave blank
G

Notes:

Enter the date the position is to
be filled.

Date position to be |:|
filled:

nPlease select v
This field is required.

Length of appointment:

Length of appointment:

No Response
Continuous
Special contract and renewable conting
Special contract and renewable
Special contract and non-renewable

~

If special contract,

indicate how many Select the appropriate

< type of appointment from

years?
the drop down menu. If

position is a ‘Special

contract’ position, then

indicate how many years.
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c) Strategic Hire Information

Complete all the applicable fields. Skip the entire section for grant funded positions.

'WSU - HR System = Pasting Edit - PeopleAdmin - Windows Internet Explorer |
| ——

[P
K} = [ 2] hitps://uright-<b peopleadmin.com/hr/pestings/ 6856/ <dit > & [+ x [| B coogie o~
File Edit View Favorites Tools Help
x ng = B & 1 & s
oi e Hotmail Autofill Private Messenger E-mail page M page: G 2 soum
< Favorites | 5 ] Banner
& W5U - HR System :: Posting Edit :: PeopleAdmin M v B v # v Pagev Safetyv Tooksw i@+ =
It special contract, =
indicate how many
years?

Complete the
fields.

Strategic Hire Information

If position is funded by grant and/ge#indation account, please skip thj

ompleted By:

Completed by Title:

(|

Completed by Phone:

Target Annual Salary

How does this support
the Strategic Plan of
the hiring unit?

What are the expected

& Internet | Protected Mode: Off #100% ~

d) Posting Text

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.

NBAPOSN Number:

Date position to be filled:

Length of appeointment: Special contract and renewable

Enter the
If special contract, indicate how one year
many years? percentage of
>

time.
POSTING TEXT
J

To direct the Hematology/Oncol
Job Purposes: residents & students in hem
P To participate in related

ellowship program. To educate fellows,
¥ and oncology.
c 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:
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Enter the required
Required Qualifications: qualifications, preferred

gualifications and
_4 working conditions.

Preferred Qualifications:

Working Conditions:

Posting Date:
You may leave the posting date field
First Consideration I:l blank, as it will depend on when the
Date: position is approved by all

approvers.

\ If you wish the posting to remain
\ posted until filled, select the ‘First

Consideration Date’, then check the

Closing Date:

Open Until Filled

‘Open until filled’ box.

If you wish the position to have a hard closing date,

enter a closing date, not a ‘first consideration date’.
Keep in mind that all positions that have a hard closing
date will be removed from the web at 11:59 pm on the
closing date and will no longer be available for applicants

to apply.
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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

HigherEdJobs.com - Free
Dayton Weekly

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.

2) REFERENCE REQUESTS

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 special
organizations and/or websites
that may require specific
memberships.

@ Posting Specific Quest...

@ Guest User
@ Search Committee Infor...
©@ Comments
@ Optional Applicant Doc...

Summary

~)Check spelling

* Required Information

"
e /

Reference Request Details

Minimum Number of | / |

References This field is requirgs”

Maximum Number of
References

Enter the minimum and
maximum number of references
you want to accept.

If you wish you receive
confidential recommendation
letters, then select ‘Yes’ from
the drop down menu.
Otherwise, select ‘No’.

Recommendation
Letters? This field is required.
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3) 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’.

File Edit View Favorites Toolz Help
g 5 = 2 @ & ] & s
x| i L Hotmail Autgfill Privale Mm:qer E-mail page 1M‘:‘ag= O A i
i Favorites | 4z 2] Banner
| & WSU - HR System :: Posting Edit = PeopleAdmin Il | G~ - [ @m v Pagev Safety= Tooksv @v
Postings | Unclass_8& Faculty / Unclass & Faculty (Draft) | Edit: Documents
Editing Posting Documents Save | [.<<Prev =

On this tab, you may attach and view documents. CIICk lACtionS' ||n k tO
: Bocuments PDF conversion must be completed for the document to be valid when af
: = attach a document.
Document Type Name Status {Actions) / ) ,
© Guest User e Coor = Then, click ‘Upload

© Comments Othert Upload Hew N ’
New’.

1

& Optional Applicant Doc.. Other 2 Srtetion
Choose Existing L
Summary Other 3 oSy
Other 4 Actions¥
Strategic Hire Form Actionsw

il

€D Internet | Protected Mode: Off

Posting Details On this tab, you may attach and view documents.

DF conversion must be completed for the document to be valid when applicable.

: o Document Type Name Status (Actions)
© Guest User Ad Copy Actions v

© Search Committee Infar...
Other 1 Actions v

@ Comments

© Optional Applicant Doc... Other 2 Actions v
Spmery Other 3 Actions v
Other 4 Attach any other position Actions v

related documents such as

grant documents, org charts,

justifications etc. by using
one of the ‘Other’ links.
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4) 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

D = o %) & - & i
x | bing |- | Hatmail Austofill Private Mo E-mail page W page & N snis
5 Favorites | 5% ] Banner

| @ WsU - HR System : Posting Edit : PeopleAdmin \ | B~ v [ smh v Pagev Safetyr Tools+ @~

Postings Applicants Hiring Proposals | My Profile

Meltem Kokaly, you have 0 messages :_H_R E_m_gl_oy_n'!gnt_ ¢ logout

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

Editing Posting Posting Specific Questions

m

|

To add questions that will be asked of every applicant who applies to this position, click Add a Question. Click Centinue te Next Section>> to skip
this section or when finished.

Posting Details

Posting Specific Quest.. ni Supplemental Questions |
@ Guestoem Position Required  Category Question Status
& Comments
@ Optional Applicant Doc... Save

Summary

Click ‘Add a question’.

€ Internet | Protected Mode: Off

BRI @ v

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 Employment.
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» & 4| X [|B Google

File Edit View Favorites Tools Help
= : ) = =
x Ng = E = 5
bl Hotmail Autofill Private ME:IIE( E-mail page !M‘;—B}E a 2 ann
< Favorites | <5 &) Banner
| @ WSU - HR System :: Posting Edit +: PeopleAdmin | | B~ v (2] dm v Pagev Safety~ Took+ @+
I Uncategonzed Uo you Nave expensnce warking in an omce 7 .

Posting Specific Quest...

& Comments

& Optional Applicant Doc. .

Summary

Uncategorized
Uncategorized
Uncategorized
Uncategorized
categorized

Uncategorized

Do you have a Forklift Operator Certification?

Da you have experience working in an office enviranment?

Do you have an Ohio Baoiler License (low pressure)?

Do you currently have a valid Ohio Commercial Driver's License (Type A or Bj?
Da you have experience working in an office environment?

ence working in an office environment?

[F] Uncategorized Do you have experience warking in
[F1 Uncategorized Do you have experience working in a Financial Aid Office
[E] 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 ques

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

d ane

Cancel

n

€ Internet | Protected Mode: Off

Kl ¥ 2] nttpsi//wright-sb peopleadmin.com/hr/postings/6856/edititab=38taction=editBicontroller=postings Alid=6856&format=htmi&dizlog=add_existing v &[4 x [|B coogte o~
File Edit View Favorites Tools Help

= # @ & =l & E
x| bing Hotmsil Rustofill Private e E-mail page Wi pege @ A swi

iy Favorites ‘ 5% £ Banner

| @ WSU - HR System: Posting Edit = PeopleAdmin |

- v (2] = v Page~v Safetyv Took~v @~

/ﬁ,

Posting Specific Quest...

Uncategonzed

Uncategorized

0o you have experience Working n an Ofce environment?

Do you have a Forklift Operator Certification?

[F] Uncategorized Do you have experience working in an office environment?
[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 |
| [F] Uncategorized Do you have experience working in an office enviranment?
[F] Uncategorized Do you have experience working in an office environment?
[E] Uncategorized Do you have experience working in a Financial Aid Office
[Fl Uncategorized Do you have a Universal Certification in Refrigerant Transition and Recovery?

Add a question

To create a new question,

click ‘Add a new one’,
then, click ‘Submit’.

(T

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

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

Submit

Cancel

0

@ Internet | Protected Mode: Off
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€ WSU - HR System =

K3)les) > 2] https://uright b peopleadmin.com/hr/pastings/BES7/edittab=3 &sct ontroll

gs&id=6857&format=htmI&dialog=add_new

Assign the question a name. For

File Edit View Favorites Tools Help

28

x =
Messenger

oiNg

i Favorites | 4z jg] Banner

Austofill

| 4 WU - HR System :: Posting Edit : PeopleAdmin

&
=3
1M page

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

E-mail page

Add a Question

Questions defined here will be "pending” approval and will not,
until they have been approved

to find the question easily for

future uses.

available for use in other areas of the sys|

Name ~
Category
Postings | Unclass_& Faculty || Unciass & F¢
Question ~
Editing Posting
Posting Details |

© Salary Distribution |

o |
Posting Specific Quest... )
" ! sible Answers

@ Open Ended Answers

Please seecta category|2] \

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

Select a category from the

drop down menu, then,
enter the question.

© Predefined Answers

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

|

Summary

Select one of the ‘Possible

Answers’. .

€ WU - HR System =

iy Favorites | 4l ] Banner

& WSU - HR System :: Posting Edit : PeopleAdmin \ |

o6
File Edit View Favorites Tools Help
= , @ 2 8
% . = ; ] Signin
bing |~ | Hotmsil Autofil Privale Tt ||| s M poge @ 3 S

- v [ @ v Pagew Sofetyv Tooksw @v

Posting Specific Quest...

& Comments

Possible Answers

2 Open Ended Answers

\
\
@ Optional Applicant Doc._- ‘
Summary |

\

18! Predefined Answers

Empty answers will be excluded. Cli
Possible Answer 1°

Possible Answer 2°

uestion

L

If preselected answers are

used, enter ‘Yes’ in the
first field. Then, ‘No’ in
the second field. Click on
‘Submit’ to add the
guestion to the posting.

v

Submit

m

d drag possible answer]

Cancel

< m

Dene

€ Internet | Protected Mode: Off
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File Edit View Favorites Tools Help

X Ng i g 2

O el Hatmsil Autofill Private ME.:uer g
<y Favorites | <l @] Banner
| WU - HR System :: Posting Edit :: PeopleAdmin /|

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

Editing Posting Posting Specific Questions

To add questions that will be as
this section or when finished,

Posting Details

uded Supplement; uestions

< Posting Specific Quest...

Position Required
1 ]

Category
Education

@ Comments
& Optional Applicant Doc...

Summary

of every applicant who applie|

Question
Test

Check the box to make
the question required for

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

NOTE: We highly
recommend making
the question(s)
required, instead of
optional.

@ 2 Sionin

+ Pagev Safetyv Took~ @~

I ]

Next Section>> to skip

Add a question

n

Status
pending (%}

:| -« Prav Ne)d >> L]

7 A8 e

5) GUEST USER

& Internet | Protected Mode: Off

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

On this screen, yvou may create an account that

& Salary Distribution

& Documents

Committee members who log in using this accol

ont

Wﬂ_

When finished or to skip this section, cli

Click here to create |4
and activate Guest
User Account.

N\

Guest User

VWant to give guests ac

D)

L Create Guest User Account J

O Optional Applicant Doc...

Summary

ss to view this posting?
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Enter committee members’

Postings

click ‘Update Guest User

'ostings [ Unclass_& Faculty / Assistant Director (Draft) [ Edit: Guest User ReCIpIent LiSt" The syStem
| will send each member an
Editing Posting Guest User email message with Guest

| Posting Details | User name and password.

IOn this screen, you may create an account that will be used by meg|
YOU may Change the password by ICommittee members who log in using this account may view applic

entering a new password and WWhen finished or to skip this section, click Continue to Next Page-
clicking ‘update password’. Guest User Credentials

& Comments \ Guest users may view this posting by using these credentials.
& Optional Applicant Doc\

Summary

Update Password

Email Addresses of Guest User Recipients

Email addresses (one per line)

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

| Update Guest User Recipient List J

6) 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.

, Click here.

REIETENLE Re(UEsls

Enter the name of the search

Search Committee Member Informatjj committee members.

@ Documents

@ Posting Specific Quest...

Also, indicate whether or not

each member has been
Please enter the names
of the search committee

members here. training.

through search committee

@ Optional Applicant Doc...

Summary /

/

e

Please also indicate
whether or not each
committee member has
received the “Search
Committee Training”
offered by Office of
Equity & Inclusion
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7) 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.

Reference Requests "% Check spelling

© Documents The comments on this page are only intended to assist with the posting approval process and should not be used in

& Posting Specific Quest... C e It S . .
omments (Letau ecuon) R
© Guest User =il Enter comments, if any.
[ 3= ; dafcr
<Wmnal Applicant Doc... Originator Gomments:
Summary

Chair/Dept Head
Gomments:

Business Manager
Comments:
Executive Level
Comments:

HR Compensation

8) 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.

=
)| @ hitps//wright-sb.peoplesdmin.com/h/postings 10648/ edititab=g 0 - @ 0| @ wsu-Hrsystems Po.. ‘@Hmﬂ:\WNGS\Wﬁq‘MS._ & Oracle Fusion Middlewar... | P PandwaRad[n—List:nmm‘ 0y o5 e
File Edit View Faverites Tools Help % EBConvert ~ FSelect
s &) suggested Sites v ] Web Siice Gallery = ] WSU - Human Resources Biv B) - @ v Pagev Sefetyv Toolsw @+
Posting Details Order  Name Not Used Optional Required
Reference Requests
@ Posting Specific Quest...
& il Other Document )
uest User

& Search

Other Document 2 ®

©@ Gomments
. Lot Select the required and
References o the optional documents.
Resume/GV @ Q . ,
Next'.
Copies of Transcripts ®
Research Statement ®
Teaching Statement ®

or Cancel
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SUMMARY

This page will allow you to review all the information you entered in creating the job posting. Please note that a
check mark in green 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.

| MyProfle  Help

Postings

test test, you havs|

g

ngs /Unclass & Faculty / Assistant Director (Draft) / Summary

Posting: Assistant Director (Unclass_&_Faculty)

Current Status: Draft

Position Type: Unclass & Faculty
Department: General Cost Recovery

Created by: test tes
Owner. test tes

Summary History | Settings

The “!” mark indicates that one or more
required fields have not been completed.
Click ‘Edit’ to complete the information.

ee how H

Print Previ

rint Previj

Please review the details y before continuing.

To take the action,

submit your po: , click on the Sub button.

sting, click on the S

© Posting Details Edit

'orkflow Action on the left menu. You may add a Comment to the posting and also add this posting to your Watch Li

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

OSITION INFORM,

Faculty Rank or Job Title: Assistam Director

Next to Summary tab, there are two more tabs:

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

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

| —

Su

History Settin Hiring Proposals

Posting Created

Created from Paosition Type. It has been in this state for 0 hours.

Add a new note

Note text

Add Note

test test (Originator)
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Summary Glory Settings Hiryg Proposals
Organizational Unit

Location

Default Location
Division Default Division
Department Amy ROTG
Applicant Workflow
Workflow State Under Review by HR v

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

@ Documents Edit G

No documents have been attached.

Each page has its own ‘Edit’ ink. Click ‘Edit’
to complete/revise the information.

@ Posting Specific Questions Edj

Required fields are indicated witp#n asterisk (7).

@ Guest User Edit

There is no guest user set up for this posting.

@ Search Committee Information Edit

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.
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The ‘Take Action on Posting’ has a number of options to choose from. 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.

Home Postings | My Profile Help

test test, you have 0 Business Managers|

'Su_rnma_[]r Search H

nclass_&_Faculty) Edit Take Action On Posting v

WORKFLOW ACTIONS

reated by: test test
parner: test test

Keep working on this Posting

Business Manager (move tofBusiness
Manager)

Roll over the ‘Take Action on

Executive Level (ETIOV 0 Executive
Level)

Posting’ button and choose

one of the options. Then,
confirm.

j carefully before continuiny

hte Workflow Action on theemrmeno Yoo may aoa & Gomment 1o me posting and also add this posling to your Watch List. VWhen you are ready to
nit button_

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

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.

SUBMIT

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’.

Keep working on this Posting
Comments (optional)

Click on ‘Submit’ to send the

posting to the next @nce!
approver.

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?

Postings can also be created from existing postings. Using this option will allow the system to copy the fields

1.
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 messages. ﬂ _CI logay

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.

Create from Template

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

Create New Posting

Actions

{Actions)

Select this option.

1l

Create from Posting (——

Uses an existing posting as a template and

‘omatically copies in most information.

4

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

-
Ll (2 nitpswrigi st peapleadmincom/e/post 2+ @ & X
File -Edi: View Favories Took  Help
B Bl - 2 v Page~ Satety~ Tooksw @ [ ]

(2 WL - HR System = . %

Unclass_&_Faculty Postings
Search:

Open Saved Search v

Active Postings o

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

All Submitted
Applications.

HR Assigned Faculty Rank or Affirmative
[ Job Title Actlon Ne.:

Click on ‘More search

options’.
m»a \:o“::ﬂow (Aetions)
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4. Highlight ‘Position filled” workflow state, then, click ‘Search’.

(2 natps/fwngnt-sb peopleadmincom /T post 2 « @ G X
File Edit View Favorites Tools Help

50 -

(2D WSL - HR System = _ X

A mw = Page~ Satetyv Took~ i~ J H]

Unclass_&_Faculty Postings

Search:

Add Column; | Add Column
HR Assigned Classification::

Priysical Plant Admenestration
Departmant::

" ClosedRemoved from Web
Proeation Fillad

Active Postings o
@ Saved Search: "Active Postings™ (0 ltems Fou
HR Assigned Faculty Rank or Affiemative All Submitted
Classification Job Title Ne.: Applications.

Scroll until you find ‘Position filled’
workflow state, and click to

highlight. Then, click on ‘Search’
button.

15K -

3 {22 WSU - HR System = x |
File Edit View Favorites Tools Help

B~ B - = m - fager Sy~ Toos~ @~ M M
Add Column:  Add Colurmn
HR Assigned Classification::
Phyysical Plant Adminstration
Deparment::
Closed/Remaved from Web
. Posibon Filed (No Applcant)
Wiorkflow State: [ o
Reposted
Posting Number::
Affirmative Action No.::
Ad hoc Search ©  Active Postings

Ad hoc Search (1 ltem Found) Save this search?

HR Assigned Faculty Rank or
Classification

Affirmative All Submitted
Jeb Tite Action No.: Applications.
ces Worker Custodial Ser 126077

Roll over the ‘Actions’
button, then, click
‘Create From’.

GENERAL
[View Posting
Creale From
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