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Creating a Staff/Union position for posting:

Before you begin...
Have the following information ready to streamline entry:
e Position Number (call budget office if you do not know the number or need a new one)
Grade
Budgeted Salary
FOAPAL(s)
Position title
Job Description & Basic Requirements

To log into People Admin go to the Human Resources website
http://www.wpi.edu/offices/hr.html and click on People Admin Login

myWPl | News | Calendars | Employment | Library | Offices & Services | Directories SEARCH | keyword [+ ]

Worcester Polytechnic Institute

CORPORATIONS

STUDENTS

ALLIMHI PARENTS MEDIA

ACADEMICS RESEARCH ADMISSIONS CAMPUS LIFE ATHLETICS ABOUT WPI

OFFICES & SERVICES Home = Offices & Services = Human Resources TEXT Ala = ¥

HUMAN RESOURCES.

About Human Resources

Benefits & Policies

Holiday Schedule

View our Holiday Schedule for

Compliance Fiscal Year 2015

Forms

Jobs

Payroll SEE ALSO

Performance Reviews Employee Resource Center
Holidays

Resources for Managers - .
Campus Directory

Banner Web for Employees

People Admin login ‘—

Posting & Applicant

Training & Development

Become Part of the WPl Community Instructions
RELATED SITES Considering employment at WPI? You ve come to the right place to check out job opportunities, explore Performance Management
the generous benefits, and learn about the vibrant culture at WFI. Instructions

About WP
Banner Web for Employees

Campus Directory HR Digest
Financial Services WPI'IS SEARCHING FOR A PROVOST Keep up with HR news,

Ombudsperson As the chief academic officer, the provost reports upcoming events, and benefits.

to the president and is responsible for the

recruitment and retention of faculty, the

University Policies excellence of our academic and research
Programs...

Current Issue
Organizaticnal Charts -
title="December 12,

2014 Past lssue

PETON

Learn More about the Provost Search

Contact
Human Resources
Boynton Hall, 2nd Floor

You should be under the Position Management Module (orange) and your user type should
be administrator, supervisor/manager, or department head depending on your position. If
you change your user type, be sure to click on the refresh button next to the box. Click on
Position Descriptions — and select Staff to begin.
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http://www.wpi.edu/offices/hr.html

 Inbox | PeopleAdmin
Watch List ON EMENT ¥

Use the down arrow to select
Position Descriptions  Classifications | My Profile  Help Position Management

Click on Position Descriptions to begin your listing.

Human Resources, you have 0 messages. |Administrator El C., logout

—

Your setting should be
Administrator vs. Employee.

tment System

If you change settings, be sure to click on
the Refresh button.

Position De scrip’t@ns
Staff

7 5Staff Position Requests
Union

Union Position Requests

Go to Create New Position Description and choose New Position and Posting

LEPUTOY PN Classifications | My Piofle  Help

Gina Ferraro, you have 3 messages. | Human Resources ™| @ logoul

Tosition Descriptions | Stafm

Staff Position Descriptions ——, Croate New Position Desciption

Open Saved Saarch v Search: | Samch,|  Hide sodrch sptens

Add Colamn: | Add Colunin
[Ciralt
|ctiva
“ lLocked
|Inactive
[AGADEMIC & CORPORATE DEVELGPMENT
|ACADEMIC AFFAIRS B
Deparkment: |, CADEMIC TECHNOLOGY CENTER
{Acadunic Advising =
Position Number: |

Create New

Choose the position request you would like to start.

New Position and Posting %
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Enter the title of the position, select your division and department then click on Start
Position Request.

***Do not select Clone and existing position description*** if you are creating a new
position description.

Pouinon Dascrgtions | Sl | Naw Possion and Postmg
. | New Pesition and Posting e
Position Title *

Organizational Unit

Division v —

Department r v "

Clone an existing Position Description?

Department o

@ Saved Search: "Department” (7]

The system will let you know about required fields. Complete each section and click
“Next”. The action of clicking “Next” and moving to the next page saves your information.
You’ll be able to edit before submitting.

Editing Position Request Position Information Sae | [ <Py | B

& Proposed Title/Classif... -
¥ Check spelling [+]

* Reqguired Information

Position Information

Principal Duties and R
- . Position Information
Position Requirements

Budget Position Title Office Assistant
@ Posting Information Position Number |SU?EHU |Th|s field is required
& Applicants Documents
GRADE 600 (Hiring Range: $14.75-$15.86}E
@ Supplemental Questions
& Reference Lefter ) Supervisor/Manager I Hassett, A M ] This field is required.
Position Request Summary
g Y Administrator Ferraro, Gina v
Provide clerical/adminiscracive support for -
department. Instruct, guide and assist

As you progress through the
description the cursor will move
down the list.r BASIC FUNCTION

student workers in the performance of their
assigned duties. Serve as confidential
assistant to the Director of a department.

Maintain a working knowledge of rules and
[procedures associated with the universities
jpolicies.

This field is required.
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Enter Principle Duties and Responsibilities next. You can add multiple duties by clicking
on the Add Principal Duties and Responsibilities button. Click on next when finished.

Editing Position Request Principal Duties and Responsibilities sae | [ <<y | T

@ Proposed Title/Classif
e P Enter the Duties and Responsibilities by clicking on the Add Principal Duties and Responsibilities Entry button.

&@ Position Information
* Required Information

Principal Duties and R...
Principal Duties and Responsibilities
Position Requirements

Add Principal Duties and Responsibilities Ent
Budget - 2 i

. ) Save =< Prev | B
@ Posting Information

@ Applicants Documents
@ Supplemental Questions
& Reference Letter

Position Request Summary

Enter Position Requirements next. You can also add multiple requirements by clicking on
the Add Position Requirements Entry button. Click on next when finished.

Editing Position Request Position Requirements sae | [=<rev ]| S

@ Proposed Title/Classif
i p Enter Position Requirements by clicking on the Add Position Requirements Entry button.

© Position Information _
* Required Information
@ Principal Duties and R.... - .
Position Requirements
Position Requirements

Add Position Requirements Enti
Budget = =

Save << Pray m

& Posting Information

© Applicants Documents

Supplemental Questions
O Reference Letter

Position Request Summary

Enter budget details for the position. Enter the budgeted salary. Then click on the “Add
Budget Information Entry” button to list the FOAPAL, department, percent and position
number. If the position is funded from more than one FOAPAL, click “Add Budget
Information Entry” until all FOAPALSs are listed. Of course, they must add up to 100%.
Click on next when finished.

*** The Add Budget Information Entry button is a required field. The position description
will not be moved along until this information is complete.
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@ Proposed Title/Classif... -
¥ Check spelling [+]

& Position Information
* Required Information

& Principal Duties and R...

- Budget
@ Position Requirements
Budget . Requested Salary 45.000.

Range

& Posting Information
@ Applicants Documents Budget Information
@ Supplemental Questions Enter budget information by clicking on the Add Budget Information Entry button.
© Reierence Letter FOAPAL 11001.430.6131
Position Request Summary
Department/Grant H
uman Resources
Name
Percent 100
Position # 507890

[T Remove Entry?

‘ Add Budget Information Entry

Save << Prey

Enter Posting Information: List the desired posting date and a closing date, if applicable.
You may also check the box “Open until Filled. There’s a space for special instructions for
applicants and a box to list desired external advertising sources. Positions are not
automatically posted to the sites listed. You will have to email human-resources@wpi.edu
to have positions posted externally.

** Important! If you enter a closing date the system will automatically remove the posting
from the web site on that date.

This section will carry over to the posting created by HR.

Posting Information

Posting date 06/14/2013
Closing date
Open until Filled

Special Instructions to
Applicants

Human Resources Weekly

If you would like to
advertise externally,
indicate your desired
advertising sources

Save == Prev
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Applicant Documents allows the parameters for documents that must be uploaded. Check
the “Required” box for mandatory documents. If an item is marked “required” the
applicant will not be able to submit their application without attaching these documents.
Check optional if you would like these documents but they are not required. They can still
apply without attaching optional documents. Click on next when finished.

Applicant Documents [Save | [ <<Prev |
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 Cover Letter ®

2 Curriculum Vitae ®

3 Teaching ®

Statement/Philosophy

4 Research ®
Statement/Philosophy

5 List of References ®
G Other .

7 Portfolio .

8 Resume ®

['ave | Or Cancel

Supplemental questions can be as simple as finding out where someone heard about the
position to as complex as assigning points or disqualifying points. Specially tailored
guestions can be added. To add a question click on the “Add a question” box.

Supplemental Questions

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.

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 Respeonses: Click on the question that has been added and a dropdown menu will
appear where points and disqualifying responses 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

Save << Prey
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Add a Question

Available Supplemental Questions

Category: | Any E| Keyword:
Add Category Question

[] Uncategorized How did you hear about this employment opportunity?

Displaying 1
Can't find the one you want? Add a new one

Submit Cancel

Y
Reference letters can be handled through the system, which will generate emails to the

references listed on the employment application. Leaving this box marked “No”” will keep

the current practice of checking references manually. This function is applicable to faculty
searches. Click on next when finished.

Reference Letter

Will this position
accept reference Mo E
letters?

Cutoff date

Minimum Number of
Requests

Maximum Number of
Requests

Instructions to
Reference Provider

Save << Prev m

When all the information has been entered, a summary will be available. Any missing
information will be highlighted with and exclamation mark. Sections can also be edited. If
you make a change, be sure to save it. If all information is complete you will see the check

marks next to each section. You will not be able to submit to your Supervisor/Department
Head unless there are all checkmarks.
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At the top of the page click the down arrow on the box that says, “Take Action On Position
Request”. Send to your supervisor, department head or division head whichever is the
next level of approval for you.

W 5 s e P - s

* & B bt feareerswpiedu/hr etions 1 B4
£ g [ 280

D | Peoplendmin

ach Liss POSITION MAAGEMENT ¥

COULLLIEELUELTY classifications | Wy Profle  [Haip

Gina Ferraro, you hawe 3 messages. | Human Resources ™| & Jogout

1 Sommary Annrch Apasin: Proviows | Rer

1,

Mew Position and Posting: Scheduling Coordinator
(Staff)  cdi

Currem Ststus: Deall

Pasities Typs: Stalt Created Iy
Deparran ACADEMIE & Ownar
CORPORATE DEVELOPMENT

Summary ot

@ Proposed Title/Classification  Edit

Tile/Classit fic ation
TITLE Coordnstor
Erployen Class AF Adriristnative - Fulbine - 5131
FLSA Euponpl

B Position Information  Eda
Fosfion Information
Seheduing Coordnator

Position Title

SHEW
Position Number

e o .

A box will appear to take action. You may add a comment that the next approver will see.
Check off “Add this position request to your watch list” and you will be able to view it
from your inbox to check on the workflow status at all times.

Take Action x

Submit to Supervisor/Manager (move
to Supervisor/Manager)

Comments (optional)

-

Add this position request to your watch
list?

Submit Cancel
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Once this reaches Human Resources they will then sent to Budget Office and approve and
post the position.

Please call us at 508-831-5470 or email human-resources@wpi.edu if you need assistance!

Creating a Faculty posting:

Before you begin...

Have the following information ready to streamline entry:

o Position Number (call budget office if you do not know the number or need a new one)

e Grade

e Budgeted Salary and startup expenses, if applicable

 FOAPAL(s)

e Position Title

e Job Description & Basic Requirements

e Will this posting accept reference letters, if yes, how many? When do you want the
references? At time of applying or when asked to provide?

e Search Committee Members (if known)

e Evaluative Criteria for search committee

e Any supplemental questions you want asked at the time of applying

Getting Started:
To log into People Admin go to the Human Resources website http://www.wpi.edu/offices/hr.html
and click on People Admin Login.

myWPl | News | Calendars | Employment | Library | Offices & Services | Directories SEARCH | keyword [}

STUDENTS ALUMNI PARENTS MEDILA CORPORATIONS

ACADEMICS RESEARCH ADMISSIONS CAMPUS LIFE ATHLETICS ABOUT WPI

OFFICES & SERVICES Home > Offices & Services » Human Resources TEXT Ala = ¥r
HUMAN RESOURCES

Human Resources
About Human Resources / Hotiday Schedule

Benefits & Policies
Compliance

Forms

Jobs

Payroll

Performance Reviews
Resources for Managers

Traini ng & Development

Become Part of the WPl Community
RELATED SITES Considering employment at WPI? You’ve come to the right place to check out job cpportuni
enerous bene

benefits, and learn about the vibrant culture at WPI.

About WPI

Banner Web for Employees

he provost reports

2014">Past |ssue

Zao £y
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You should be in the Applicant Tracking Module (blue). Click on Create New Faculty/Research
Posting and Create from Position Type

Applicants  Hiring Proposals  Onboarding Events | My Frofle  Heip

‘Welcome to your Online Recruitment System

£ Inbox {7 tems need your attention)

Dispiaying Bama for grewe "Human Rescarcss

Postings (2] s @1 Hiring Proposais (0} Position Regquests (4] Onboarding Taska (1)  Special Handling Lists (0

Job Tite Type Curent Siate. Crwerser

Pst Doctorsl Felon FacultyWesearch  Human Resources  Human Resources

Postdocioral Fellow Inlegrating Memisane Protein Biophyalcs and Unnadural Amine Ackds Facultyfeseach  Human Resouices  Human Resources Wy Links

Useful Links

¥our Apphcant Foras
{How Applicants access your PeopleAdmin system)

_—|| Create New x

- | What would you like to use to create this new posting?

tmj /
Lreate 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
specific information inside the posting.

De] Create from Posting r State
E Uses an existing posting as a template and automatically copies in most
information.
=1
BIf moved i
s
BIOLUGY & BIUTECRNOLUGY 1 Clozed/Hemoved |
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Next fill in the position title, division and select your department from the drop down list. Leave
Applicant Workflow State as “Under Review by HR”.

Mew Posting

Poaition Title

Organizational Unit

Division

Dapartmant

Applicant Workflow

Workflow State Under Review by HR

References

Accept references
Online Applications
< Accept online applications?

special offiine application instructions

[ Conone Now Posting T

If you would like to accept references letters for this posting click on “Accept references”. This will
open up more options. Change Reference Notification to “Under Review by Department” which
means when an applicant is moved to the status of “Under Review by Department” (performed by
HR at time of applying for ALL applications) an email will be sent to the references provided in the
applicant’s application. If you prefer to solicit the references at a later time you can select
“Reference Checking” from the drop down list. The hiring department will need to go to the
applicant list and change the applicant’s workflow state to “Reference Checking” which will then
generate and email to the references listed on the applicant’s application. Once all the references
are provided the department will need to change the workflow state back to “Under Review by
Department” or another applicable workflow state from the drop down list.

Next always select “Reference Letter” under Recommendation Document Type.

You can also enter any special offline application instructions. Click on the orange box “Create
New Posting”
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Workflow State Under Review by Hit v &

Candickate Process workflow

References

¥ Accept references

Refsrence Nottication v

Recommandation Workfiow

Aeterence Chicking
Request for Hire

Recommendaticn Document Type

Mot Send Emal

y reference provider submis a Recommendation o1 Hirea

Meet Min Quals

Online Applications

= Accept online applications?

Special ofMiine agglicatien insluctions

PeopleAdmin Eetier Tatent Better Future Comyilght 2015 Al Rights Resarved Laat rebush 1DS20M 1222 AM %

Posting Details:

You should see a green-highlighted message “Posting was successfully created”. Now you will enter
all the required information. As you progress, the box to your left, a type of checklist, will also
show you where you are in the posting. You can click on next when each section is complete. Make
sure you click on the gray “Add Principal Duties and Responsibilities Entry” and “Position
Requirement Entry”. You may add additional entries to each.
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Posting was successfully created.

Y =

Applicants  Hiring Proposals  Onboarding Events | by Profié  Help

Poalngs | FeculyResesich | Test (D) | Cde: Posiieg Detils

Editing Posting Posting Detalls

Posting Details

Budiget

= Check speling

To create a Posting, first complete the infermation on this screen, then click the Mext button o select the page in the lefi hand nawgation menu. Froceed through all sections completng a8

@ Faculty Position Infor necessary information. To submit the Posting to Human Resources, you must go o the Posting Summary Page by clicking on the Next button untd you reach the Posting Summary Page or
select Fostng Summary Fage from the left navigation meny. Once 3 summary page appears, hover your Mouse over the orange ACUon buthon for a list of possibie approval step options.
& Applicant Documents
© Supplemental Questions
© Relarence Leller
© Guest User
Seal ommi
© Search Committes P P——
& Evalusbve Critena
Summary Positon Tite L
Facubty Class Code [Firase selact ]| This Sihd s repsivad
Facubty Tithe [Piease select [ Thois Bt i rmguived
Tenura Trnek
SupervisarManager
with Accass ] This ait
Administrstor .
Location |
Propused Date of r
Employment L
Reason for Hire Flaass selact ] This fiold Is raqisred
If replacement, name of |
person replacing L
Basic Functlon
3 acquired
EEQ Information
|3 pre-empioyment oz 1 secacds check iz
requizen.
Criminal Background
check statement
BiwecklyMonthly seluct |
Principal Duties and Responsibisties
Enter the Duties and Responsibilities by clicking on the Add Principal Duties and Responsibilities Entry button
e e .
Pasibon Requiremernts
Enter Posibion Requiremeants by clicking on the Add Position Requirements Entry button
Add Posliian Roquirements Eniry
‘ s I
PeopleAdmin sener Taent Benier Future Copyright 205 A Rights Resarvea Lo raknen 10252014 1222 A0 [
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Budget:

Enter the Requested Salary Range then click on the gray “Add Budget Information Entry” to add
your FOAPL, Department or Grant Name, Percent and Position Number.

*This is required in order to move this posting forward in workflow.

If you have multiple funding sources, click “Add Budget Information Entry” again to include
additional funding sources.

Postimgs | Facuityfasnarch | Test (rafy | Filie: Fuiget

Editing Posting Budget e [=re) D222

¥ Chack speling

Budget

—
Frov | e

FOAPAL | |

Department/Grant Name | |

Percent | |

Position # | |

[J Remove Entry?

Add Budget Information Entry

When budget information is entered click on Next.

Faculty Position Information:

Complete as much information as you can about associations that will be notified of the opening,
the screening process, any special expectations, advertising and recruiting costs, start up and
support salaries, etc.

The posting date can be today’s date.

You should leave the Closing Date blank: if you enter a date the posting will drop off the website
on that date regardless of the status. Click “yes” for “Open until Filled.

Any “Special Instructions to Applicants” can be entered here. This will show up on the posting.

The advertising sites listed are only a guideline. You should submit your ad and sources to the
Provosts Office for approval who will work with HR to place your ads.

Click Next when finished.
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&

Posting was successtully updated

W/

Tant e 1 pa:

Appiscants

Hiring Proposals  Onboarding Events | My Profie - Help

Editing Pasting

P Details
o Tician = Chusk spelling
Budgal

Faculty Position Infor...

Faculty Position Information

Faculty Pasition Information

6 Applicant Documents Hon.T Track Full.
O Time Equivala
© Supplemental Cuastions ) "
© Relerence Letler Hagin liata.
@ Guest Usar —
© Search Commiltes
Lint bemale and mincaity
© Evaluative Crileria colleagues and
prefessional
Surmimary that will be informed of
ha apaning 5 halp
increase the presence
of minorities and

beenaben in e applicant
pool

Briedly duoscribe the
Intended screenig and
sslectlon process,
inluing mestings or
comventions that may
ba attandad, and by
wheen

nba
uesdurtakun i this
position

Estimated 5

{ie 25 or 50 el ) (Based on coursa-oad)

[ E—
—

Eatimated
ion §

Estimated Hosel
Estimated Meals 3

Estimated TOTAL §

Estimated Funding Requirements

Samn.up Equipmant
Gradusie Stedont

Support
[#studentsifyrs)

Undergradusse Student
upport
[Fatudantafiyrs)

Post Doe Suppon
[#studentaldyrs)

Sursener Salary Support
{fmonthsifyears)

Ofice Space
Raquirements.
Lab Spacaanavation
(81

Ralocatian Support
Othar
Posting Information
Pasting Date
Closing Date

Open uml Filled

Special Instructions ta
Applicants

Advertiving Sources

Additional Advertising
Sources

Crabchinh for Posting

PeopleAdmin Bener Takeat Betier e

L =Acagemickieys.com

[ BustermerkaMonsber com
L1 Cheonicke com

[ "HEJ {Higherdiobs com)
[ “1HE (InsaeHigherEd.com)
L) =AsiansinrsgherEd com
[ *BlacksinHighesEd com

[ "HispanicsinHighseEd com
L1 “WomsiidigherEd com

“Mandatoey for ALL Engneenng Facul

Send ad to Provost Office with a st of
sites you would like the position postad.

b w2k pauplesdimin comipestnga 2032

Copymghe 2015 AD Fagats Aesennd Last mbvest HZ5014 1227 A




Applicant Documents:

Fill in the radial button on each item. Not Used, Optional, Required.

*If an item is “required”, the applicant will not be able to complete the application process if a

required item is not uploaded.

*There is no need to require a List of References if you are using the reference checking section.
You could make this optional if you want additional references not listed on the applicant’s

application.

Click Next when finished.

Editing Posting Applicant Documents

Select the documents to be required with this dem, and those that may opbonally be altached Docurment types marked "Ne
Order  Name Mot Used Optional Required

@ Faculty Postion Info

= 1

Applicant Documents

ar
-
-
@ 4

| OF Cancel

Supplemental Questions:

You may choose questions from a list for prescreening candidates by clicking on the orange “Add a
question” box. If you would like to create your own question, click on Add a new one.

Click Next when finished.

=

Position Required Category Guestion

Add a Question

Supy tal
Category. [T
Add Category Qu

| Uncategorized Hao

| Experience
Exparianca Pia
Experience

1 Uncalegerized Ploase share

Displaying all &

&

Can't find the one you wam? Add a new one
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Reference Letter:

This section manages the automatic emails that will go out to reference providers that were listed
on the applicant’s application. The “Will this position accept reference letters?”” box should be
checked Yes. Follow the prompts for the number of days between reminders and a cutoff date.
You may set a minimum and maximum number of references. We recommend 7 days between
reminders. Any special instructions to the references can be added here also.

Editing Posting Reference Letter prev | I
Postng Detais =
® Check spelling ﬂ
References

Wil this position accept |y

an W
rfarence lotters?

& Supplemenial Questions

Reference Letter Email reminder days

mmittee Cutoff date

Minimumn Nurmber of
Requests

Maximum Numbar of
Raquasts

Instructions to
Reference Provider

Guest User:

Guest Users can be added to view the posting. Click on gray Guest User button. Enter their email
addresses. A username and password will be created and emailed to each user listed when the
posting is active. Guest users will only be able to view the posting and see and print applicant
documents.

s

Guest User Credentials

Guest users may view this posting by using these credentials

Username

Password
8792ef Update Password

Email Addresses of Guest User Recipients

Email addresses (one per line)

Update Guest User Recipient List
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Search Committee:

This feature allows the setup of a search committee for the posting. Follow instructions listed in
People Admin in this section. You may search from existing users or create new accounts. If you
search and do not find the user, enter a request and you’ll receive the message “An account for the
member has been requested”. HR will receive and approve the request. Their name will be added
to the list. You can designate a chair also.

Search Committee Members

Mo Search Committee Members have been assigned to this Posting yet.

Search

Find a User to assign as a Search Committee Member.

First Name] |

Last Name]| |

Email Address] |

Search

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk ().

Account Information

Please enter the following information to create an account for a new Search Committee Member.
First Name | |

Last Name | |
Email | |
Username | |

Submit

Evaluative Criteria:

Click on the button labeled ""Add a Criterion™. A pop up section will appear where you can add an
existing criterion or create a new one. There are two ways to search for approved criterions to add
to the job being posted. You can filter using the key word search or filter by criterion category.
Select which one you want or create a new one.

Assign Points: Click on the criterion that has been added and a dropdown menu will appear where
points can be associated to each answer on the criterion.
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Workflow State: Select the workflow state in the applicant process when you would like for Search
Committee Members to begin rating applicants for the selected criterion.

Criterion Weight: You can designate the weight of a criterion relative to others in the weight field.
It is recommended your total weights add up to 100 in order to easily use this function. (The system
will not check nor force you to have your total weight equal 100).

Add a Ranking Criterion x

Available Evaluative Criteria

Category: Keyword:

Add Category Description

Uncategorized Please rank your computer skills

Uncategorized Please comment on each applicant

Uncategorized 3=argue for candidate, 2=neither argue for or against, 1=argue against
Uncategorized Plzase rank each candidate 1-3

Uncategorized Rank Candidate 1-3

Uncategorized Plzase rank each candidate 1,2, 3 or 4

N Iy I I

Uncategerized
Uncategorized
Uncategorized
Uncategorized
Uncategorized
Uncategorized
Uncategorized
Uncategorized

Uncategerized

Please rank 1-3
Please rank 1-3
Please rank 1-3
Please rank 1-3
Please rank 1-3
Please rank 1-3
Please rank 1-3
Please rank 1-3

Please rank 1-3

Displaying 1 - 15 of 16 in total
+— Previous | Next —

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

Submit

Cancel
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Included Evaluative Criteria

Category Description

Weight Workflow State Status.
Uncategorized Rank Candidate 1-3 Under Review by HR active (%)
Name HUA
Label Please rank
Workflow State
Weight

Possible Rankings Points

3 = Highly Recommend
2=0nthe Fence
1= Do Not Recommend

ii
S| |2

Save | | <<Prev
The search committee will then be able to evaluate the applicants.

Summary:

Review all your entries and edit if needed. If you see an exclamation mark that means required
information is missing. Click on edit and enter the information and click on save. Once everything
is complete and you see all check marks then click on orange “Take Action On Posting”.
Depending on your office policy, submit to Supervisor, Department Head or Dean. Add comments

if you wish. If you keep the “add this posting to your watch list?”” box checked, you will see the
position each time you open PeopleAdmin.

will need to review this section and make necessary corrections before moving

& Posting Details  Edit

Fosting Details

Posting Number

Position Information

Position Title Test

Faculty Class Code
Faculty Title

Tenure Track

Department ACADEMIC AFFAIRS
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Activate Guest User

See how Posting looks to Applicant

I

Print Preview (Applicant View)

Print Preview

I

Check list for posting:

@]

Review ad summary for how many references are required.

Go to settings tab and make sure the “accept references box™ is checked. Reference
notification should be “Under Review by Department”. Recommended document
type should be “Reference Letter”.

Accept on-line applications should be checked off.

Make sure applicant document types are correct (required vs. optional) on the
summary.

Reference letter section should say “yes” — will accept reference letters

Email reminders should be 7 days.

Minimum and maximum number of requests should coincide with what is required
in the ad summary.

Search committee members should all have approved status.

Search Committee Tips

To log into People Admin go to the Human Resources website
http://www.wpi.edu/offices/hr.html and click on People Admin Login.

Getting Started!

You want to be in the “Applicant Tracking” module in the upper right hand corner. The
background for this module is blue. Next, select the “Postings” tab and click on
Faculty/Research. Make sure your user type is set to “Search Committee Member” then
refresh. You will then be able to see the postings in which you were assigned Search
Committee status.
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Postings | FecullyNesonrch

Faculty/Research Postings

0 Bivod Sodech v

Search:

Saarch

| MyProfie  Hep

Mot 38arch opions

Staff and Union position descriptions are created by the hiring department and Staff and Union postings are created by HR.

All Postngs

@ Saved Search: ")

| Position Tithe

Fostings™ (7 liems Found

Requisition Nurmber

FON0OSH

Viewing Applicants:

Departimest

CHEMICAL ERGIEERING
CHEMISTRY & BIOCHEMISTRY

Active Applications.

Gina Forrars, you have 0 massages | Search Committes Membe _El ¢ ka

/ *

ACtENE
Workflow State Last Updated {Actions)
Draft Octaner 01, $013 at 10:47 am ctions
Repusiished Seglemaer 24, 2013 210430 pm Atsns v

Next click on the posting you want to view and select the applicants tab. You will be able to
see a list of applicants. You can view each applicant by selecting actions or clicking on the
last name of the applicant. Their application materials including references will be
available for you to view, print or email.

WP Lvers Site = Uy ¥ [ wwwnpledu/imags =7 WP Users Site = Jot: =

C N Bhp

Pastings |

wpi-training peapleadmin.corm b/ post

# appe P [l ©CORI Deheck 581 [ Banner D DCU| 0

I Posting: Assist
| {Faculty/Researc

h)

Current Status: Republished

Position Type: FacultyRasearch

Drepartreert: CHEMISTRY
BIQCHEMISTRY

Dpbn Savs S4arth +

ACTive Applications.

Crtated by Cynihia Paliogring

& Ownet. Human Resources

Applicants

search: |

12y H

O Unosr Revies

* @ Saved Search "Active Applicationa” (4 -7 |

Last Hane

_—

PeopleAdmin serert

Tirst Hanse
Marg
Vaniat
Jun

tieeta

alam Better Fusuee

Requisttion Numser
Fooo0se
Floo0sP
FOOUOsP
FO0004R

Sench Mot search options

Application Dase

Seplomzer 08 2013 2108 28 peny
Juty 24 2043 a1 10041 am

July 1. 2093 a1 G54 pm

July 04, 2003 319708 prm

Copymight 2011 A8 Righls Resenea

Wioriner Slate fntermal)

Gina FerTare, jou nave 0 messages. | Sesrch Comentias Mamsee (] @ logout =

\WorkMiow Stale [Externe v

Requestfor Mre In Frogiess
Undor Revinw oy DnptCommitice In Frogress
under Review by DepvCommitiee In Frograss
Uinder Resterw by DeptCommitiin In Frogiss
s
=
Lastretrash. 0RODE013 1023 PU H#lp
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Evaluating Applicants:

Should your search committee be asked to evaluate applicants, you may do so from the
actions button at the top of the applicant list and select “evaluate applicants”. A list of
applicants will appear with the evaluative criteria you need to score the applicant. Fill in
your score and comment. Then save.

If you are the Chair of the subcommittee you will be able to view and download all the
search committee’s applicants evaluations by going to the Actions button and selecting
“Download Applicants Evaluations”. There is also an expanded search feature which will
allow you to customize your search and save and download to an excel spreadsheet. You
can go to “more search options” and add an item from the “add column” list. This will
show up as a column header below. You can choose “export results” from the actions tab
and an excel spreadsheet will be created.

Please call the Office of Human Resources if you have further questions on this section.
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Modifying a Position Description (or filling an existing position for
posting):

To log into People Admin go to the Human Resources website
http://www.wpi.edu/offices/hr.html and click on People Admin Login

You should be under the Position Management Module (orange) and your user type should
be supervisor/manager, or department head depending on your position. If you change
your user type, be sure to click on the refresh button next to the box. Click on Position
Descriptions — and select Staff to begin.

 Inbox | PeopleAdmin

Watch List POSITION EMENT ¥

Click on Position Descriptions to begin your listing.
Use the down arrow to select

Help Position Management

Position Descriptions Classifications | My Profile

Human Resources, you have 0 messages. |Admini9trat0r El G' logout

-
Your setting should be

Administrator vs. Employee.

tment System
If you change settings, be sure to click on
the Refresh button.

A list of position descriptions will appear that report to you. Click on the Position Title to
open up the position description that you want to modify.

LoriCostelio, you have 0 messagss. | Supervsouianager * | C  logeut Lo Costslio)

Positinn Descrigtions | Staf

Staff Pasition Descriptions

Grieny Saved Seaicn's soarcr | Saprch | - Higy seattn epont
Agd Cotumm; [ 233 Column

Deat

Acthen

Locked

|Inacthve

Human Fesources
Departmint:

Ponsmion Numser:

Posiion Descriptions ]
@ Saved Search “Position Descriptions™ (© /|

Posmion Tike Department Pasion Number Employee Frst Name Empioyee Last Name Supervisor

Human Rinsources &hanid Loni Costeba Vice Fresidend. HR (Tracy Hassoft)
Human Resouices 09615 Pavicia Cuman Paryrod Manages (Lon Costelio)
Hisman Resoures soREER Mayase Swazwe Fayrca Managat {Lon Costelia)

--------

TH
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Click on Modify Position (Post if Applicable)

I"'- Position Description: Payroll Specialist (Staff)
] Current Status: Active
Priet Prewlew (Emplayee View)

Paosition Typa: Staff Crsatod by Systom Account

Depatment. Human Resources Prieit Preview

View Supendsor

——"_‘-b §  Modify Position (Past f Applicable)

Summary

& Classiication

Tirke/Classification

e Arcounting Clerk
Empioyee Class SF Staff Full Time (non-axempt) - 6141
FLSA Non-Exempt

This message will appear — click on start

Position Descriptions | Staff | Modify Position (Post if Applicable)

Start Modify Position (Post if Applicable) Position Request on Payroll Specialist?

Once it has been started, this position request will lock the position description from other updates until the position request has completed.

[ston | =

Enter the action you wish to take and the reason for your action. Click on next when
finished.

’ WPl Uy B2 = Posifion | = !mm_

[CEUERE-PEEREEY  Classificaions | My Profie  Help

Lol Contell, g= 7| &

11 Moy _ | Payrod Speciin: | Eot

Editing Position Requsst Position Justification EE i >> |

Fiease slect '

#on Reclassicaton
Updats Posiion Descrigion 11 peaitisn
Reglacement of Empioyse
Replocement of Supeniinor

Bl Ujetite

Request Summarny s (2D
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This will move you to the next step which is position title/classification. This is NOT the

position title but it is the classification which the title falls under. Make sure the

appropriate one is selected and click on Next.

Poutmon Koguests | _ | Moaity Position (ot f Appicatie) | Payrof Specirist | Ean

Editing Position Request Proposed Title/Classification

@ FPositon Justihcabion

- Selected Classification
Proposed Title/Classif...

Title/Classihcalion
Tale/Classihicaton
TITLE

Employes Class.

FLSA

Classificadons - Filter these results

& Saved Search: "Classifications™

TITLE

Update any needed information in this section and click on Next when finished

Editing Position Request

Position Information

¥ Check speling )

Employee Infermation
Employes First Mame

Employee Last Name

Positon Information

Position Title Payroll Specialist
Position Number S09615
UmImany GRADE Pleass slect

SuparvisarManager

Castillo, Loel %
with Access

Administrator

BASIC FUNCTION

BlwsaklyManthly Flease salsct *

Empioyer Clss

SF Staf Full Time (non-exempt) - 3141
- 8141
SF Sta Full Time (non-ssempt) - 8141
SF Staf Full Time (non-sxempt) - 6141
SF 5t3% Full Tima imon-gxsmat; - 6141

SF Staff Full

Nan-Exempt
Nen-Examot

Classification Status
Appioved
Appioved
Apprved
Approved
Aporevad

Classications L

[actmms)
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You may add or change information in this section by selecting the Remove Entry box,
deleting and typing in the Principal Duty and Responsibility box itself and/or clicking on
the Add Principal Duties and Responsibilities button. Your changes will be tracked
throughout the process and viewable to the approver.

Remove Entry?

Liaison between payroll and financial aid as it
pertains to student payrcll information.

Principal Duty and
Responsibility

Remove Entry?

Answer guestions and inguiries from the WPI community.

Principal Duty and
Responsibility

Remove Entry?

Other dutiss as assigned.

Principal Duty and
Responsibility

Remove Entry?

Add Principal Duties and Respensibilities Entry

You can do the same with the requirements section. Click next when finished.

Gidiiing Fosttion Request Position Requirements ol st > |

o Justificahion

sments by cheking on the Add Pesition Requirements Entry button

e o oo

= = Position Requirements
Position Requirements

Requirement

00 Cc o e

Make sure all the budget information is included. Click next when finished.
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Budget sove | |2 | RS
¥ Check spelling (v
Budget
Hequested Salary 578
Hange -

Buxdget Information

Enter budgs! information by chicking on the Add Budget Infermation Entry butlon

FOAPAL 110014305141

Position # S09615

Remave Emry?

The next sections (Posting Information, Applicant Documents, Supplemental Questions,
Reference Letter) are if you intend to post this position. If you are doing a modification
you skip and go directly to Position Request Summary.

If you are going to post this position to fill an existing position you will need to enter the
Posting Information.

Enter Posting Information: List the desired posting date and a closing date, if applicable.
You may also check the box “Open until Filled. There’s a space for special instructions for
applicants and a box to list desired external advertising sources. Positions are not
automatically posted to the sites listed. You will have to email human-resources@wpi.edu
to have positions posted externally.

** Important! If you enter a closing date the system will automatically remove the posting
from the web site on that date.

This section will carry over to the posting created by HR.

Posting Information

Posting date 06/14/2013
Closing date
Open until Filled
Special Instructions to
Applicants

Human Resources Weekly

If you would like to
advertise externally,
indicate your desired

advertising sources
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Applicant Documents allows the parameters for documents that must be uploaded. Check
the “Required” box for mandatory documents. If an item is marked “required” the
applicant will not be able to submit their application without attaching these documents.
Check optional if you would like these documents but they are not required. They can still
apply without attaching optional documents. Click on next when finished.

Applicant Documents [Save | [ <<Prev |
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 Cover Letter ®

2 Curriculum Vitae ®

3 Teaching ®

Statement/Philosophy

4 Research ®
Statement/Philosophy

5 List of References ®
G Other .

7 Portfolio .

8 Resume ®

['ave | Or Cancel

Supplemental questions can be as simple as finding out where someone heard about the
position to as complex as assigning points or disqualifying points. Specially tailored
guestions can be added. To add a question click on the “Add a question” box.

Supplemental Questions

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.

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 responses 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

Save <= Prav
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Add a Question

Available Supplemental Questions

Category- | Any E| Keyword:
Add Category Question

[l Uncategorized  How did you hear about this employment oppartunity?

Displaying 1

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

Submit Cancel

Reference letters can be handled through the system, which will generate emails to the
recommenders. Leaving this box marked “No” will keep the current practice of checking
references manually. This function is applicable to faculty searches. Click on next when

finished.

Reference Letter

Will this position
accept reference No E
letters?

Cutoff date

Minimum Number of
Requests

Maximum Number of
Requests

Instructions to
Reference Provider

Save

When all the information has been entered, a summary will be available. Any missing
information will be highlighted with and exclamation mark. Sections can also be edited. If
you make a change, be sure to save it. If all information is complete you will see the check

marks next to each section.
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At the top of the page click the down arrow on the box that says, “Take Action On Position
Request”. Send to your supervisor, department head or division head whichever is the
next level of approval for you.

3 | Peoplendmin
ch List POSITION MAMAGEMENT ¥

G b WP Employos
Parisi

Position Descriptions Classifications | Wy Profie.
Gina Ferrano. you have 3 medsages. | Human Resources = | & jogout

1 Swmmary Annrci Apasin: Proviows | Rer

[*| New Position and Posting: Scheduling Coordinator
| (Staff)  cdi

Curret Status: Dewlt

Positiey Typs: Sett Craated by

Doparinan: ACADEMIC & Cwmar
CORPORATE DEVELOPMENT

Summary o

@ Proposed Title/'Classification  Edit

Thle/Classi fication
TITLE Coosuor
Employes Class. AF Adinnstrative - Fullbtime - 61351
FLSA Exampt

© Position Information  Eda
Fosfion information
Seheduing Coordnaton

Position Tile

SHEW
Pasition Number

L e o .

A box will appear to take action. You may add a comment that the next approver will see.
Check off “Add this position request to your watch list” and you will be able to view it
from your inbox to check on the workflow status at all times.

Take Action x

Submit to Supervisor/Manager (move
to Supervisor/Manager)

Comments (optional)

-

Add this position request to your watch
list?

Submit Cancel
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Once this reaches Human Resources they will then approve the position and post if
applicable.

Approving a Position Description or Position Modification:

To log into People Admin go to the Human Resources website
http://www.wpi.edu/offices/nr.html and click on People Admin Login

You should be under the Position Management Module (orange) and your user type should
be supervisor/manager, or department head or division head depending on your position.
If you change your user type, be sure to click on the refresh button next to the box. Click
on Position Descriptions — and select Staff Position Requests to begin.

POSITION MANAGEMENT 7

Click on Position Descriptions to begin your listing.
Use the down arrow to select

Position Descriptions  Classifications | My Profile  Help Position Management

m PeopleAdmin

Human Resources, you have 0 messages. |Administrat0r El G' logout

=
Your setting should be \

Administrator vs. Employee.

tment System

If you change settings, be sure to click on
the Refresh button.

A list will appear. Find the position that needs approval and click on the position title to
open the position description.

By Department ]
@ Saved Search "By Department™ (107 e Found) g A |
204 5! & T|8!9 13 14 Next -»
[Pending Request Last {Actions|
i Empioyes LastName Employea s "0 Renuest Hame Workfiow State Updated .
AGAGEIC SOOREORME . 5 hiciy Hiw Pasian and Postag: Gantract Adeinistator Potison Appravea il tfonme
DEVELOPMENT e o 0106 P
ACADEMIC 5 CORPORATE T dune 12,2013 st Actonss
DEVELOPMENT SHEW Mew Positon and Postng. Schedulng Coordinater  Posiion Approved 0207 £
ACADEMIC & CORPORATE Newembar 25. 2013 Achonge
DEVELCEMENT SNEW Hew Positon and Posting: Scheduling Coordinator Draft o
New Positon and Posting: Advisor for Academic March 37, 2014 a2 Actiong e
S Son Suppatt and Transibonal Resoutces gl i o4 taPm
Acodemmic Advisiog 806034 . 272087283 Modify Fossion (Post if Applicable): Advisor Academec Positon Appravad Sopbambar 02,2014 Ackonsw
Support &Tech ALOES0 AM
P e . Modidy Posiion (Post if Applicable). Asst Dir, Academic January 09,2015 81 Actionse
ASE DI, ACAGHMIC Advising ALatemic Adisng BOS0BE G H15267401 i Paslon Approved 00T Adh
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This will bring you to the summary of the position description. Review the information.
Sections can also be edited. If you make a change, be sure to save it. At the top of the page
click the down arrow on the box that says, “Take Action On Position Request”. Send to
your department head, division head or human resources, whichever is the next level of
approval for you.

| B - e, ]

L C & hnpsy/carearswpieduy b/ ac

£ dops [ 25t

LSRN  classifications | My Profie  Help

Gina Ferraro. you bave I messages. | Human Resources * € legout

¥ Sunich Husity: Provious | Bext

Position Koquests § - sting 7 Summmar

r' MNew Position and Posting: Scheduling Coordinator

(Staff)  Edit

Curreng Seatus: Dratt

Pasition Type: Staff Crvated by
Depsmant. ACADEMIC & Oumer " ™
CORPORATE DEVELOPMENT

Summary Hestory Sattings

@ Proposad Title/Classification  Eat

Thie/Classification

TITLE Faoydiastor
Emph Class AF Adeninistrativg - Fullime - 6131
FLSA Exempt

¥ Position Information  Emn

Poamon indormation

Scheduling Coordinator
Position Title -

SHEW
Position Number
hiapef cares wpledu/hifschoca 162

A box will appear to take action. You may add a comment that the next approver will see.
Check off “Add this position request to your watch list” and you will be able to view it
from your inbox to check on the workflow status at all times.

Take Action x

Submit to Supervisor/Manager (move
to Supervisor/iManager)

Comments (optional)

Add this position request to your watch
list?

Submit Cancel
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Once this reaches Human Resources they will then approve the position and all changes
will be updated.

Managing your posting in PeopleAdmin

Now that you your open position has been approved and posted on the Human Resources
website along with any additional external sites you will be receiving applications to review.
To locate your applications you will need to log into PeopleAdmin via the Human
Resources website http://www.wpi.edu/offices/hr.ntml and click on People Admin Login.

You should be in the Applicant Tracking Module (blue). Click on Postings and select either
Staff, Faculty/Research or Union whichever opening you have.

€« C' | 8 https://wpi-sb.peopleadmin.com/hr/postings?position_type_id=1

=5 Apps [ 25Live Human Resources - ..

Pos&\gs Applicants  Hiring Proposals  Onboarding Events | My Profie Help
Sta)

Gina Ferraro, yo

Faculty/Research

Postings |/ Staff
Union

Staff Postings

Open Saved Search ¥ Search: | | Search |  More search options

Staff and Union position descriptions are created by the hiring department and Staff and Union postings are created by HR.

Your posting will be listed below. Click on the position title and it will open up the posting.
Once the posting is open you will see the following tabs:

N\

Summary History Settings Applicants Reports Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Cor
popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Pesting Page to Ei
to review this section and make necessary corrections before moving to the next step in the workflow.

@ Posting Details  Edit

Posting Details

Posting Number s00275P

Preitinn Infarmatinn
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Click on the Applicants tab and a list of the applicants will open up. Click on the
applicant’s last name and it will open up their job application where you can view any
required documents such as their resume and cover letter if required.

Last Name First Name Posting Number Application Date Workflow State (Internal)
Applicant Applcant $00275P October 22, 2015 &t 0301 P Under Review by DeptCommitee
Applicant Applicant 500275P October 19, 2015 8t 11:20 PM Under Review by DeptCommitiee
Applicant Applicant 500275F October 08, 2015 at 07:00 FM Under Review by DeptiCommities
Applicant Applicant S00275P October 07, 2015 at01:44 PM Under Review by DeptiCommifiea
Applicant Applicant 500275 October 05, 2015 3t 0252 P Under Review by DepiCommiies

You will also be able to view multiple applicants at a time by clicking on the check box
before each applicants name and going to the actions button above the actions column.
You can also click on the check box next to “Last Name” in the column header to view all
the applications at once. This will open up a PDF.

ACHGQE?

GEMERAL
Ewvaluate Applicants
Download Applicants

Workflow State (External] = valuations )
Review Screening Question
Answers

Download Screening
In Progress Question Answers
mport Application Data
Export Applicants without

In Progress

In Progress Email

In Progress Export results

In Progress BULK

In Progress Move to Posting

In Progress Move in Workflow

In Progress Email Applicants

In Progress —'—* E-E::Fnl-:ac Applications as
In Progress Create Document PDF per

Applicant
Reactivate Applications

In Progress
In Progress

In Progress Actionsw

Select Download Applications as a PDF and you will be able to select which documents you
want to see. Hit submit and a pdf will created.
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Select the document type(s) to use.

& Application and All Documents
Only These Document Types

I Application Data
| Resume

L Cover Letter

I List of References

Submit Cancel

You can view, print and/or email the PDF.

Completing a Hiring Proposal:

Congratulations! You have decided on the applicant for your open position. You will move
through the workflow to create a Hiring proposal, which, when complete, will result in the
Office of Human Resources & Payroll extending a job offer with start date.

Begin with the Posting. Click on the Applicant List. Select the Applicant you wish to hire
by checking off the box before the Last Name and select Move in Workflow from the
Actions button above the Actions column.

E=mEn =
L @ tpac st propleadmin.com e posmngy 1903 job_appscatioms’s 2 = & & || I wpiedu 125 WP Lisers S = Job appica... fali i
Fie ESt View Faoutes Teok He
A E- A AN IR AN AEet -l ENvEE@A-0 @ nQmE 5w B - CE - Pape Seey e Tech- @ 7
Gina Ferraro, you have O massages[Human Rusources v € logsal
Futings | St User Support
= Posting: Administrative User Support Specialist Taks Ackon On Posing
! (Staff)  Eaa
Cumrunt Statun: Pyt
Pasition Typo: Siall Created by Cynthia Lindberg -
Dugartnen ACADEMIC AFFAIRS Cuerer. Human Russurces =
Summary Hstory Sating Applicants Fuparts Hiring Prepeaats Asseciated Posltion Deseription
e Bavad Bearch's Searcn: Search | Wore search option
Active Applications © | unger Revew by Human Resed
© Saved Search "Active Applications™ (15 s Found) @
[ LastName First Kama Fosting Humbes Application Date Waorkfiow Staty fintermal)
i p— Steven sootase Octotar 24 2014 a1 0144 PM
C Mary Ann SOOTA
Boian sootate
wmam pre
M soomane
Fanisha S0anese
1100 Fresr
Ansan soanese
Socin S001a80
Hansa soatese
Soundara spnese Sestomber 12, 2014 #1 0237 FM
Murean sooraE Sestarrbar 12 2014 1 0038 AM
dettray presre Segtumizer 09, 2014 a1 05 2% P n by DegaCommiten
Mo so91ee Sectarear 08, 2014 8 1217 P Uinder Foaview by DupsCommeten
Muane s0oteEe Sestemoer 05 2014 a1 1044 AM Under Fiaview by DegsCommites
-




Change the workflow state to “Request to Hire” and click Save Changes.

D Editing: Workflow States for 1 Applicant

Applicant

Steven Under

Change for all applicants

Current State

Review by Dept/Commitiee

Request for Hire W

New State

—

[Request for Hire

[

You will now see the status has been changed in the applicant list. Click on the last name

of the applicant.

Aclive Applications 0 Under Review by Human Resou
& Saved Search: "Active Applications™ (1% s 1 LS
[[] LastNamé Firgt Nama Podling Mumber Application Dats. Wodidiow State (Mbsrmal) Workflow State (Extamal)
| L — Stven S00145F Oclobas 24 2014 a2 0144 PM Requost for Hin  lfm— In Frogress
-y i Mary An S00145F October 03 2014 a8 02:24 PM Unsder Riaview by DegvCommittes In Frogress
Eian SO0148F October 02 2014 a2 03:41 PM LUinder Review by Dept/Commiftes In Frograss
Witham S00148F Octobes 01, 2014 af 1000 AM Under Roveew by Oegpt'Committes In Frogress
Mt S0014EP Septembsd I8 2014 at 03°36 PM Undar Revisw by Dopt'Commities In Frograss
Ferisha SO014ER Septamear 25, 2014 at 05:06 PM Uredtar Raviaw by DegtiCommittes In Frogress
Risszol 001480 Septomber 35, 2014 at 0322 PM Urder Reviw by Dect'Commiltee In Progress
Antan BO014EP Hentembas 22 N4 A 1214 PM Lindad Rovisw by Dect'Comaifios In Proaness.

The application is now open

. Click on the green “Start Hiring Proposal”

Giia Fertaro, you have O messepes | Hum iies | & logout

Postingy | .. | Ateinistishe Ussr fupoon Specialint (Fesed |« Appicant Review | Sisven iowsrd Reaoest i i Saarch Rewiiliz: Nkt

Job application: Steven (Staff)
Curmont Status: Roquest foc Hin
Appcaion farm: Application

Created by. Stoven
Chner Daparomsert Hest

Usermare stevenis g
Emall emailaddress@red 20d
Phona (Frimary): 860 5396042
Phone [Secandary)

Pasifion Typo: Staff

Dapartment ACADEMIC AFFAIRS

Summary

@ General Information &t

General Infarmation

Last Name
First Nams Tty
Midelle N Michagl

The position you are looking to hire will be listed and the button should already be selected.
Click on *“Select Position Description”
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Agsociate Daant! UG S3umes |

AcABmI Advising 50953 Paul i 01305775 Activg Achdomet Advising
Asg0¢ Dif, ACS30enic Adviting |
Academic Advising S06034 Jessica Aciive Acadamic Advising
1 ACADEMIC AFFAIRS 2 Adthve ACADEMIC AFFARS
2 i Daan of Undergraduses Sudes |
Ass ACADEMIC AFFAIRS 500261 Kristin KN Active ACADEMIC AFFAIRS
I
ASSistant Vice Presidant ACEsemic ANERS
ACADEMIC AFFAIRS S0GRTT Laung 200564741 Bl Active ACADEMIC AFFAIRS
Provnst & St Vics Prasident
ACADEMWSC AFFAIRS 509847 Deborah v 590253434 i Acive. ACADEMIC AFFAIRS
ACADEMIC AFFAIRS S00849 Susan - 897505900 Actve ACADEMIC AFFARE
Exmtulive Asst b Frovest |
CADENSC AFERIRS oo Aetree ACADEWIC REEARE
2 3 4 ¥ 2 25 Nex

Setect Position Dyscription ‘

The hiring proposal will open up and the information for the position will be prefilled.
Review the information and fill in empty boxes (required fields) - specifically the start date,
actual starting salary and title and orientation date. This will ideally fall on a Monday so
that the new hire can begin with New Employee Orientation. Select Next.

Position Number 2

Requested Salary

Range 545,000 - $47,000

Budget Summary

FOAPAL [11001.2000.6131 |

Department/Grant Name |F’rmr05t'5 Office |

Percent | 100 |

Position # |S08916 |

[] Remove Entry?

| Add Budget Summary Entry |

Hiring Information

Hiring Proposal Number

S —

Actual Starting Salary | |This field is required.

Actual Starting Title | |

Orientation Date I:IThis field is required.

Gender Male

Next you will need to attach reference checks. Click the down arrow next to Actions and
select Upload New (they can be uploaded from a saved document) or Create New (you can
type them in). They should include all the details of a reference. When all references have
been uploaded, click Next.
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Editing Hiring Proposal Hiring Proposal Documents
@ Hiring Proposal

POF conversion must he completed for the document to be valid when applicable.
Hiring Proposal Documents
Hiring Proposal Summary Document Type Name Status (Actions)

Reference Check Docurment Actions v

Save << Prey

Editing Hiring Proposal Hiring Proposal Documents

@ Hiring Proposal

POF conversion must he completed for the document to be valid when applicable
Hiring Proposal Documents

Hiring Proposal Surmmary Document Type Name Status (Actions)

Reference Check Document Reference Check Document 08-27-13 07 42:45 PCF complete Actions ¥

The Hiring Proposal Summary will appear. Make sure all information is include and there
are no exclamation marks. If you have all check marks you are good to go. Then, click the
orange box “Take Action on Hiring Proposal” to send to the next level for approval.

kT R-ac m..puau 5 VDT Uy Site = Peition R 1

Fle it View Feontes Took Help

wE-fesa g E ISR losE@aded-—-deNi e BEOvEAEOe-waNQB Fi v Bl v 0% s v Fagev Sateyv Toosw v

PeopleAdmn
APPLICANT TRACKING v

G 10 WIRI Emgioybe
Portal

Home  Pestings  Applicants  Hinng Proposals  Onboarding Events | My Profié  Helo

Gina Ferrara, you hav O messages  [Human Resources ] ¢ logout

SAaft ) . | Swrven ioward (Request for i) | Hinng Proposal - Summary

|"-- Hiring Proposal: Steven " [Staff) Eda
Currunt Status: Draft

Position Typa: Staff Crastad by Gina Fomram

Departmant. ACADEMIC AFFAIRS Ovwmar Gina Ferrar ARl s Phpi b

Applicant Staven : Hiring Propesal Cancalod)

Pasting nl‘miI:\IK_lmliw\ Unar Hiting Proposst A

Suppon Specialist Fiking Proprssl A
Submit b Buidgat |

Surmmary Histnry Settings - 5
SupandsorMaragar

& Hiring Proposal  Eas Dopt- Hosd

Applicant Information

First Name Staven o
dile Hifing Propatal Approved
st . Hiing Propossl Cancaled
Last Name
Curant Address. L4 Eawal Staal
City Beylsion
State MA
Zip Coda. Q1502

Doy Time Phone Number 505396042

Fvenina Phone Number
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Once the hiring proposal is received in Human Resources we will call the candidate to
make the official offer, verifying salary and start date. An offer letter will be generated
and an offer packet mailed to the applicant’s home address.

Closing out a search:

Now that you have submitted a hiring proposal and the official offer has been sent from
Human Resources you will need to update your applicant list by changing the statuses of
the remaining applicants in the queue. By doing this an email will be generated from
Human Resources notifying the applicants that they have not been selected.

NOTE***No emails will be released until the official offer has been accepted and returned
to Human Resources***

Staff Postings — Your user type should be “Supervisor”
Faculty Postings — Your user type should be “Administrator”

Start by opening up the posting and selecting the applicants tab. The list of applicants will
appear. Go to More Search Options and select “Under Review by Department” from
Workflow State (this will allow you to bulk move candidates). Select Last Name and Move
in Workflow from the Actions button above the actions column.

D= B D ey Site = Job appliea.. » | [ Human Resources: Hiring - Wol

N HefAfiese s -Danl RO vEAERarwa QD T I I W v Pagew Sdmyw Toskw @

Dvalt Appiication
nacive
frativa ]
Activelnactive:

Dratt
Lins

Workllow State: e,

Active Apalications O Unger Review by Human Rsoi
o Saved search "Active Applications™ o

Application Dute

r 0, 2004 88 0224 PM
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Select Not Hired from the drop down list and select a reason from the drop list on why this
candidate was not selected. This information is used and gathered for Affirmative
Action/EEO reporting.

NOTE: If you do not want an applicant to get the rejection email, you can change their
status to “Not Hired-Do Not Send Email”. A reason for not hiring will still need to be
selected.

**Applicants do not see the selected reasons.

Select Save Changes.

Hostmgs ASMINISEIYD USE SUPPOI SHOCANISE | APERCan] Heview | BN WORKIoW S1atu UTiangs
Editing: Workflow States for 13 Applicants —e
Change for all applicants | Mot Hired et
Applicant Current State Hew State
Mgt Undes e ot Hied “
L Inder ol Hired w
Juttey al Hi -
Maureen Under Review by DepiCommities ~
Soundara © | Under Review by DeptiCommitiee -
Hannan | Undis R by DepliCommities ot
Sofockes = Under Reveew Dy DepliCommitied A
ARsan Under Review by DeptiCommites ~
Russell Under Review by DepliCammities v
Ferisha Under Review by CeptiCommites ~
Matthew Under Review by DepCommities -
Srian Under Review by GeptiCommities w
ary Ann 2 Under Review by DeptCommitiee w
Save changts [LUREEIE
PeopleAdTin Better Talent. Better Future Cogyright 315 Al Rights Reserved Last enbnsy 100252014 1232 AM Hu G

The applicant list will now show only the person hired. The remaining candidates have
been moved to inactive status. You will be able to view them if needed by clicking on More
Search Options and selecting Inactive.

Hequest Inlerview
Active Applications o
@ Saved Search “Active Applications™ o
Last Hame First Kame Posting Numbs: Anpticaton Date Workflow State (intemal) Woakdlow State (Extermal) ihetions)
Stevon S00188F Cciober 28, 2014 at 0184 PM Pt for Hing In Proghess 2003

You have now successfully completed a search. Human Resources will mark it filled and
the candidates will be notified.
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