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Creating a Staff or Professional Posting

To begin login to the site at https://jobs.nccu.edu/hr. On the Home Page, from the Shortcuts
box, select Create New Graduate Assistant/Temporary Posting.

@ | PeopleAdmin
APPLICANT TRACKING ™

LLLEY  Postings  Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

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

Welcome to your Online Recruitment System

Shortcuts
&£ Inbox (s items need your attention)

View Failed Document Conversians Report
Cre:

Displaying items for group "HR Admin”.
Postings (0) Users (6) Hining Proposals (0)  Posfion Requesis (D)  Special Handling Lists (D)
Job Title Type Current State Owner

g ]
(How Applicants access your PeopleAdmin system)

{1 Watch List (s items)

Postings (1) | Hitng Proposais (1) Posiion Requess (5)
Job Title Type Current State State Owner
Assistant Professor - TJ (MINE! OK: LORA AND NORMA) - LOL! EPA Posted HR Employmeat

This box will appear for you to choose Create from Position Type or from Classification or
from Posting.

| Create Ney £

What{ }lld 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 Position Type is almost completely blank.

Create from Classification

Copies in general information from a classification. You will need to provide
spedific information inside the posting

Create from Posting

Uses an exisfing posfing as a template and automafically copies in most
informeafion.

If you do not see the position you wish to create the posting you can utilize the search box.
First click “More search options” to expand your search. Enter the position number in the search
box and click “search”.
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https://jobs.nccu.edu/hr

Home [ESUT  Applicants  Hiring Proposals  Onboarding Events | My Proflie  Help

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

Postings | Graduate Assistants/Tamporary | New Posting From Posting

Graduate Assistants/Temporary Postings

opan Soarch; Soarch
Gracuate -]
Assistants/Tempora
@ Saved Search “Graduate Assistants/Temporary Postings™ (1 ! o
Working Title Posting Number Department Active Applications Workflow State ‘Last Updated (Actions)

GATOOIP Oapanmant ] Posted ‘Suplember 25, 2014 at 0518 AM "
GATO0002P Department L] Posted ‘September 25, 2014 at 08 20 AM
GATO0003P Department L] Posted September 25, 2014 at 08.30 AM
GATO0004P Department L] Posted ‘Seplember 25, 2014 a1 08 31 AM
GATOOD0BP Oepatment T Posted Seplember 25 2014 a1 08 32 AM Achons s
GATO00O0TP Oepantment L] Posted ‘Segtember 25 2014 a1 08 34 AM
GATOO0EP Oapanmant 1 Poswd ‘Sogtomoor 26, 2014 a1 07.27 AM
GAT00010P Dapantment 1 Posted October 20, 2014 at 1112 AM
GATO0011P Department 3 Posted ‘October 20, 2014 at 10:18 AM
GATO001ZP Oapamant 1 Posted Octobar 21, 2014 al 06:32 A Actons e
GAITOO014P Palitical Science o Posted December 08, 2014 at 1131 AM Achons e
GATO0015P Comalroller L] Posted December 08, 2014 at 11:30 AM Actons ¥

Choose “Create From” by hovering over and clicking to select.

New Posting Settings

Enter the Position Title. The Department field may be a drop-down depending on the user’'s
permissions. If you have more than one department as part of your user assignments a drop-
down box will allow you to choose from those departments. If you have one department
assigned, that department will default to the field.

e [EIEUM  Applicants  Hiring Proposals  Onboarding Events | My Profie  Help

Tommy Jones, you have 3 messages.  HR Admin[v] & logout

Postings | Graduate Assistants/Temporary | New Posting
-
% | NewPostng T | Cancel

Working Title Grad Assis Workflow Test_1

Organizational Unit

Location

Chancellor [«
Division Administration and Finance
Department Purchasing i'\
Applicant Workflow

Workflow State Under Review By HR
Under Review By HR

hen an application s submitted for this job, it should move to which state in the Candidate Proce B
voenansppce ! ! o Under Review By Department - Most Qualified

Grad Assistant Application Submitted
References
Accept references
Online Applications
¥ Accept online applications?

Special offiine application Instructions

Click the orange “Create New Posting” button located in the top right corner of the screen.
NCCU PeopleAdmin Training Module VII — Temporary Employment Page 3 of 8



Posting Details Tab

You will need to create a draft posting for the temporary position. (See Posting Guide) You will
need to complete most of the posting information even though this position will not be recruited
but only offered to your selected applicant.

*Please complete at least the Posting Details and Applicant Documents tabs.

Once the draft posting is complete, select the option to send it to your departmental Approver.
When the Approver submits the posting to Employment, include in the comments box the name
of the individual along with their email address so your Employment Consultant can contact the
selected applicant and provide them with the Internal Link to the posting for them to submit
their application.

*If you need to recruit to fill this temporary position, the process is the same as for any other
position. (See Posting Guide)

Ncants  Hinng Proposals  Onboarding Events | My Profie  Help

Postings | Graduato Assistanis/ Tamporary | Grad Assis Workliow Test_1 (Drafl) | Sumimary

Posting: Grad Assis Workflow Test_1 (Graduate
As Temporary) Edit  Delate
#

the orange "Taka Action on this Posting” button. You may add a Comment to the postin

mmary Section. This will take you directly 1o the Posting Page to Edit If a section has a

@ Posting Delails  Edit

Job Famity

PouitionClassification Titl
Schwmatic Code
Salary Range
Recuuitment Range

My wibuting
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Managing Applicants

Once the applicant has completed the application, you will manage their application by
updating their status to “Recommended for Hire”.

To view the application, check the box next to the Full Name of an applicant and then hover
over “Actions” to see the link to “View Application”.

D | PeopleAdmin

[EIT) | APPLICANT TRACKING 7

[ Postngs  Applicants  Hiring Proposals  Onboarding Events | MyProfle  Help

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

Postings | i | Grad Assis Test_1 (Posted) / Applicant Review

Posting: Grad Assis Workflow Test_1 (Graduate
Assistants/Temporary)  Edit

Current Status: Posted

Positon Type: Graduate Created by: Initiator_User 2
Assistants(Temporary Owner HR Employment
Depariment: Department

Summary | History | Seflin Repors  Hiring Propasals

&= Print Preview

Open Saved Search v Search: Search | More search options
Graduale o
Assistants/Tempora
@ Saved Search: "Graduate Assi: Job @ Aclions
T Firstame Last Name Posting Number Workflow State (Intermal) Workflow State (Exteral} Last Updated {Actions)
O s Test GATIDOOP Hired Hired September 25, 2014 2t 1521 AM
O s Tes? GATIDOOP Hired Hired

Achionsy
‘September 25, 2014 at 05:43 AM =
View Application

After clicking on the “View Application” the full application can be viewed. You can move this
applicant to the appropriate workflow status of “Recommend for Hire.”

@D | PeopleAdmin

Applicants  Hiring Proposals  Onboarding Events | My Profie  Help

Postings | .. | Grad Assis Workflow Test_1 (Posted) | Appiicant Review | sh_Test Withirawn

| Job application: sh_ Test (Graduate
Assistants/Temporary)

Curran
Applic

ymant Application
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Once an applicant is transitioned to “Recommend for Hire”, you will then see the option “Start
Temps (Graduate Assistants/Temporary) Hiring Proposal” on the right of the screen. Click
on this link to start the hiring proposal.

@ Application was

e

I8 Applicants  Hiring Proposals  Onboarding Events | My Profie  Help

Postings / .. | Grad Assis Workfiow Test_1 (Posted) | Applicant Review | sh_Test Recommend for Hirs Search Resuits: Next
"‘ Job application: sh_ Test (Graduate
Assistants/Temporary)

Current Status: Recommend for Hire
Application form: Employment Application

Full name: sh_Test Created by: sh_Test
Addrass: Owner. Hiring Manager
address1
addross2

pune , CO
Antigua & Barbuda

Fasition Type:
AssistantsiTemposary
Depanment: Deparment

Summary | Rscommendations (0of0) | History

© Personal Information ~ Edit
Contact Information

First Name.
Middle Name

Last Hame Test

Creating the Hiring Proposal

Once you click on the “Start Temps (Graduate Assistants/Temporary) Hiring Proposal” link,
you will be asked to confirm the action:

Home  Postings  Applicants  Hiring Proposals  Onboarding Events | My Profie  Help

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

Postings / . | Applicont Review / sh_Test (Recommend for Hire) | New Hiring Propasal

Starting Temps (Graduate Assistants/Temporary) Hiring Proposal
Applicant: sh_ Test

Posting: Grad Assis Workflow Test_1

Waming: This Applicant already has a Hiring Propasal in process

Start Temps (Graduata Assisiants/Temporary) Hiring Propasal | OF Cancel

You will then need to complete all required fields marked with a red asterisk (*) on each tab
before submitting the Hiring Proposal to the next step in the workflow:
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Position Reauesta | .. | Tamon (Graduais AssistantsTanporary) Wirng Proposs | |

Editing Hiring Proposal Hiring Proposal

posal

Then choose to move the the next page.

D | PeopleAdmin

APPLICANT TRACKING ¥

Home  Postings  Applicants  HiringProposals  Onboarding Events | My Profie  Help

Tammy Jones, you have I messages | HR Admin[=] € logout
Position Requests | ... 1 Temps (Graduate Assistants Temporary) Hiring Proposal | | Edit

Editing Hiring Proposal Hiring Proposal Documents

Save | | << Prev
@ Hiring Proposal
PDF conversion must be completed for the document to be valid when applicable
Hiring Proposal Documents

Docur t Ty N Stat thor
Hiring Proposal Summary it ome_Steivs_{Actions)
Mepotism Cerlificate Actionsy
Gonfdantisity Aqresmsnt Adtionss

T

On the “Hiring Proposal Summary” tab, you will have the opportunity to review the Hiring
Proposal before submitting it. To submit the Hiring Proposal to the next step in the workflow,

hover over orange “Take Action on Hiring Proposal” button located on the top right corner of
the screen and select “Submit to Approver”.
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PeopleAdmin
I | Arucant TRacking  +

Tameny Jones, you heve 3 messages. [HR Admin[<] (@ logout |

Temps (Graduate Assistants/Temporary) Hiring
Proposal: sh_ Test (Graduate Assistants/Temporary) WORKFLOW ACTIONS:
Kewp warking on this Hising

-

Cresied by Tammy Jones
Ovmer: Tammy Jones

Applicant Information
First Nome sh_
Midele Name
Last Name Test
Addrasst addransi

Addmen2 address?

Provide any comments and choose “Submit”.

Take Action

Move directly to"Approver’

Comments {optional)

%I Add this hiring proposal 1o your waich list?

Temporary Hiring Proposals for NCCU will go through approvals by Approver, Compensation,
Level 1, Level 2, and VP of Admin before it is sent to Employment. You will be notified by
Employment when you can proceed with extending the offer.

Please Note that if your requested offer exceeds the original approved budget amount, any
Hiring Proposal must receive further financial approval based on funding, i.e. Budget,
Sponsored Research, Contracts and Grants and/or Title 1ll prior to being sent to HR
Employment.

Employment will handle any criminal background check required and coordinate with the Hiring
Manager for ensuring all details are completed so the temporary employee can begin working.
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@ Hiring Proposal was successtully transitioned, and it was added 1o your watch list

i

Home  Postings  Applicants Hiring Propos: Onboarding Events

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

Grag worary | ... | sh_Test Hirs) 1 T radu I Summary
‘ Temps (Graduate Assistants/Temporary) Hiring
Proposal: sh_ Test (Graduate Assistants/Temporary)
it & Print Preview L
Current Status: Approver
Pasition Typs Graduate Created by: Tammy Jones.
AssistantsiTemporary Owner Approver : Alan Biscomb

Dapariment. Department
Agplicant sh_Test
Posting Grad Assis Workflow

Summary  History

© Hiring Proposal Edit

Applicant Information

First Name sh_
Middle Name
Last Name Test
Addresst address1
Address? address?
city puns
Sate co
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