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Managing Applicants

To begin, log in to the jobs site at https://jobs.nccu.edu/hr to view your Home page with your
Inbox and Watch List.

[ | MyProfie  Hep

Tammy Jones. you have 3 messages.  Employee (=] € logout

Welcome to your Online Recruitment System

£ Inbox (0 items need your attention) Shartcuts
Displaying items for group "Empioyee”.
My Links
Useful Links

Your Applicant Porta
(How Applicants access your PeopleAdmin system)
£} watch List (0 items)

Hover over Postings to select posting type to view either SPA, EPA or Graduate
Assistants/Temporary.

T You are now viewing the system as a member of the HR Admin group

L) Postings  Applicants  Hiring Proposals ~ Onboarding Events | MyProfle  Help

i Tammy Jones, you ieve 3messages.  HR Admin|»| ¢ logout
EPA

Graduate Assistants Temparary

Welcome to your Online Recruitment System

Shortcuts
& Inbox  tems need your atintion)

View Failed Document Canversions Report
Dispaing tams for group "HR, Admi”. Crealt New SPA Posir

Create Ne
Pstings (0) Users(8)  Hiing Proposals (0)  Posdion Requesis ()  Special Handing Lists (0) Craate New Gra

My Regors

ats P:sse'enls-'[en:mar; Pasing
Job Title Type Current State Owner

My Links
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https://jobs.nccu.edu/hr

The postings assigned to you will be listed. This view can be customized according to your
preferences. Hover over  #ctionss {0 view the posting and the applicants.

D | PeopleAdmin
LICANT TRACKING

Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

‘Tammy Jones, you have 3 messages.  HR Admin (x| € logout

Postings / SPA
SPA Postings Create New Post ng
Open Saved Search v Search: | Search | More search opons:
Postings o
@ Saved Search "Postings” (77 [ Actions
«— Pre 2 Next —
T Working Title Posting Number Department Active Applications Workllow State Last Updated (Actions)
E]  SPACAW Fosting - Pasted SPADIODIR Department % ClosetiRemaved flom Web ‘Seplember 30, 2014 2l 01:00 AM Actonsy
E]  SPACAW Posting - Intemal SPADIONZP Degartment T Fosted ‘Seplemiier 24 2014 al 03.06 AM e
B SPACFW Posting - R SPADIODIP Department 7 Closed/Remaved from Web November 21, 2014 a 0246 PM View Posting
View Appiicants
E]  SPACAW Posting - Closed SPADIONP Department 7 ClosetiRemaved flom Web Navember 21, 2014 o 12:45 PM e
= TRAGHNS
E]  SPACFW Posting - Filed SPADIOISP Degarment 8 ClosetiRemaved fom Web Navember 21, 2014 &t 0245 PM .
a
E]  SPACAW Posting - Canceled SPANIOIGP Degartment 5 Fosted ‘Seglemuer 24 2014 2t 0309 AM —————ore
B st SPADIOITR Degartment 2 ClosediRemaved fom Web Ociober 01, 2014 at 11:20 AM
O posmgizz SPADIOER Degartment 1 ClosetiRemaved flom Web October 01, 2014 at 11:20 AM
B sPaviorkiow Test 1 SPADIONSP Degartment 2 Fosted October 20, 2014 at 13:40 AM
L SPAViorkiow Test 1 SPADIIOR Department [} Appeover ‘Seplember 24, 2014 af 0700 AM
] sPAworfiowtest 2 SPAIOTIP Degartment ] Reposted ‘Seplemter 24, 2014 al 0750 AM
O testPostng Degarment [ Drat ‘Seglemter 24, 2014 3l 1023 AM

Select View Applicants to be taken directly to the Applicants tab.

D | PeopleAdmin
CEEIED | AerPucanT TRACKING

Postings  Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

Tammy Jones. you have Imessages.  HR Admin |»| € logout

Postings / SPA [ SPA CFW Posting - Posted (Clesed/Removed from Web) | Applicant Review

= Posting: SPA CFW Posting - Posted (SPA) Edit

Current Status: Closzd/Removed from Web

Pasition Type: SPA Cresied by: System Account
Depariment Department Oamer: HR Employment & Print Preview
£ Print Preview 1
Summary | History | Sefings  Applicants  Reports | Hiing Proposals
Open Saved Seach v Search: Search |  More search ogiions
SPA Job Applications Q
& Saved Search "SPA Job Applications” (15 |1 Actions
[ FirstName Last Name. Posting Number Workfiow State (Intemal) Workflow State (External) Last Updated {Actions)
O spa Usert SPADDIDIP Under Review By Depariment - Most Quaiied in Progress Sepiember 24, 2014 af 04:45 AM Adions
O spa User? SPADDIDIP Hired Hired Septembar 24, 2014 2 0533 AM Ahonss
B s Userd SPADDODTP Recommen for Hire In Prograss September 24, 2014 &t 0537 AM Acionsy
O spa Usert SPADDODTP Recommend for Hire In Progress Seplember 24, 2014 a 05:40 AM Achansy
O spa Users SPADDIDIP Recommend for Hire in Progress Sepiember 24, 2014 af 0544 AM Adions
O spa Usert SPADDIDIP Recommen for Hire In Progress Septembar 24, 2014 & 0547 AM Ahonss
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At this screen, click on the Actions link to be able to view the application for each individual
applicant.

SPA Job Applications

U Saved Search: "SPA Job Applications” 0 Actions
First Name: Last Name Posting Number Workflow Statz (Intemal) Workflow State (Extemnal) Last Updated (Actions)
S| Usert SPADDODIP Under Review By Depariment - Most Qualfied In Progress September 24 2014 at 04:45 AM Arfionsy
SPA User2 SPADIODP Hired Hired Sepiember 24, 2014 2l 1533 AM GENERAL
SPA Userd SPADDODIP Recommend for Hire In Progress September 24, 2014 at 05:37 AM View Appiication _
SPA Userd SPADDODTP Recommend for Hire In Prograss September 24, 2014 at 05:40 AM Acfionsw
Userd SPADDODP Recommend for Hire In Progress September 24, 2014 &t 05:44 AM
SPA User§ SPADDODIP Recommend for Hire In Progress Sepiember 24, 2014 2 05.47 AM

Review Screening Applicant Questions, Download Screening Questions Answered, and
Export Applicants without email, and Export results.

Active Applicant (Defallt) Screening Search
U Saved Search: "Screening Search” Actions
GENERAL
Full Workflow State Degree Supplemental question Veteran Question Viteran Question Viteran Question VEle Ealise Applcarts i
A i 9 q 9 -
Name {Internal) Receved: Score vot): (Vo2): (vod): (VO£ DDWH\DQ d Applcarts
b 5usie Undsr Review by Manager 80 Yes Yes Evaluations
[ Bee Honey  Under Review by Manager 50 Yes Yeg Mo g | Retey Supplementl
Quastion Angwers
[ ken Ty UnderReviewbyManager — HB,BS ) Ves Mo Ho MO Doumoas Supplental
I Kay May Under Review by Manager HS, Bachelor's degree 3.0 N No Yes No | uestion Answers

Export results
BULK

Move in Workflow
Download Applications as

Create Docurnent FOF per
Anplicant

You can also move applicants in the workflow in Bulk. Move to Posting, Move in Workflow,
Email Applicants, Download Applications as PDF, Create Document PDF per Applicant and
Reactivate Applications. Please note that downloading and creating PDF documents will take
time to complete.

Note: Applicants must be evaluated on the basis of the knowledge, skills, and abilities required
to perform the job. Selection criteria must be established and applied consistently. The
gualifications indicated in the job description that can be evaluated by reviewing the application
materials are the only criteria used to qualify the applicant pool.

Review of Answers to Supplemental Questions

The answers to the supplemental questions can provide information directly from your
applicants regarding their knowledge, skills and abilities to meet the requirements of your
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position. This information is displayed in a graph format and also on the Screening Search

under “Supplemental Questions Score”.

[0 Postings  Applicants  Hiring Proposals  Onboarding Events | My Profie  Help

D | Peoplefinin
APPLICANT TRACKING ¥

Postings / ... | SPACFW Posfing - Posted | Applicant Review | Supplemental Question Answers

Tammy Jones, you heve Imessages.  HR Admin|=| ¢ logout

This Posting does nat have any Supplemental Questions

Ad)‘ansv
Show All Applicants
Search Answers
Export Ansiwers

EEE o= et Pesclmowt  Formiss  Dats  Reiew  View  Avobet c@Qo@ 2%
0 : E———— -
AL - £ | First Name v
A B C D E F ] 1 ] Ka
1 [First Name L ast Name Usemame Special Handling  Overall Scare Is Disqualifed? & Sce how Posting looks to Applicant
2 SPA Usert SPA Usert 0o
3 sPA Usertt SPA_Usert 0Ho
4sPa Useri2 SPA_Usari2 0Mo
: & Print Preview
5
7
8
3
0 L
11
12
13
u
5
1%
7
i3
19
2
7
2
5]
2
25
% Actions
F1d
% .
29 ‘ Last Updated {Actions)
= Saptember 24, 2014 3t 04:45 A Ackonsw
32 .| September 24, 2014 2t 15:33 AM Acionss
[ &3] Anwers  Farmer Overiew 7 Respad] » September 24, 2014 2t 0537 AM Ackionsw
| eact | |EOE v o Sepiember 24, 2014 at 05:40 Al Adtioney
T B TocommenaTor e TProges Sepiember 24, 2014 at 154 AM Acionsy
O s Users sPADBODIP Recommend for Hire in Progress September 24, 2014 2t 05:47 AM Ackonsy
0 s UserT SPADDODTP Recommend for Hire In Progress September 24, 2014 at 0550 AM Actonsy
O sea Usert SPADDODTP Recommend for Hire In Progress September 24, 2014 2t 0553 AM Actionsy
O s Usera PADDODIP Recommend for Hira In Pragress Saptember 24, 2014 3t 0556 AM Ackonsw
O sea Usertd SPADDODTP Recommend for Hire In Progress September 24, 2014 at 0600 AM Actionsy
Y Usertt SPADDODIP Under Review By Deparimnt - Most Quaified In Progress September 24, 2014 2t 0503 AM Ackionsw
B s Usert2 SPADDODTP Under Review By Department - Most Quaified In Progress September 24, 2014 at 0506 AM Adtioney
O sea Usert3 SPADDODTP Under Revien 8 Deparimnt - Most Quaified In Progress September 24, 2014 at 0508 AM Achonsy
O s Usertd sPADBODIP Under Review By Department - Most Quaified in Progress September 24, 2014 2t 5:12 A Ackonsy
0 s Userts SPADDODTP Recommend for Hire In Progress September 24, 2014 at 06:38 AM Actonsy

While you are reviewing the Supplemental Questions, you can also drill down to see how each
applicant answered a certain question. You can hover over the Actions link to view the different
options.

Show All Applicants, will show you a list of all the applicants in the pool.
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Search Answers, will show you the question and the possible answers to the question. You
have the option to include and exclude certain answers.

Export Answers, will allow you to export the Supplemental Questions into an Excel
spreadsheet.

D | PeopleAdmin

[ giy | APPLICANTTRACKING ¥

[ Postings  Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

Tammy Jones, you have 3messages.  HR Admin »| & logout

Postings / .. | EPACFW Posting - Posted | Applicant Review | Supplemental Question Answers

R—

Show All Applicants
Search Answers
Export Answers

This Posting does not have any Supplemental Questions.

(D | Peopletdmin

L] Postings  Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

Tammy Jones, youhave I messages.  HR Admin v & logout

Postings / . | Applicant Review | Supplemental Question Anstiers | Search

Search Supplemental Question Answers

o

search | Cear

Select search critena t see a st of matching applcant
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Reviewing Applications

There are several ways to view the applicant materials. You can select the top box which will
check all applicants and hover over the Actions link to View Application.

m;h—g Httpsnceu-ob pespleadmin com b ssplcations 152

EPA Job Appiications 0

i
7
o)
7
i
¥
i
7
7
7
7
g

o Saved Search: "EPA Job Applications” (17 =ms Fo

——

—

Workfiow $tate (Intemal)
Recommend for Hire

Under Review By Depariment - Most Quaified
Under Review By Depariment - Most Qualfied
Under Review By Depariment - Most Qualfied
Under Review By Depariment - Most Qualfied
Under Review By Depariment - Most Qualfied
Under Review By HR

Under Review By HR

Interviewed, Not Hired - Email at Filled
Recommended. Not Selzcted - No Email
Apoicalon Submitied - EPA Temps

Workflow State (External)
In Progress
I Frogress
In Progress.
In Progress.
In Progress.
In Progress.
In Progress.
In Progress:
M Hired
Hot Hired
Hot Hired

Last Updated

‘Ssptember 25, 2014 81 03:09 AN
September 25, 2014 a1 03.23 AN
September 25, 2014 81 03:30 AN
Sapiember 25, 20142t 0333 AM
Sapiember 25, 20142t 0336 AM
Sepiember 25, 20142 0330 AM
Sapiember 25, 2014 2t 0342 AM
Sepiember 25, 20142t 0345 AM
Sepiember 25, 20142t 0348 A
Saptember 25, 2014 3t 0350 AN
Saptember 25, 201431 0353 AN

Last four dipits of SN

Ll
il
Ll
Ll
Ll
1
1
1
1
Ll
Ll

mﬁl_ﬂ

p- icﬂgm&w n w]{ﬂlﬁ Youdre.. | & North Carcina Ceniral Univ... *u

File Edit View Favorites

75 2] LegalShield Nechael A Jo_ 34 Login Z) 3 Login 3% NCCU Listens ] North Carolina Central Un... B Suggested Sites v 5]

Teols Help

Web Sice Gallery +

Applicants

Hiring Proposals

Onboarding Events

| My Profie

Help

Tammy Jones, you have 3 messages. | HR Admin x| € logout

[—

NCCU PeopleAdmin Training Module VI —

Job application: EPA User1 (EPA)
Current Status: Recommend for Hire
Application form: Employment Application

Fullname: SPA Usert
Address:

Targthbgt

fdhsdhgst

fgsdgh, KS

Bosnia and Herzegovina
Usemame: EPA_Usert

Email test@testcom

Phone (Primary): (111) 111.1111
Phione (Secondary): (111) 1111111
Posiion Type: EPA

Depariment Department

Summary Recommendations (0 of ) History

@ Personal Information  Edit

Contact Information

First Name EPA
Widdle Name

Last Name Usert
Address1 Vargthbgt

Created by: SPA User!
Owner Hiring Manager

This is a bread crumb trail

that allows you to move back

to other areas such as

Applicant Review.

Managing Applicants 011615

u View

ake Action On Job App

catio

ing Applisd To

n Application

Previe
Edit Application u

Vi Hiing Proposal

T Reactivae

To move to the next applicant,
select the Search Results: Next
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https://nccu-sb.peopleadmin.com/hr/job_applications/200

This will allow vou to view all applications and take action on the application by hovering over

and choose one of the following:

@@ | PeopleAdmin
APPLICANT TRACKING ¥

Tammy Jones, you have 3 messages. | HR Admin[=] & logout

Search Rosults; Next "

WORKFLOW ACTIONS
Keop working on this Job.
application

Rocommandod, Not Seloctod - no
emall (move to Recommended, Not
Selected - No Email)

MOVE DIRECTLY TO,
Draft
Undor Review By HR

Under Roview By Departmont
Most Qualified

Request for Interview
Approved for Interview
Sys Det Did Not Meet Min Quals

Mot Mins - Not Amongst Most
Qualifiod

Not Intorviewad, Not Selected
Interviewed, Not Hired - Emall at
Filled

Interviewed, Not Hired - Direct
Sontact

Rocommended, Not Selected - No
Emall

Application Submitted - EPA Temps

Hired
HR Determined Did Not Meat Min
uals

Withdrawn

Applicant Review

To individually review applicants and update their status, select the box next to the applicant
name and hover over the Actions link and click View Application.

EPA Job Applications (1]
@ Saved Search: "EPA Job Applications” (1 Actions
Last Name Posting Number Workfiow State (Intemal) Workllow State (External] Last Updated Last four digits of S5H {Actions)
Usert EPADODOIP Recommend for Hire In Progress. Sapiember 25, 2014 af 03.08 AM 1M Actionsy L
User2 EPADDOIP Under Review By Depariment - Most Qualified In Progress Sepiember 25, 2014 3 1323 AM 1 1
User3 EPADODO1P Under Review By Department - Most Qualified In Progress: Seplember 25, 2014 at 03:30 AM 1
A Userd. EPADODOIP Under Review By Deparimen - Most Qualified In Progress. Sapiember 25, 2014 af 0333 AM 1
O era Users. EPADDOIP Under Review By Department - Most Qualified In Progress ‘Seplember 25, 2014 a1 03:36 AM 1M
O A Users EPADODO1P Under Review By Deparimen - Most Qualified In Progress. Sapiember 25, 2014 af 0338 AM 1

D Job application: EPA User2 (EPA)
Current Status: Under Review By Department - Mast Qualified
Application form: Employment Application & View Posting Appliad To

e Application

Full name: SPA User? Created by: SPA User2 &) Edit Application ]
Address: Ovmer. Hiring Manager L

12rgthbgf [ Reactivate

fdhsdhgsi

fgsdgh ,KS

Bosnia and Herzegovina
Usemame: EPA_User2

Emait tes

Phane (Primany): (1) #1111
Phone (Secondary): (111) 1111111
Positon Type: EPA

Depariment Department

Summary Recommendations (0 of 1) History

@ Personal Information  Edit

Contact Information

First Name EPA
Middle Name
Last Name Useiz

NCCU PeopleAdmin Training Module VI — Managing Applicants 011615 Page 8 of 15



Take Action On Job Application »

Hover over

Screening the Applicant Pool

After reviewing the applications along with the supplemental questions,

the workflow to “Keep Working on this Job Application, Request
Interviewed, then select the most appropriate non-selection reason.”

EPA Job Applications (1]
@ Saved Search: "EPA Job Applications™ (17 ltems Found) @

O] FirstName Last Name Pusting Number o1 x Workiow State (Intermal) Workfiow State [Extemal) Last Updated

B e Usert EPADIODP Recommend for Hire: In Progress September 25, 2014 at 03:090 AM
9 e User2 EPADODIP Undr Revigw Ey Depertment - Most Quaified In Progress ‘September 25, 2014 3t 0323 AM
¥ e Userd EPANODIP Under Review Ey Department - Most Quaified In Progress September 25, 2014 3t 0330 AM
I Userd EPADIODIP Under Review By Department - Most Cuaifed In Progress ‘September 25, 20141 03:33 A
O e Users EPADIODIP Under Review By Department - Most Cuaifed In Progress ‘September 25, 20142t 03:35 AM
0 e User EPADIDDIP Under Review By Department - Most Cuzifed In Progress September 25, 201431 03:30 AM
0 e User? EPADIODP Under Review Ey HR In Progress ‘September 25, 201421 03:42 AM
0 e Userd EPADOOIP Under Review By HR In Progress Sepiember 25, 2014310345 Al

to move this applicant in the workflow.

move the applicants in
for Interview, or Not

Last four digits of SSN
11
1
1
1
1
1
11
11

You can also customize your applicant search by adding information columns. You can scroll
through the list of items to see which ones you want to add to your applicant search. This
information pulls from the data that is on the employment application. When you add a column,
you will notice that your screen will refresh, and the new column will appear on your Applicant

Search view.

Fosition Type EPA Craatad by System Account
Department. Department Owner: HR Employment
Applicants

search:

Add Column: |Add Calumn

EPA Job Applications

& Saved Search "EPA Job Applications” o

NCCU PeopleAdmin Training Module VI — Managing Applicants 011615
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To prepare to export the Screening Search data, click the box beside “Full Name” and hover
over the Actions button to choose “Export results”.

Ad hoc Search o
Ad hoc Search Save this search? Actons
cene
[[7] First Name Last Name Posting Number Workflow State (Internaly ‘Workflow State (External) Last Updatad Last four digits of SSN i )
¥ A usert EPAIIOTP Racommend for Hire in Prograss Septemier 25, 2014 at 0309 A e
PeonleAdmin setter Taient Better Future Comrgn 2014 A1 Rights Resarved Las st 031132014 1230 P
o uchbasoichnin comhia bastions/S1/ich e i aier skt = XWCUTMB kbpRRyBFaTT ST )

The following will appear allowing you to choose to Save.

Ad hoc Search o

Ad hoc Search (1 Save this search? Actions
7| First Name Last Name Posting Number Workflow State (Internal) ‘Workflow State (External) Last Updated Last four digits of SSH IActions)
7 EPA Usert EPADDODIP Recommend tor Hire In Progress September 25, 2014 at 0309 AM " Actionsy

Save
Saveas

PeopleAdmin setier Tarent Betier Future

D you want to apen o save job_applications_export 20141211 112359.xds from necu- sb peoplesdmin.com’ open [ sewe |v]|  Savesndopen

Screening Search

You are not required to submit the screening search to Human Resources for review; however,
you must have it available in your department recruitment file. If you would like to attach your
Screening Search to the posting, click on Edit.

D | PeopleAdmin
APPLICANT TRACKING

L] Fostings  Applicants  Hiring Proposals  Onboarding Events | My Pofile  Help
Tammy Jones, you have I messages. | HR Admin[=] € logout

Postings / EPA [ EPA CFW Posting - Posted (Repostsd) / Applicant Review

"‘ Posting: EPA CFW Posting - Posted (EPA)  Fdit
|| Curant Statos:Ropesind

us: Rape

Pasition Type: EPA. Created by: System Account
Departmant Department Owner HR Employment
Postings / EPA [ EPA CFW Posting - Posted (Rey
Editing Posting
Posting Details
@ Position Funding Infor
@ Applicant Documents
@ Supplemental Questions
@ Qualification Groups
@ Guest User
@ Search Committee
& Evaluative Criteria
Click on Posting Documents © Roferenco Latters

@ Posting Documents

Summary

NCCU PeopleAdmin Training Module VI — Managing Applicants 011615 Page 10 of 15



Hover over the Actions Link and choose “Upload New” to load the applicable document(s).

D | PeopleAdmin

Waich List APPLICANT TRACKING ¥

Home [HOLH  Applicants  Hiring Proposals  Onboarding Events | My Profle  Help

Tammy Jones, you nave 3 messages HRAdminﬂc logout

Postings / EPA/ EPA CFW Posting - Posted (Reposted) | Edit: Posting Documents

Editing Posting Posting Documents Save | | <<Prev
@ Posting Details PDF conversion must be completed for the document to be valid when applicable
@ Position Funding Infor. Document Type Name Status  (Actions)
@ Applicant Documents Marketing Plan Aiionsy
© Supplemental Questions Print Ad Text Upload New
Create New
© Qualification Groups Choose Existing Save | | <<Prev

@ Guest User

@ Search Committee

© Evaluative Criteria

© Reference Lefters
Posting Documents

Summary

Choose a Name, Description and upload the file before selecting Submit.

[ rFostings  Applicants  Hiring Proposals  Onboarding Events | My Profie  Help

Tammy Jones, you have 3 messages  HR Admin [v] € logout

Postings | EPA | EPA CFW Posting - Posted

Upload a Marketing Plan

To upload your document, provide a name and description of the document. To choose a file to upload, click the Choose File button and select the file from your computer When you are ready to submit your document, click the Submit button

The following types of documents can be attached: doc, docx, pdf, i, rtx, tt, it jpeg, jpe, jpg, png, xis, xisx. If your document is not ane of these file types, please c:

avert it to pdf format prior to attaching

Name Marketing Plan 12-11-14
Description
File to upload Browse.

Submit

Once applications have been moved to the workflow status of Under Review by Department,
the Hiring Supervisor can move to the interviewing process.

Interview questions should seek information related to the applicant's knowledge, skills, and
ability to perform the job. Questions that are not job related or that violate EEO standards are
not permissible. A list of sample interview questions is available on the Human Resources
website Employment page at

After Conducting Interviews

The Hiring Department will attach:
Interviews Questions and Responses, Criminal Background Checks, and References

NCCU PeopleAdmin Training Module VI — Managing Applicants 011615 Page 11 of 15



Human Resources Employment will attach:
Offer Letters, Education, Certifications, and License Verifications

Creating the Hiring Proposal

Check the box next to the name of your finalist and hover over the Actions link to View
Application.

SPA Job Appiications 0

U Saved Search' "SPA Job Applications” (15 =ms Found] ¢ Actons

T FirstName Last Name. Posting Number Workfiow $tate (Intemal) Workflow State (Extemal) Last Updated (Actions)
0 s Usert SPAIOOIP Under Review By Depariment - Most Qualfied In Progress Seplembar 24, 2014 at 04:45 AM Actions
0 s User2 SPAIDOOIP Hired Hired Seplember 24, 2014 2t 05:33 AM Adionsy
W s User3 SPADNOOIP Recommend for Hire In Progress Seplember 24, 2014 at 05:37 AM Addionsy
z SPA Userd SPADONIP Recommend for Hire In Progress Seplember 24, 2014 at 5:40 AM GENERAL

B o Uses SPANIP Resomnend i Hie InPragess Sopemver 4 T atis e Applcatin

O s User SPAINOIP Recommend for Hire InProgress Sepiember 24, 2014 2 15.47 AM Acdionsy
0 s User7 SPAINOOIP Recommend for Hire In Progress Seplember 24, 2014 2t 05:50 AM Adfionsv
B s Userd SPAINOP Recommend for Hire InProgress Seplember 24, 2014 2t 1553 AM Actionsy

The Workflow Action Box will appear for you to select.

Click “Take Action on Job Application” and select the applicable action box:

View Hiring Proposal

Finalist — Begin HP (Hiring Proposal)

(D | PeopleAdmin
APPLICANT TRACKING ¥

Home [LBOWY  Applicants  Hiring Proposals  Onboarding Events | My Profle  Help
Tammy Jones, you have 3 messages. | HR Admin[x] € logout

Postings / . | SPA CFW Posting - Posted (ClosediRemoved from Web) | Applicant Review / SPA User3 Recommend for Hire Search Results: Previous | Next

= Job application: SPA User3 (SPA)

Current Status: Recommend for Hire
Application form: Employment Appiication & View Posiing Appled To

plcation
Full name: SPA Userd Created by: SPA User3
Address: Owner Hiring Manager
12rgthbaf

fdhsdhgsf

fgsdgh ,KS

Bosnia and Herzegovina

Usemame: SPA_User3

Email: test@test.com

Phone (Primary): (111) 1111111

Phone (Secondary) {111) 111.1111

Position Type: SPA

Department Department

Summary Recommendations (0 of 3) History

@ Personal Information  Edit
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. « ™ — R TR - o T ———— | e
mﬂgm T S P-acx © ot Caoin et v * ] A |
Fle Edit View Favorites Tools Help

55 £ LegaiShield Michael A Jo 2 Login (2) 2 Login 2 NCCU Listens &) North Carolina Central Un... B Suggested Sites v &

D | PeopleAdmin

Watch List i N

Home  Postings  Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

Tammy Jones, you have 3messages. HR Admin[=] ¢ logout |
SPA/ . | SPA User3 (Recommend for Hire} | SPA Hiring Proposal | Summary ‘Search Resuls: Previous | Next

SPA Hiring Proposal: SPA User3 (SPA)  Edit

Current Status: Contracts and Grants/Sponsored Research

= PP
Position Type: SPA Created by: Norma Petway e =
Depariment Department Owner: Contracts and Grants.

Oni

Posting: SPA CFW Posting - Posted

Summary | Hstory  Setings

@ Hiring Proposal  Edit
Applicant Information

First Name SN

@@ | PeopleAdmin
APPLIGANT TRACKING

Tammy Jones. you have 3 messages. | HR Admin[~] & logout

‘Search Resuits: Previous | Next

WORKFLOW ACTIONS
Keep working on this Job
application

Recommended, Not Selected —no
email (move to Recommended, Not
Selected - No Email)

MOVE DIRECTLY TO...

Draft

Under Review by HR

Under Review By Department -
Most Qualified

Request for Interview

Appraved for Interview

Hired

HR Determined Did Not Meet Min
Quals

Met Mins - Not Amongst Most
Qualified

Sys Det Did Not Meet Min Quals

Recommended, Not Selected - No
Email

Not Interviewed, Not Selected

Interviewed, Not Hired - Email at
Filled

Interviewed, Not Hired - Direct
Contact

Withdrawn
Spedial Handling List

WORKFLOW ACTIONS
Keep working on this Hiring
Proposal
Action Submit to Offer Accepted — Budget
{ ke cton X Review (move to Offer Accepted —
Budget Review)
Move directly to 'HR Employment Submit to Title 3 (move to Title 3)

Review and Offer* Submit to Vice Chancellor for
Research (move to Vice Chancellor
Comments (optional) for Research)

MOVE DIRECTLY To.
Draft
Approver
A EEO Director
Add this hiring proposal to your watch list? HR Employment Review and Offer
Offer Accepted — Budget Review
Tille 3
Vice Chancellor for Research
Offer Declined
HR Employment Processing
Hiring Proposal Approved
Canceled

Submit Cancel
P
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The Hiring Proposal

Once you have identified your selected candidate and moved them to the workflow state of
Recommended for Hire, you can then start a Hiring Proposal by navigating to the Job
Application view for that selected candidate and clicking on the Start Hiring Proposal link
located on the top right-hand corner of the page:

Click “Edit” and the position description will be indicated for you to [_Select Posiion Descripion

The Hiring Proposal will default with information from the approved position description but
fields will need to be completed to process the request.

s Applicants  Hinng Proposals  Onboarding Events | My Profile  Help

SPA L . 1 SPA Userd (Recommend for Hirel | SPA HiIng Propossl | Summary

Norma Petway
i mploymant

Postings  Applicants  Hiring Proposals  Onboarding Events | My Profiie  Help

Tamimy Jones, you have 3 messages. | HR Admin[=] € logout

Position Requesis | .. | SPA Hirlng Proposal | SPAPD_2 | Eat
Editing Hiring Proposal Hiring Proposal EOl Nexi>> |
Hiring Proposal

@ Hiring Proposal Documents
Hiring Proposal Summary

SPA
Address1 12rgthbgl
Address? fdhsdhgsf
State KS
Zip Code 457001
Primary Phone RREREREREE]
Sacondary Phone M
Email last@tast com
Banner 10
Last four of SSN 1mm
Social Security Mumber
Date Of Birth
Select to continue.
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Review the Budget Information tab and attach any documents appropriate on the Hiring

Proposal Documents tab.

Editing Hiring Proposal

Hiring Proposal
¥ Check spelling [+]
Budget Information
* Required Information
& Hiring Proposal Documents

Hiring Proposal Summary Budget Information

Budget Information

Information defaulted from the approved position description.

Agency

Position Status
Employment Category
Position Term

If other, specify the
months

Funding Source

Banner Funding Source
Index
Account
Percentage
Activity Code

D Remaove Entry?

WEM (204)
Continuing - E&G Funded
Operational FT

12-Month

[7] Esc Funded
Auxiliary Funded
|:| Grant Funded

|:| Foundation Funded

310180
611230

100%

| Add Banner Funding Source Entry

Select

Staff/PPF Hiring Proposal: Susie A (StaffPPF)  Edit

Current Status: Draft

Pasition Type: StaffiPPF
Department: Music Dept - 3KC210
Applicant: Susie A

Posting: Academic Dept Admin

Created by: Lynn Riggs
Owner: Lynn Riggs

Summary History Settings

Review the Summary information before selecting

e

to continue.

Take Action On Hiring Proposal »

WORKFLOW ACTIONS

Keep working on this Hiring
Praposal

Cancel Action (maove to Cancel
Action)

Compensation Review (mave to
Compensation Review)

Take Action On Hinng Proposal »

to move the applicable Hiring Proposal action tab (Approver or Budget, etc.).
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