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INTRODUCTION
The Human Resources department has implemented this system in order to automate many of the
tasks of the employment application process.

You will use this system to complete four main tasks:
1) Review Requisitions
2) Search and Review Applicants
3) Communicate electronically with HR Administrators, Hiring Managers, Applicants, and
others involved in your hiring process

Your Web Browser

PeopleAdmin SelectSuite® supports the following browsers:
Chrome (self-updating)

Firefox versions currently supported by the vendor

Internet Explorer version 9 and later
Safari versions currently supported by the vendor

When an issue arises with a supported browser version, PeopleAdmin will consider fixing it in
an upcoming release. Issues related to browser versions that are no longer supported will not be
addressed.

The site also requires you to have Adobe Acrobat Reader installed. This is a free download
available at www.Adobe.com.

Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log you
out after 60 minutes if it detects no activity. However, anytime you leave your computer we
strongly recommend that you save any work in progress and log out of the system by clicking on
the logout link located on the bottom left side of your screen.
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GETTING STARTED

After entering the URL, https://jcu.peopleadmin.com/hr/, the “login screen” for the system will
appear and should be similar to the following screen:

Username |

Password

First time here? Request an account
Forgot your password? Request a password reset

USERNAME = campus network username
Password = campus network password

The Welcome Screen appears after you log in, and should appear similar to the following screen:

Watch List APPLICANT TRACKING ¥

Postings  Applicants Hiring Proposals Onboarding Events .| WM—W\

System Account, you have 0 messages. logoul

Welcome to your Online Recruitment System

Shortcuts

£, Inbox (0 items need your attention)

Displaying items for group "Omnipotent”

uled Report Output
Postings (0) Users (0 Hiring Proposals (0)  Position Requests (0)  Special Handling Lists (0

Job Title Type Current State Owner
My Links
Useful Links

Your Applicant Portal
(How Applicants access your PeopleAdmin system)

This page is designed to help you keep track of the actions required by you or your department.

Items in your inbox require your attention. Items on your watchlist are things you have
designated you’d like to keep an eye on as they move through the approval process.
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Postings/Requisitions

You may create a requisition/posting using the system. You will be able to create a posting from
scratch (blank form) or from a previous posting.

To create a new posting, click on Postings from the top menu and then click on the Create New
Posting button.
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Entering Posting Information

You will then be prompted to create your posting from a position type (scratch) or from a
previous posting.
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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 Posting from a Positicn Type is almost completely blank.

Create from Posting

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

You will then come to the Postings Setting page where you will give the title of the posting and
determine the division and department of the posting.

When you have completed filling out that information, click on the Orange Create New Posting
button.

You will then come to the Posting Details page, the first page of the Posting. Fill out the fields
on the form.
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Job Summary
Essential Functions.
Required Qualifications.

Preterred Qualifications

Fields with an Asterisk (*) are required, so if you do not include information in the field,
an error message will appear and you will be required to complete it.

TIP: Certain fields you enter on this screen will appear on the applicant site exactly as you enter
it on this screen, so please proofread carefully.

Adding Screening Questions

Posting Specific (screening) Questions are individual questions that can be used to
qualify/disqualify candidates, or rank applicants based upon a score. You may create those
questions in this section.

Editing Posting Supplemental Questions [Save] [<sPrev]
© Position Details Adding New Posting Questions: Click on the button labeled "Add a Question". A pop up section will appear where you can add an existing question or create a new one
@ Budget Information Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter using the key word search or filter by
- question category
Supplemental Questiocns

Documents Needed to Apply aseségo:;c;néi:;’tgfqua\\fy\ng Responses: Click on the question that has been added and a dropdown menu will appear where points and disqualifying responses can be associated to

Guest User
Posting Question Options: Once questions have been added fo the posting, you will see a column of checkboxes to the left of each question; checking these boxes will make a question
Internal Posting Docum.. required

Search Committee Members Questi

Evaluative Criteria

@ ¢ 00 ¢

Position Required Category Question Status

[save | [<<Prev ]

Summary
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If you are not adding any Screening Questions, click the Next button.

To add a Screening Question to this Requisition, click on the Add a Question button, which
returns the following page:

Available Supplemental Questions

Category: Keyword: |

Add Category

[ Experience
[] Experience
[ Experience
[ Experience
[ Experience
[ Uncategorized

[ Experience

[ Experience
[| Experience

[| Experience
[ Uncategorized
[ Experience
[ Uncategorized
[ Uncategorized

[ Experience

Question

Please describe any previous experience you have working in a customer service enviornment
How many staff/interns/students have you supervised in past positions you have held?

Do you have experience working in residence life or student judicial affairs?

What have you done to improve your audit knowledge in the past year?

Provide examples of how you handled difficult situations with those you have worked with.
Please describe the attributes that will make you a strong candidate for this position

Please describe in brief your prior experiences in Web application development, identifying the

tocls with which you are familiar and the specific technical environments in which you've done
development work.

Please describe in detail how your background and experience would be applicable for this
position in a College/University setting

If you have not had higher ed experience, please explain your interest in working in this
environment.

Briefly list your area(s) of research or teaching expertise.

Are you eligible for Work Study?

Have you ever worked on Campus before?

Are you available to work during the Summer?

Tell us how you maintain constant performance while under time and work load pressures.

Do you have expenence in working with detailed budgets?

Displaying 16 - 30 of 33 in total
«— Previous | Next —

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

Submit Cancel
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The first step is to search existing questions. You can enter a keyword to search the question text
(or leave the field blank). The system will return a list of all questions that have been entered
previously by Human Resources or Hiring Managers for other Requisitions. Select one of the
questions from the list if it is appropriate for this Requisition.

If you do not find an applicable sample question from the list, you may create a question from
scratch by clicking on the Add a Question link at the bottom of the Search Results screen.

Questions defined here will be "pending” approval and will not be available for use in other areas of the
system until they have been approved.

Name |

status
Category Please select a category v
Question

Possible Answers

* Open Ended Answers

Predefined Answers

Submit Cancel

Step 1: Please enter question name, status, category and question text Enter the text of the
question you wish to ask all candidates who will apply to this Posting. (Only HR will be able to
change the status of question, all other user groups will have their question at a “Pending” status
awaiting HR’s approval.

Step 2: Please select answer type: select either Open Ended or Predefined Answers — described
in the following sections.
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Step 3: Enter answer choices or select answer format based upon your selection in step 2.
Adding Closed Ended Questions

Closed Ended questions require a multiple-choice answer. For example:

Do you have experience working in an office environment?
Possible Responses: Yes or No

Do you have experience working in an office environment?

Name

Status active

Category Experience -

Question Do you have experience working in an office environment?

Possible Answers

Open Ended Answers

© Predefined Answers

Empty answers will be excluded.
Click and drag possible answers to reorder them.

Possible Answer 1:Yes x
Possible Answer 2:No| x
Pracihla Ancwar - -

After selecting the “Closed Ended” radio button, enter the answer choices that candidates can
choose from in the boxes labeled “Possible Responses”. In this case, you would enter:

1. Yes
2. No
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Adding Open Ended Questions

Open Ended questions do NOT require a multiple-choice answer. For example:

Describe any work experience relevant to this position.

Add a Question

Questions defined here will be "pending" approval and will not be available for use in other areas of the
system until they have been approved.

Name Describe any work experience relevant to this position.
Status active ~

Category Experience -

Question Describe any work experience relevant to this position.

Possible Answers

@ Open Ended Answers

© Predefined Answers

The next step is to click on the Submit button at the bottom of the screen. This attaches the

question to the Requisition, and every applicant who applies to this Requisition will be asked this
question.
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After you click Submit Question, you should see a screen similar to the following. This screen

summarizes the question(s) you have entered. As you enter additional questions, they will be
added to this summary screen.

Supplemental Questions Save | | <<Prev

Adding New Posting Questions: Click on the butten labeled "Add a Question". A pop up section will appear where you can add an existing question or create a new one.

Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter using the key word search
or filter by question category.

Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown menu will appear where points and disqualifying respenses can be
associated to the posting question

Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each question; checking these boxes will
make a question required

Included Supplemental Questions
Position Required Category Question Status
1 [ Uncategorized How did you hear about this employment opportunity? active 'x)

Save <= Prev

From this screen you may continue to add more questions by clicking the Add a Question
button. You may also delete a question you have entered by clicking the x next to the relevant
question.

You also have the ability to Require an applicant to provide an answer to the question you
added. The applicant will not be allowed to proceed without answering a question with the
“Required” status. To require the question, check the required box.

If you wish to make a question a disqualifying question or to assign points to responses, click on
the question link.

Included Supplemental Questions
Position Required Category Question Status
1 ] Uncategorized How did you hear about this employment opportunity? acfive (x]

Possible Answers: Predefined Options

Answer Points Disqualifying
1. Public Job Posting
2. Internal Job Posting
3. Agency Referral
4. Advertisement/Publication
5. Personal Referral
6. Website
7. Other

oOooooooO

When you click on the question, you will see the screen above where you can mark a selection
disqualifying by checking the box or you can assign points to a particular response. This is often
done to help find the most qualified candidates quickly. You do NOT have to use this
functionality to use supplemental questions.
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When you have finished adding screening questions for this Requisition, click the Next button.

Documents Needed to Apply

On this screen, you will designate the documents that will be necessary for applicants to apply to
this posting. You can make this determination on a posting by posting basis. If a document is
optional, select the Optional radio button, if it is required, select the Required radio button.

Documents Needed to Apply [(save | [P | B2

Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used" cannot be attached to this item.

Order Name Not Used Optional Required
1 Resume @
2 Cover Letter C)
3 Transcripts C)
4 Letter Of Recommendation 1 )
5 Curriculum Vitae C)

" Save ‘ or Cancel

Posting Documents

On this screen, you may add documents that you wish to internally add to the posting. To attach
a document, click on the blue action button next to the document name. From there you will be
able to browse and attach the document to the posting.
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Search Committee Members

This is where we can list any Search Committee Members who may need to be assigned to this
posting. You simply type in the name of the user you wish to add as a search committee member
and then click on Add Member. If you wish to make them the Committee Chair, check the Make
Member The Committee Chair box.

Search Commitee Members Save | | <<Prev

Search Committee Members

No Search Committee Members have been assigned to this Posting yet.

Search
Find a User to assign as a Search Committee Member.

Name Email Address Add Member
Sample User test@z com Add Member [} Make Member The Committee Chair

First Name Sample|
Last Name

Email Address

Activating Guest Users

Guest Users are only able to view the applicants to the Requisition(s) to which they are assigned,
and are not permitted to take action on any of the applicants. Also, Guest Users are only able to
view the Requisition(s) to which they are assigned. When the Requisition is filled, the guest user
name and password are automatically deactivated. This feature can be used for individuals who
are not users in the PeopleAdmin system.

Guest User Save << Prev

Click on the Create Guest User Account button. The system will automatically generate a Guest Usemname. You may update the password if needed

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be
on a separate line. Once you have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users.

When finished or to skip this section, click the Next button.

Want to give guests access to view this posting?

Create Guest User Account

Save << Prev

Click on the Create Guest User, the system will generate a Username and the password will also
auto generate. If you want to change the password, update the password and then click on Update
Password. You can enter the email addresses of anyone you want to send the guest user
credentials to and when finished, you would click on the Update Guest User Receipient List.
When done on the Guest User page, click on the orange Next button.
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Guest User [Tsave | [[<<prev |

Click on the Create Guest User Account button. The system will automatically generate a Guest Username. You may update the password if needed

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be
on a separate line. Once you have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users.

When finished or to skip this section, click the Next button.
Guest User Credentials

Guest users may view this posting by using these credentials.

Username
gu0200

Password -
941931 Updale Password |

Email Addresses of Guest User Recipients

Email addresses (one per line)

Update Guest User Recipient List

The system will then bring you to a summary page where you can review the posting and and
move to the next level approver.

System Generated, you have 0 messages. = Human Resources E ¢ logout
Current Postings / Staff / Chief, University Police (Posted) / Summary Search Results: Previous | Next
= Current Posting: Chief, University Police (Staff) Edit Take Action On Current Posting v
Current Status: Posted WORKFLOW ACTIONS
: plicant
Position Type: Staff Created by: Kari-Kay Cassady gz:ﬁn‘go’ king on this Current

Department: University Police Owner: Human Resources
Closed/Removed from Web (move
to Closed/Removed from Web)

Reposted (move to Re-posted)

Extended Posting (move to
Summary History Settings Applicants Reports Hiring Proposals Re-Published)
Canceled (move to Canceled)
Filled (move to Filled)
Search Protocol MOVE DIRECTLY TO.
Draft
Please review the details of the posting carefully before continuing. Under Review by Supervisor

Under R by Dean/Directt
To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting" button. You may a e Y S EED 0

R P
add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit butt 3::: RZ\::x Ei Czswme b
i

The system will generate an email to the next approver and this posting will appear in their inbox
for their approval. The posting will continue through the approval process until Human
Resources will post the position.
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SEARCHING POSTINGS

To search for postings in the system, you will go to the Posting label on the top menu. The
system will return your default posting search resutls. You can customize your search results
baesd on how you wish to view the posting data. There is a key word search where you can type
in a word and search for the posting. Our most common fields are indexed to return in a keyword
search. The Add Column feature allows you to add additional fields to your search results.

Staff System Generated, you have 0 me:
Faculty
) t
ostings
- Search: Search Hide search options
Add Column: | Add Column =]

Under Review by Human Resources
Workflow State: Approve for Later Posting

Approve for Internal

Posted

AMSTI

Academic Affairs
Academic Rescurce Center
Academic Success Center

Department:

To search for items on a page

1. The text search box allows you to search for specific words or names.

2. Select More search options to expand the search tools area.

3. Use the searching and filtering tools to narrow down the results that the system presents:
= You can add columns if the information you need is not included on the page.
= Use advanced filters (if any are available) to narrow down the results.

4. Use the column controls to organize and sort the search results:
= Move a column to the left or to the right using its left and right controls.

= Delete a column using its delete control if you do not want to display it. If you
need to add it back later, use the add columns control to do so.
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= Order the search results by sorting a column in ascending or descending order
using its up and down controls.

You can use all these tools in any order.

Search tips

Text search is not case sensitive.

Searches normally return items that contain all your search terms. For example, if you
enter facilities manager, the search returns items that contain both these words.

To exclude search results, use the - character. For example, to search for postings that
contain the word "director" but not "athletic”, enter director !athletic or director -
athletic, placing a space before the ! or - character.

To search for a phrase that contains a dash or a space, enclose the entire phrase in
quotation marks: "director - athletic™.

You can't do a search that only specifies what not to return, such as !coordinator.

You can't do a search for a word or phrase that was selected from a drop-down list, such
as the name of a state, but you can use filtering to find the information. The procedure
below for viewing applicants who reside in a specific state gives an example of how to do
this.

Example: To search for a specific applicant

Applicant is a customizable term. Common synonyms: candidate or job seeker.

1.

In the APPLICANT TRACKING module, select Applicant Search from the Applicants
menu.

Select More search options to expand the search tools area.

Use the searching and filtering tools to narrow down the results that the system presents:
= You can add columns if the information you need is not included on the page.
= You can select workflow states of interest.

If your organization uses position types, the list of workflow states includes states for

each position type, so there may be more than one state with the same name. Your
searches may be more effective if you select all instances of the desired workflow state.
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Use the column controls as you would in any other search.

When you search for applicants by name, your search results include all applicants who included
the name anywhere in their applications. Sorting the results by applicant name can help you find
the person you are searching for.

Example: To view applicants who reside in a specific state

1.

In the APPLICANT TRACKING module, locate and select the desired posting.
Posting is a customizable term. Common synonyms: announcement, requisition,
workforce request, or open position.

Follow the Applicants link to present a list of people who have applied to this posting.

Select More search options to open the advanced searching controls.

From the Add column menu, select (Applicant Detail Parent) Lookup State. This adds
a column to the table of applicants, showing the state listed in each person's address.

Use the ascending or descending order sorting control associated with the new Lookup
State column to group applicants by state.

To export search results

1.

2.

Set up the search or open a saved search.

From the Actions menu, select Export Results. The search results are saved in .xls
format. Depending on your browser, the file may automatically download to your
computer's download folder, or you may be prompted to choose whether you want to
open or save the file.

To save a search

When you save a search, you have the option to set it as your default search. This is your only
opportunity to set it as the default search.

People with administrative access can share saved searches by tagging them as global or group
saved searches. Non-administrative users can only save personal searches.

1.

After you have used the search and filtering controls to present the search results the way
you want to see them, select Save this search. The Saved Search area expands.

Give the search a name that will help you remember its purpose.

Select one of these:
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= Personal Saved Search — Only you will have access to this search.

= Group Saved Search — The search will be available to all users within the groups
that you specify. Select at least one group from the list that appears when you
select the Group Saved Search option. To select more than one group, hold down
the Ctrl key while you select the groups.

= Global Saved Search — The search will be available to all users within your
organization.

4. If this search presents the information you will normally want to see when you navigate
to this page, you may want to select Make this the default search.

5. Select Save this search. The search tab refreshes to present the name you have given the
search. This tab remains available for the rest of your session. The next time you log in,
the search is available from the list of saved searches in that area.

You can delete your personal saved searches when they are no longer useful to you.

To run a saved search
1. Access the list of items you need to search.

2. From the Open Saved Search menu, select the search you want to run. A new tab
presents the search results.

To delete a saved search
1. Access the list of items you need to search.

2. From the Open Saved Search menu, select the search you want to run. A new tab
presents the search results.

3. Select the Delete (X) control placed just after the name of the search and the number of
search results returned. A message asks you to confirm that you wish to delete the saved
search.

Reviewing Applicants

First you will want to apply to the posting you have created.

Using this URL - https://jcu.peopleadmin.com/ you can apply to the jobs you posted.

This is where | recommend testing the VITAE log-in and understanding how that works for your
faculty applicants specifically.

Once you have applied to the postings, you are ready to review the applicants via the applicant
tracking module.
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APPLICANT TRACKING: Postings — Select Main from the Posting menu. Locate the posting
that you wish to review applicants on and open it to the Applicants tab.

Postings / Main / English Adjunct Instructor (Posted) / Applicant Review

Posting: English Adjunct Instructor (Main) Edit

Current Status: Posted

Created by: Sample User
Owner: Human Resources

Position Type: Main

Department: Liberal Arts & University
Transfer

Settings Applicants Eligibility List Reports

{t

Summary History

Open Saved Search v Search:

To see who has applied to a posting

1.

Locate and open the posting.

Hiring Proposals

Search More search options

2. Open the Applicants tab to open the list of applicants.

To view an application

1.

In the search area of the posting's applicants list, add the "Document Conversion Status"
column to this search view to see whether any applicants have submitted documents that

did not convert properly to PDF.

If an applicant uploads a document that fails to convert to PDF, the application will need
to be reactivated so the applicant can provide a new document. See Helping Users and

Applicants in the Online Help for instructions.

The supplemental questions section indicates whether the applicant passed the qualification
group questions, if there were any on the posting.

The certification section of the application shows whether the application was submitted by the
applicant or by an HR user on behalf of the applicant.

To view an applicant's documents one at a time
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1. Locate the applicant of interest from the complete list of applicants on the posting or
from a supplemental question statistical detail.

2. Select the document of interest.

To view one applicant's application materials together

1. If the list of applicants does not include the Combined Documents column, select More
Search Options and add it from the Add Column list. The list of applicants refreshes.

2. For the applicant of interest, select Generate or View in the Combined Document
column, depending on which is available. Generate creates an up-to-date PDF. View
presents the PDF of the applicant's most recent application materials in a new tab of your
browser.

To view a collection of applicant documents

You can review more than one applicant document at a time. You may choose to view all the
documents for an applicant, specific applicant documents for each of a group of applicants, or all
applicant documents for a group of applicants.

1. On the posting's Applicants tab, check the boxes to select the applicant or applicants of
interest.

2. Do one of these things:
= See the selected applicants' materials together: From the Actions menu, select
Download Applications as PDF. In the dialog box, select the types of documents

you want to view, then select Submit.

= See the selected applicants' materials separately: From the Actions menu, select
Create Document PDF per Applicant.

The system creates a PDF containing all the documents that you request.

Changing the Status of Applicants

While reviewing an application, you can change the status of applicants as you review their
credentials, interview them, and make a final decision. To change the status of one applicant,
click the “Take Action on Job Application” button.
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Postings / ... | English Adjunct Instructor (Posted) / Applicant Review | Thomas Thumbson Under Review by HR

‘i | Job application: Thomas Thumbson (Main)
Current Status: Under Review by HR WORKFLOW ACTIONS
Application form: Application Keep working on this Job application

Do Not Select (move to Not Hired)

Select for Further Review (move to

Full name: Thomas Thumbson Created by: Thomas Thumbson Under Review by Gommittee)
Address: Owner: Human Resources
123 WestRd MOVE DIRECTLY TO...

) Draft
Paris, CT Under Review by Committee
Username: TomThumb Interview
Email: tt2@aol.com Recommend for Hire/Unit VP
Phone (Primary) Finalist
Phone (Secondary): Hired
Position Type: Main Not Hired
Department: Liberal Arts & University Interviewed, Not Hired
Transfer Recommended, Not Hired

System Det Does Not Meet Minimum

Summary Recommendations (0 of 0) History Qualifications

Withdrawn
Special Handling List

& Personal Information  Edit

Centact Information

Changing the Status of Multiple Applicants

To move a group of applicants to a new workflow state

1.

From the list of all applicants on the posting, check the boxes associated with the
applicants of interest.

From the Actions menu, select Move in Workflow. The Editing Workflow States page
opens.

Do one of these things:

= Use the Change for all applicants box to select the workflow state for all the
applicants you selected, or

= For each applicant listed on this page, select the new workflow state.
If required, select the reason that best explains why you are moving the applicants in the
workflow. You can select a reason for each applicant even if you moved all of them in

the workflow together.

When you have moved all applicants to the appropriate workflow states, select Save
Changes to update them.
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;i | Editing: Workflow States for 1 Applicant

Change for all applicants  Select a workflow state... -

Applicant Current State New State Reason

Thomas Thumbson Under Review by HR Select a workflow state... v

Hiring Proposals

When an applicant has gone through the evaluation process and becomes the finanlist/selected
candidate, a link to begin the hiring proposal will appear. The Department Head will be able to
begin the hiring proposal by selecting the Start Hiring Proposal link.

I Applicant Review | Thomas Thumbson Finalist

Thumbson (Main) Take Action On Job Application »

Created by: Thomas Thumbson
COwmer: Dean/Department Head

To approve a hiring proposal or move it in the workflow

1. From the Hiring Proposals menu, select the appropriate position type.
Postings Pools Applicants Hiring Proposals
Staff
Faculty

Student

2. Locate and open the hiring proposal for the applicant of interest.

3. Open the Take Action on Hiring Proposal menu and move it to the appropriate
workflow state. A confirmation box opens.

4. If required, provide an explanation for moving the applicant to this workflow state.

5. Select Submit to move the hiring proposal to the selected workflow state.
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To print a hiring proposal
1. Locate the hiring proposal and open it for viewing.
2. Select Print Preview. The system presents a printable view.
3. Use your browser's Print feature to print the document.

4. Use your browser's Back button to return to the main view of the hiring proposal.

When the hiring proposal is finalized, the applicant will be moved to Hired.

At this point, you will want to go to the Posting and move it to filled. This will complete the
close out process of your posting in PeopleAdmin.
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