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Reviewing Applications Guide
for Originators

1. Toview your posting and the applications/materials, login the system.
2. Roll over the object menu ‘Postings’.
3. Select the appropriate position type.

Postings Hiring Proposals | My Profile Help

Class_& Unclass_Hrly test test, you have 0 messages. Current Grd
Unclass_&_Faculty

nct

Ine Recpditment System

Roll over ‘Postings’ tab. Then, Shortcuts
q anA View Doc Ci i R
select the appropriate position oW Dosument Cenversions Report
Create New Class_& Unclass_Hrly
type. Posting
Actions (0) Restricted Lists (0)
Create New Unclass_&_ Faculty

Job Title Type Current State Owner Posting
Create New Adjunct Posting

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.

Hiring Proposals | My Profila

test test, you have Ofhessages.  Current Group: | Originater ~| logout
b |

Postings / Unclass_&_ Faculty

Unclass_& Faculty Postings

“Active Postings® )

Equity & Al Submitted
HR Assigned Classification Faculty Rank or Job Title ion No.:  Applicati

Posting Date Department  Workflow State

Program Coordinator 1 Program Coordinator 1 3 Ay ROTC Posted Actions L
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Saved Searches v

Add Column:
HR Assigned
Classification::
Department::

Workflow
State:

Affirmative
Action No.::

Posting

—UNCIass_&_Faculy POSTNYS

Add Column

R Q Hide Search Options v

v]

\ Click the first option in
‘Workflow State’. Then, hold

Art & Art History
Articulation & Transfer

Asian/Hispanic/Native American Cir
Assistant VP for Public Affail;

‘Shift’ key down while scrolling
down until you reach the last
option. Once all options are

Chair / Dept Head

highlighted in blue, click
‘Search’ button.

-]

5. Toview 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.

Home

Postings | My Profile Help

Postings / Unclass_& Faculty

Unclass_& Faculty Postings

Open Saved Search v

J Active Postings

& Saved Search: ™

To view your posting, click
the position title.

Mare search options

e Postings™ (2 ltems Found)

HR Assigned

Faculty Rank or Job

Affirmative Action

All Submitted

Classificatio Title No.: Applications
Assistant Director Assistant Director 17P117T 3
Faculty Assistant Director o
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7.

Home Postings | My Profile

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

Posting: Assistant Director (Unclass_&_Faculty)
Current Status: Posted To view the applications, click the

‘Applicants’ tab.

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

sSummary History | Applicants | Reports |

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 fo th
submit vour 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 Pg
Cancel button.

& Posting Details

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.

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

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

Aclive Applicants [ x] | —

& Saved Search: "Active Applicaniss Items Found)

a0oanE

Full NaV Workflow State (Internal) Workflow Sta
WSU, Us Under Review by School/College/Dept In Progress
wsu, user2 Under Review by School/College/Dept In Progress
WU, userd Under Review by School/College/Dept In Progress
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8.

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 informatig
making any false statement is reason for being denied employment or for having my employment terminated.

BY SIGNING BELOWY, | certify that | have read and agree with these statements. [

To view/review applicant

|w5u user?2 | Please enter your full name to verify your identity.

Submitted on May 12, 2611 at 02:46 pm by user2 wsu documents, click on the

- document link.
Required Documents

| Kind Name

Con
Cover Letter Cover Letter 05-12-31 226 (10 KB) PDF complete
Resumes/CV Resume/CVW 05-12- 153:45:33 (9.9 KB) FPDF complete

Optional Documents
Mo optional documenis added
PDF Documenis

k Kind
Application

Application and attached documents

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’ button.

Username: testapplicant333
Email: nobody@wright.edu
Phone (Primary): 899-999-9999

Phone (Secondary): To view/review recommendation
Position Type: Unclass_& Faculty letters, click on ‘Recommendations’
Department: Army ROTC .
. tab, then click on the name of the
Summary Recommendations (0 of 1) History Reports refe rence.
Reference Requests
Name Notified? Responded?
reference nobody@wright.edu 08/17/2016 07:37 PM No
Recommendations

No recommendations have been submitted ty  |f the application is missing recommendation
letter(s), click on the ‘Resend’ button, 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
‘Actions’ button on the right, then click on ‘Export results’ link.

Name: |

Last
Name:

App Draft

Workflow | B

State:

Applicant Listng o

Full Name Application Date

E =

Whiplash, Snic

=

Jelsun, Geuge

& Saved Search: "Applicant Listing" (5 ltems Found) &

Junc 17, 2012 at 02:49 pm
June 17, 2013 at 02:56 pm
June 17, 2013 4l 03.16 pin

& Doer, Jane June 17, 2013 at 03:19 pm
] Million, Hundred wg 12 at 03:26 pm
]} Miss, Missy Junc 17, 2013 at D

Wiorkflow State (Internal)
Lnder Revicw by School/Colicge/Dept
Under Review by School/College/Dept
Lnder Review by Schioul/Colieye/Depl
Lnder Review by School/College/Dept
Lnder Review by School/College/Dept
Under Revicw by School/Colicge/Dy

Results’ link.

To export applicant data into Excel, check the box

PeopleAdmin seter st ot in the column header to select all applicants.
Next, click ‘Actions’ button, then select ‘Export

Actions.

GENERAL

Ravigy Teening Question )

owrload Sercening
Question Answers

Expuil Applicants wilhoul
Cmai

Export results

BULK

Move to Posting

Move in Workllow

Email Applicants
Download Applications as
PDF

Create Document PDF per
Applicant

Reaciivate Applications

refresh: 06/17,2013 1211 2M
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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.

« peoplesdmincom s O - @ G X

File [t View Favorites Tooh Heip

D arps faind e

“ Saved Search: "Alpha™

Rl Hamms Apgbcaton Date

Aprd 1T, 2014 ot 11 58 AM
Aprd 1T, 2004 a2 10 08 PM
Aprd 1T, 2014 @ 12 36 PM
Aprld 17, 2014 at 12 45 PM

Aprd 1T 2014 2t 06 67 P

Aped 1T, 2014 21 OF 47 P4
Aped 1T 2014 st OT 51 PM
Aped 1T 2014 s OT 54 PM
Aprd 17, 2014 m 00 08 PM
Apet 17, 2014 a1 DO 40 PM1
Apel 17, 2014 m 0020 PM

Aped 1T, 2014 3 09 51 P

i3 WU - MR Systern -

L}

I

Y ow B3 - 2 o - Page= Satety= Toow- @~ BN 8]
Current Status: Posted
Postion Typo Unclass_B_Faculty Croated by Meltem Kokaly
Dopanmant Academic Affairs-30M Owirt. HR Employment
Applicants
. Search:
Alpha o

Click on the applicant’s name.

‘Workflow State [Imtemal}

Under Reverw by S<hook Cotega Dot
Under Frvere by Schook Cotege Dept
Urider Rerviares by School CotogeDept
Under Reverw by SchookCotege Dect
Urster Flevews by Schook Cotege Degt
Under Review by SchookCoege Dot
Under Reverw by School Colege Dect
Under Reverw by School Colege Dept
Under Fieverw by SchookColepeDect
Unider Fieview by Schook CosegeDept
Linder Review by Schook CoSegaiDept

Under Fsvw by SchookCotege Dept

ALbons

J Job application: test test (Unclass_&_Faci

Current Status: Under Review by School/College/Dept
Application form: Unclassified (administrative, exempt/non-exempt

Full name: test test
Address:
test

Created by: test test
QOwner. Originator

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

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

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

Summary Recommendations (0 of 3) History R

Then, change the
applicant’s status by
selecting the appropriate
status.

« Personal Information  Edit

Personal Information

Last Name: .

WORKFLOW ACTIONS
Keep working on this Job
application

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

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

Not Approved for Interview (move to
Not Approved for Interview)

Candidate Not Considered (move to
Not Considered)

MOVE DIRECTLY TO.

Drait

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.

Search: Search

o First, check the boxes
next to the names; then
roll over the ‘Actions’
L button and click on
KmEme R EEEEEA a1 5ve in Workflow” link.

November 11, 2014 a1 10:19 AN EDept

By app dale

@ Saved Search: "By app date" |2 I

!
p/Dept

Em

Export results

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

Select a workflow state ..

button. [gelect a workflow state... \

wandidate Did Not Meet Min Quals
Recommended for Interview Faculty/Unclassified

AppiTcant urrent state Not Approved for Interview
Not Considered

test test Under Review by School/College/De Move to Draft E
Move to Under Review by HR

user17 user1? Under Review by School/College/De Move to Approved for Interview E

Move to Recommended for Hire (Faculty/Unclassified)
Move to Withdrew- Declined Testing
Save changes [k Cancel 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
Maove 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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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.

L (D hitps.//rions traning peopleadmincom s £ - @ & X

[ File Edit View Fawontes Tooks Help

y (2D bt/ faright-taining peopleadmincomt O ~ @ & X
File Edit View Favorites Tools Help
%» E] -2 op - Page~ Solety= Toos~ @~ [ M

LU0 Postings  Applicants

Poutings | _ | Applicant Review | waul00 useri0d | Netes

{23 WSU - HR System = . %

%o v BE] - 2 o v Pagew Satetyw Toohw @~ B M
Current Status: Postod E Son how F ) ook, 10 A 3
Poston Type Unclass_8&_Faculty Created by Meltem Kokaly S P Friviow: (o
Departmaent Academic Affairs-SOM Oramai HR Employment il Py
Click on the name of the
Applicants Fopo o .
applicant.
o Sarved S Search:
Alpha o
© Saved Scarch: "Alpha™ ms F o
Full Hame Date Workfiow State (internal)
ey 100 wr ] Aped 1T 2014 &t 1158 AW Under Revew by Schooi College Dept
7, w7 Aped 1T, 2014 ot 10 08 PM Under Review by SchookColiege Dept
Aprd 17, 2014 ot 1236 P Under Rerverw by SchoolCollege Dept
3, w Aped 17, 2014 ot 1240 P Under Rerveew by School CollegeDept
¥ .. Aped 17, 2014 a8 00 5T PM Under Review by SchoolCollege Dept
Aped 17, 2014 ot 00 51 PM Under Review by SchookCollege Dept
Aprd 172004 st 07 4T PM Under Heview by School College Dept
Aped 17, 2014 ot 0T 51 PM Under Revew by SchoolCollege Dept
" Aprd 17, 2014 &t O7 54 PM Undet Revrw by S<¢hool Coliege Dept
Aped 17, 2014 @t 00.00 PM Under Rervew by SchoolColiege Dept
Apnd 17, 2014 2t 08 40 PM Under Revew by Schoot Coliege Dept
A s Aged 17, 2014 ot 08 30 P Under Reverw by SchootCollegeDiepd

Hiring Proposais | My Profls  Help

Actinnn

Maktam Kokaly, you have O messages  HR Employment (=] & logout

=, Job application:
(Unclass_& Facu|
Current Status: Under R
Application form: Facuty!

status from the list.

Full name: wsu100 user10g
Addross.

Click on ‘Take Action on Job
Application’ button, then select
‘Recommend for Interview’

/ WORMTFLOW ACTIONS

Keep workang on thes Job
apphcation
Candeiate Did Nol Mol Min Quals

{move to Candsdate Ded Not Meet
Min Quals)

Recomemend bor Inforiow (move o
Recommendod fof Interview

222

Usarname. user100

Emal nobedy@wrightedu

Phone (Primary) 999-999-9989
Phone (Secondary)

Position Type. Unclass_8_Faculty
Department Academic Affairs-SOM

uMmmary

History Raports

Fcusty/Unclrssified)

Not Approved fot Interview (move 1o
Not Approved for Intorviow)
Candsdate Not Considered (move lo
Not Consadored)

MOVE DEECTLY 10

Deall

Undar Review by HR
Roconmmindind for Intarnvim
FocustyUnclasstind

Appronid for Indanvdw
Rocommendad lor Hire
(Faculty/Unclassihed)

Canddate Dud Nol Moot M Quals
Not Considorod

Emails

{Omnipotent)

1PN v
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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.

|= W-HRW:MW?:’W*rﬁMM

?e @ [ i8] hitps.//wrigiht-training peopleadmin.com i job_sppications 154923 —
| Fle £dt View Favortes Took Help = =

| Be R O = 2 2 s ; =

x (> Fitmat Addoan Prreate. el et P G 2 Seaim

i Favorites | 45 @) Banner

55 - @ WSU - HR System = Job... % | W WINGS fi* B -0 #m v Pagew Safetyr Took~ @+

Postings | —. | instructor, American Sign Language (Posted) | Applicant Review | Usert Wsul Recommended for Inferview Faculty/Unclassified Search Results: Next

|='- Job application: User1 Wsu1 (Unclass_&_Faculty)
Current Status: Re for Intentew Faculty/Unclassified
Application form: Faculty/Adjunct Application

Full narma: User! Wsul Created by: User! Wsul
Addrass Owner. Affirmative Action

4298 Daldec O

MOVE DIRECTLY TO

Draft

Select ‘Recommend for Hire’'.

© Personal Information  Egit Hired

HNot Hired -

1540082 & Internet | Protected Mode: Off
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() g remigne trasng peopteaamincomn O - B & X | 53 wsu - MR Spatem - _ =
File Edit View Favorites Tooh Help - -
e e B - 2 mp v Pagew Satey~ Tooh- @~ N 8

" Job application: User10 Wsu10 (Unclass_&_Faculty)

Current Status: Recommaonded for Hire (Faculty/Unclassifiod)
Application form: Faculty Adunct Apphcation Vi Peating Appied To

Full nama: Usor10 WeulD Croatod by Useri0 Wsu10 .

Addioss Ownor Originator

" Start Unclass_&_Faculty Hinng §
Dayton , OH -

Usomame wau_user1d

Emad nobody@wright edu
Phone (Prmary) 999-990-9000
Phono (Secondary)

Posibon Typo Unclass_&_Faculty

Click on ‘Start
Unclass_&_Faculty Hiring
© Personalinform{  Proposal’ link.

Summary

Personal Information

Last Mame: Wsul
First Name: Usari
Middle Name:
Present home or campus i
address:

A% v

File Edt View Favortes Tools Help

x| g D] = Fed @ @ a4 Som

i Favortes | s 2| Banner

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

8 WU - HR System = Action Mew = PeopleAdmin - Tockw @@~

P _stings Applicants

Woltom Kokaly, you have 0 messages. |HR Employment (=] &  logout |

Postings Applicant Review | Daniel Shover (Recommegg®d tor Hire (Faculty/Unclassified)) | New Hiting Proposal

T of Pediatrics/Gastroenterclogy

Start Unclass_& Faculty Hinng Propesal | ©F Cancel

Done & Internet | Protected Mode: OF fa ~ H10% -

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. If a higher annual salary or hourly rate is proposed, a justification MUST be entered in the ‘Justification’ field.
Without justification, proposals will be returned back to you. Then, click on ‘Save’ and ‘Next’.
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PRl 3 rtton /o teainins peoplesdmincom £« @ & X | 3 Wsu - 1R System = »

Fite Edit View Favorites Tooh Help

- -

Unciass & _Faculty | . | User10 Wautd

L = Page= Satety= Took = G~

[N
Homae Postings Applicants

Hiring Proposals | My Profile

I Uncisss_&_Faculty Hiring Propessl | Summary

(Unclass_&_Faculty) Edit

Current Status: [haf

Posmon Type Unclass_&_Faculty
Deopartmont Human Services
Apphcant User10 Weu10

Postng Instructord?, Amaerican
Sign Language

Summary Hestory

< Hiring P
Hiring Information
First Name
Last Name
Faculty Rank or Job Title

HR Assigned Classification

M posting multiple levels,
indicate offer level.

", Unclass_&_Faculty Hiring Proposal: User10 Wsu10

Croatod by Meltem Kokaly
Cranor Maltem Kokaly

Click the ‘Edit’ link.

Usert

Wautd
matructord 7, Amancan Sign Language

Instrucion

() WEU - HR Syvtem = . %

file [on View favorites Tools Help

B-8-

11.

1 v Pagew Satety= Tooh= - I M)

Last Hame W1
Faculty m‘ ordob  jnstructor, Amencan Sign Langunge
HR Assigned
Claasific Instrucion
i posting multipls

levels, indicate offer

Organization name Colloge of Education and Human Senvices

Maltem Kokaly you have O messages

HR Employment =] @  logout

12N v

Enter offer level for
faculty postings with
multiple levels.

Enter proposed annual

salary/hourly rate and a
justification.

Affirmative Action No. 1Yo
Position Class LFOO)
FTE 100%
Salary Band
Minimum Annual o
Hourty Rate Negotable
Proposed Annual or 47
Hourty Rate No Componsation soikd be dscus
Justification for e
L Annual or
Hourly Rate
Length of Appointment  Specal contiact and rentwabie

Enter additional comments, if any, in the ‘Comments’ field.
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Page = Satety= Took = @@= ] H]
NOAFOSN Number

NBAPOSN Number
Hotes
Minimum Qualifications

Freterred Guatifications

Eanential Functions and
percent of ime

Comments/Conaitions

PeopleAdmin Berner Talent Better Future

Copryraght 2014 A% Fughis Heserved

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

Lt refresh 1RG0 00 48 PR

Enter additional
comments here, if any.

[ =]

WSLU - HR System = Action Edit = Pe un - Internet
- Iﬂ_ hatps://wiight-training.peopleadmin.com/hr/actions/d/ edit

File Edt View Favorites Took Help

&
x| bing O] e
o Favorites | 4 @ Banner
48 WSU - HR System 3 Action Edit = PeopleAdmin

[

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

~ & [ 4] x |[B cooge P~

@ A Ssignin

5 mm v Pagew Sefetyw Teok~ v

Actions | _. | Unclass_&_Faculty Hinng Proposal I Edit
Editing Hiring Proposal Hiring Proposal
Hiring Proposal

¥ Check spelling [+]
Hiring Proposal Summary
Hinng Information
First Name
Last Name
Faculty Rank or Job
Title
HR Assigned
Classification
If posting multiple
levels, indicate offer
level.
Organization name
Affirmative Action No.

Pacitinn Claee

User1

Wsul

Instructor, Amarican Sign Language

Instructor

LE. Assistant or Associale Professor
College of Education and Human Senices

1TY039

1FAOY

@ Internet | Protected Mode: OFf

4 v W10% ~
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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.

il (5 it pwnghe-traeng propleademincom s S0+ B G X | (3 WiU - HR System = _ x
File Edt View Favoriter Tool Help

%o v B v 4 o ov Pagew Satetyw Teoks @ N N

D | PeopleAdmin
APPLUICANT TRACKING ¥

Postings Applicants Hiring Proposals | MyProfle: Help
Maltern Kokaly, you hve | message  HR Employment 7] € logout

Unclass 8 Faculty /| _ | User! Weul for Hire | I Unclass_8_Facuity Hiring Proposal | Summary Search Reauits: Previous | Next

= Unclass_&_Faculty Hiri .
(Unclass_& Faculty) = Roll over ‘Take Action on

Sis = W Job Application’.

Poston Type Unclass_&_Faculty
Dopartmant. Human Services
Appicant. User! Weut

Postng. Instructor, American Sign
Language

w Hestor
© Hiring Proposal gan Then, click on ‘HR
Hiring Information Employment’ Iink.

14. Staff positions:
a. Ifahigher salary or hourly rate is being proposed, HR Employment will send the Hiring Proposal to
‘HR Compensation’ for further approval.

b. If HR Compensation approves the proposed salary or hourly rate, the Hiring Proposal will be sent
back to Originator with a ‘Make Verbal Offer’ notification.

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

Faculty positions:
d. All faculty positions are submitted to Associate Provost for approval.
e. After Associate Provost approval, the Hiring Proposal will be sent back to Originator with a ‘Make
Verbal Offer’ notification.

15. Step 5: Once the ‘Make a Verbal Offer’ notification is received, an offer can be made contingent on
background check and education verification. If the offer is accepted, go to posting and click on the ‘Hiring
Proposal’ tab. Then, click on the applicant’s name.

PeopleAdmin: Search Process, February 2019 Page 13



B Google £ -

- G| x

File Edit View Favorites Tools Help

o~ = > o = = = o
-7 M=h s el Hetmat Aot o N e ]| e || s DS
< Favorites | 75 2| Banner
|@WSU*HRSystem:"Pnstmgshow::PeupleAdm’m ‘ | b g ~ [ @eh v Pagev Safety~ Tools~ @+

Postings | Unclass_8_Faculty [ Instructor40, American Sign Language (Posted) / Summary

T

Posting: Instructor40, American Sign Language
(Unclass_&_Faculty) Edit

Current Status: Posted % See how Posting looks ta Applicant

Position Type: Unclass_&_ Faculty Created by: Meltem Kokaly & Print Preview (Applicant View)
Department: Human Services Owner HR Employment B Pt Dreview
Summary Histary Settings Applicants Reports Hiring Proposals
Click on ‘Hiring Proposal’
Please review the details of the posting carefully before continuing. ta b
To take the action, select the appropriate Workflow Action on the left menu_ You may add a Co i . When

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 ti any
changes, click Cancel button.

& Posting Details Edit

POSITION INFORMATION

@ Intemet | Protected Mode: OFf fa o~ ®i0% ~

9:11 PM

L P

“ 8 [ [ oo

File Edit WView Favorites Tools Help

D S & @ = J
x | bing D vt == Praie | Messerger || B page u;-%u- LR
¢ Favorites | 53 ) Banner

8 WSU - HR System : Hiring Proposal Index = Pecpl... ’-i * B = [0 mm v Pagev Sefety~ Took~ i~ b
SUmTEY TGy T SegE | ApRicaNE | Reps | Wining Proposals P

Unclass_&_Faculty Hiring Proposals

Click on the last name of
the applicant. lemechi,|  More seasch optics

Open Saved Search v Searc

Hiring Proposal Default

und) @ Actions |

Faculty Rank or Job Title PAR Proposal Workfiow State

Instruciordd, American Sign Language Make Verbal Offer

& Internet | Protected Mode Off v Hin -

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 process.
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i Fevortes | o | Banner
8 WSU - HR System = Action Show = PeopleAdmin

PeopleAdmin

APPLICANT TRACKING ¥

Roll over the ‘Take
Action on Job
Application’ button.

. you have 0 poul
Unclass_& Facubty | . | Userd Wsol Tor Hire (F I Uhcmss—n Search Results: Previous
r‘ Unclass_&_Faculty Hiring Proposal: User8 Wsu8

' (Unclass_&_Faculty) Edit WORKFLOW ACTIONS

Current Status: Make Verbal Offer . - =
- Then, click ‘Send to HR
Position Type: Unclass_& Faculty Cre: R Employment for
Department: Human Services ol Em ployment for ck
Applicant: Userf Wsull )
l:,nsung Instructord0, American Backgrou nd Check ||n k.
Sign Language
Summary History Sattings
© Hiring Proposal Ediy 1
oxliwiigh / @ Intemet | Protected Mode: Off e RI% -

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

Fie Edt Veew Ffavortes Tools Help
Y ov B - 2 om v Pagew satetyr Toohv @~ N N
Current Status: Postod

Postion Typo Unclass_&_Faculty Croated by Maltem Kokaly
Departmont Academic Affairs-SOM Ot MR Employment

Click on Applicants tab. Then, click on the
applicant and select the appropriate

status. You can also change multiple
Agha o applicants’ statuses at one time by
S R L following the steps on page 7, item #2.

Full Hame Workflow State (Internal)

Under Revwerw ty SchoolCol

Aped 1T, 2014 at 10.08 PM

Under Review by SchoolColy

Aprd 17, 2014 a8 12 38 PR Under Revew by School Colege Dept
Aprd 17, 2014 a2 12 46 P Under Review by School Colege Degt Actorne
Aped 17, 2014 a8 03 5T PI Under Rerview by SchoolColege Dest
Aprd 17, 2014 a1 0951 P Under Heview by School Colege Degt Actorme
Aped 1T, 2014 st O7 47 Pri Under Review by School Colege Dept
Aprd 17, 2014 8¢ 07 51 PM Usndder Revsew by School Colege Dept Acsom'e
4 Aped 17, 2014 a2 OT 54 PM Under Review ty School College Degd

T —— Apod 17, 2014 at 00.00 PM Under Review by School Colege Degt Acternn
Aped 1T, 2014 at 08 40 PM Under Revirw by School Cotege Dept

), s Aped 17, 2014 5 00,30 PM Under Review by School Colege Dept Actome A

1NN v
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Hiring Proposal Workflow

ORIGINATOR

HR EMPLOYMENT

A

STAFF POSITIONS STAFF POSITIONS FACULTY POSITIONS
If posted salary is being offered- If above the posted salary ASSOCIATE PROVOST
Originator being proposed:
MAKE VERBAL OFFER HR COMPENSATION
Begin background check: Originator:
HR EMPLOYMENT 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

e L. 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

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.

When Position is Filled Sincerely,

Human Resources

Wright State University

3640 Colonel Glenn Hwy.
Dayton, OH 45435

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

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.
When a position is

canceled 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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