Human Resource Services

Creating a Posting for Applicant Tracking (Blue Screen)

1. Loginto PeopleAdmin by going myMU.
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You will look for Quick Links and choose the PeopleAdmin icon.



MARSHALL

Username

Password

Log In

Authenticate with single sign-on?550 Authentication

2. You will be defaulted to the Employee Group on the Applicant Tracking (“Hire”) screen, so you will
need to select the User Group of Dean/Director and select the Position Management screen.

a. Selecting the Correct User Group:
You can do so by using the drop down menu under your name on the upper right hand side of
the screen to select the user group.

Postings = Hiring Proposals = Shortcuts =
Welcome to your Online Recruitment System

Alerts 40 Filled Postings

I act M Aave

3. Onthe home page, hover your mouse over the “Postings” tab. Select the correct Position Type for
your position you wish to post.
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User Group:
Peop Dean/Director v

Home Postings ™ Hiring Proposals ~

Non-Classified/Classified Exempt

Welcome t@  classified/Non- Exempt tem
Faculty ) )
Inbox MURC Users 236 Hiring Proposals s Position Requests @ 0 Filled Postings

Last 30 days

0

1. Click the “+Create New Posting” orange button to the right side to begin your Applicant Tracking
posting work flow.

Onboarding Tasks 2 Special Handling Lists 3

Postings / Faculty

Faculty Postings

Saved Searches v m Q More Search Options v

2. A new window will pop up, asking you how you want to create your new posting. Use the “Create
from Position Description” option.

| ]

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

tiorn

Copies in most of the information from a position description.

3. Find your position by typing the position number of the position you wish to post in the search bar.
Click on your position and continue to the next screen.
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Postings / Faculty / Create from Position Description

Faculty Position Descriptions

o pS— 123456 Q Hide Search Opions v

/Add Column ﬂ

dd
Column:

Ad hoc Search x Faculty Position Descriptions

Ad hoc Search ) Save this search?

Position Title Department Status

Assistant Professor Accountancy/Legal Environment - MU2310 Active Actions v

4. At the Position Description screen, you will see the information that was entered in at the Position
Management (orange) screen side. Review this posting and if it is satisfactory, you will click the
”ECreate Posting from this Position Description” at the right side of the screen.

Position Descriptions. / Faculty / Assistant Professor

™) Position Description: Assistant Professor (Faculty)

Curent Status: Active Q) Create Posting from this Position Description

Position Type: Facuity & print pr

Department: Accountancy/Legal

* View Supervisor
Environment - MU2310

W Modity Position Description
Summary | Seftngs  Hstory
@ Classification
None specified.

@ Position Details
Employse Information

Employes First Name
Employee Last Name

Employee 1a

Classilication Details
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5. The New Posting screen you will enter the Position Title, Entity (MU or MURC), Division and
Department. Use the Position Type handout to determine the appropriate applicant workflow state.
The rest should not require any changes unless specified. After you have entered the information,
click on “Create New Posting” on the right side.

Postings /Faculty / New Posting

| .
§ New Posting Cancel
:7 Greate New Posting  [S

* Required Information

Position Title * [Assistant Professor

Organizational Unit

Entity * MU ~
Division * Academic Affairs - MU ~
Department * [ egal -MU2310 ~

Applicant Workflow

Worldlow State Under Review by Committee /|

When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

References

Reference Notification ~

Request References to submit Recommendations when candidate reaches selected woriflow state?

Recommendation Workflow M

When all Recommendations have been provided, move to selected workflow state?

Recommendation Document Type

Allow a document upload when a reference provider submits a Recommendation?

6. The Position Details screen is where you will review the information, add the posting detail
information if known (open date/close date), select if open until filled (yes/no), if posting needs to
be placed on HigherEd (yes/no) and add the search committee chair if known at the time. You will
need to scroll down to see the rest of the information. When you have entered all the information,
click on “Next.” (HR will review at the end and make any changes necessary.)

Postings / Facully / Assistant Professor (Draft) / Edit: Position Details

s e @

@ Position Budget Inform. ¥ Check spallin

© Supplemental Guestions Ta create a Posting, first completa the information on this screen, then click the Naxt button or select the page in the left hand navigation menu. Proceed through all sections completing all necessary information. To submit tha Posting to

& Applicant Documents Human Resources, you must go to the Posting Summary Page by clicking on the Next button until you reach the Posting Summary Page or sslect Pasting Summary Page from the left navigation menu. Once & summary page appears, hover
your mouse over the orange Action button far a list of possible approval step options.
& Posting Documents

@ Guest User

n

123456

& Search Commiittee

Requests

Location MU University

FLSA Non-Exempt

Salary Rangs

Commensurate with qualifications.

Paosition Summary Info

with and col pro

in person, by phone and electronic:

Floquired OQualiications |
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Posting Detail Information

Lovel 1

Posting Number [

Opene —
Close Date [

Opan Until Filled ™

Special Instructions
Summary

Post Position at
HigherEdJobs.com?

Thank you for your interest In this posttion. The
screening and selection process Is currantly
underway and will continue until a successiul
lcandidata is chosan. Should review of your
‘qualifications rosuit In a docision to pursuo
\your candikdacy, you will b contacted

Pass Message

Thank you for your Intorast n this position.
Based on your responses to the questions on
the employment application, you do not meet
the minimum qualifications for this position.
Please do not let this discourage you from
applying for other positions thal interast you

Fail Message

Search Committes Chair

mes

7. The Position Budget Information screen is where the budget information is entered. The budget
information should be here if it was entered in the Position Management screen so you will just click
the “Next” button. If not, you will click the blue button named “Add Budget Summary Entry” and
add the information; click the “Next” button.

Postings / Faculty / Assistant Professor (Draft) / Edit: Position Budget Information

Editing Posting

© Position Datails

Position Budget Information

o [ L]

Position Budget Inform... " Check spelling

© Supplemental Questions

© Appilcant Documants

© Posting Documents

© Guest User

© Search Committes
Reference Requests

Summary

* Required information
Budget Summary

Budget Fund 123456

Budget Org 1234

Parcentage Funded 100

] Remove Entry?

Add Budget Summary Entry
(e |

8. The Supplemental Questions screen, this screen is where you can add a variety of questions that
can help you can help filter applicants.
To add a question, you will click on the “Add a question” orange button.

Postings /Faculty / Assistant Professor (Draft) / Edit: Supplemental Questions

Editing Posting

© Position Details

© Position Budget Inform.

© Applicant Documents

© Posting Documents

© Guest User

© Search Committee
Reference Requests

Summary
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Supplemental Questions

o B o]

Adding New Posting Questions: Ciick on the button iabeled "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 fiter using the key word search or filter by question category.

Assign Points or Disqualifying Responses: Ciick on the question that has been added and a dropdown menu will appear where points and disquallfying responses can be assoclated to the posting question.

Posting Question Options:Once quastions have boen added to the posting, you will s0e a cotsmn of
‘Questions

to the left of question; checking t

will make a question required. Spocial Systom Tab hara for Supplomental

Included Supplemental Questions Add a question

Postion  Required  Category Question Status x

o Em s



9. Anew screen will pop in the center and you can view all the available questions that can be used to
filter your applicant pool. If you do not see a question in the question bank, you can create a new
one by using the “Add a new one” just above the Submit and Cancel buttons.

Available Supplemental Questions

Category: | keywora:

Add Category  Question

[] Uncategorized How did you hear about this employment opportunity?
Education Do you have a high school diploma or equivalent?
Experience  How many years of Accounting experience do you have in a higher education setting?
Education Do you have a bachelor’s degree?
Education Do you have a Master’s Degree?
Education Do you have a terminal degree?
Education Wil you have a bachelor's degree in Computer Science or related field within the next 6 months?

Experience Do you have over 2 years computer related work experience?
Uncategorized Are you willing to work different shifts?

Experience Do you have at least 6 months of Receiving Experience?
Uncategorized Can you lift up to 75 pounds?

Education Do you have a valid driver’s license?

Experience  How much Pre-K teaching or daycare experience do you have?

Education Do you have 18 months or more of education beyond high school or 10 years or more of related
experience?

O Ooooooo0oo0oooao

Experience Do you have 2 years or more of related experience?

Displaying 1 - 15 of 41 in total
« Previous | Next —
Can't find the one you want? Add a new one

Submit || Cancel

10. The next screen that will pop up will be the screen to enter the information in for the Supplemental
Question. You will name your question, select the category, type your question in the text box and
then mark it as either Open Ended or create Predefined Answers.

e The Open Ended questions allow the applicant to write in their answers, these do not create
a filter but give the ability to add an evaluation tool for the search committee.

e The Predefined Answers allow for automatic filtering of the applicants. These answers can
be simply, YES or NO, and you will mark one as the disqualifying answer. The

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

Name. [ ]
Category Please select a category v

Question

Possible Answers

® Open Ended Answers

Predefined Answers

Submit | Cancel

See the next page for an example of a question that has predefined answers.
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11. When you complete entering the information into the “Add a Question,” you will click the “Submit”
button. Then the next screen is where you will add your disqualifying answers if you created
predefined answers.

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

Name * [HR Experience ]
Category
Question * Have you had previous HR experience?

Possible Answers

© Open Ended Answers

® Predefined Answers

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

Possible Answer 1:[Yes |

Possible Answer 2:{No] ]

Possible Answer 3:[ ]

Possible Answer 4: |

Submit || Cancel

12. To create your disqualifying answer, you will click on the question on the Supplemental Questions
screen so it will show you your predefined options. You will check mark the disqualifying answer or
if you have more than two options you can create a points system. You will then click the “Save”
button.

Included ntal Questiol
ne Supplomes the Add a question

Position Required Category Question Status

] Experience Have you had previous HR experience? pending

Possible Answers: Predefined Options

Answer Points Disqualifying
1 Yes [
2 o ] o

13. Once your question has been added, you will click “Next.” HR will approve the question later in the
workflow.
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Postings /Facuity / Assistant Professor (Draft) / Edit: Supplemental Questions

Editing Posting

@ Fosition Detalls

© Position Budget Inform...

@ Applicant Documents

© Posting Documents

© Guest User

@ Search Committee
Reference Requests
Summary

Supplements Guestions 3 BT

Adcing New Posting Questions: Click on the button labeled *Add a Question®. A pop Up section will appear Where You can acd an existing question or create a new one.
Adding Existing Posting Guestions: 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 Paints or Disqualifying Responses: Click on the question that has been added and a dropdown menu wil appear where points and disqualifying to

Posting Question Options:Once questions hava baen added 1o the posting, you will sae a column of checkboxes to the laft of each question; checking these boxes will make a question required. Spacial System Tab here for Supplemental
Questions

Included Si al Questions
—-— |

Position Required  Category Question Status x

1 ] Uncategorized How did you hear about this employment opportunity? active x

14. The Applicant Documents screen is where you will select the documents required for the applicant

to upload to

apply for the position. The three used (unless otherwise specified) is Resume, Cover

Letter and List of 3 References with Contact Information. Select your documents using the
“radio button,” click “Save” after it saves then click “Next.”

Postings / Faculty / Assistant Protessor (Draft) / Edit: Applicant Documents

Editing Posting

@ Position Detalis

@ Position Budget Inform...

@ Supplemental Questions

© Posting Documents

© Guest User

© Search Commities
R

Summary
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Pevtcat Docmer =

Appiicant do s can be Included In the app process by to make the ptional and Required to make mandatory to comp appiication process.
Oraer  Namo Mot Usad optional Roquirea
] Rosuma ®

Caver Letter ®

[3 ] GCumculum viae @

[+ ] Teacning Prisosophy -

Theee Latters of Reference ®

[6 ]  +ignSchool Diploma/G. E.D. ®

Other Document -

[E ] omonarom .

[0 ] other Attachment ®

[10 ]  Ofter Leiter ®

[11 ] contract B



% |

2a |

=]

7]

Save

Othar Licenso or Certimcation

HP Gither 2

HP Gther 3

List of Three References w/conta. .

Vision Statemant - Dean

Copy of Universal Technician Cer

Two Sample Syflab

Unoflelal Transcripts

Statemant on Parsonal Craative. .

20 EXAMPIGS Of Croative and/or S..

Course Syllabl

20 Examples of Student Projects

Statamant of Teac 1 Rase.

Statemant of Research Focus

Leadarsmip PRIOSopny

©V or Resume

or Cancel

15. **HR ONLY - The Posting Documents screen is where you will add the freeze committee form. You
will click on the “Actions” bar associated with the freeze forms and click on the “Upload New”

option.

Postings /Faculty / Assistant Professor (Draft) / Edit: Posting Documents

Editing Posting

© Position Delails
© Pasition Budgat inform.,
© Supplemental Questions.

@ Applicant Documents

Posting Documents

© Guest User
© Search Commitee
Reference Requests

Summary

Posting Documents

To add a document to the posting, hover over the blue Action text link lo the right of the document name.

£ 3 e

Documents can be upioaded by browsing for the document or a document can ba written or previously selectod. Document types that are supported as attachment Include .doG, .d0CX, -paf, rH, rtx, txt, iff, ti, jpog, Jpe, Jpg., png, s
ana xisx. Al documents uploaded will be converted to paf for securtty.

PDF convarsion must ba complstod for tho document to ba valkd when applicabio.

Documant Type

Marketing Plan

Print Ad Taxt

Freeze & Recruiting Forms

Authorization to Offer the Job

Selection Document

Othar

Position Description Documents

Documant Type

Organizational Chart

Name

Organizational Chart 08-10-16 14:38:50

Status.

(Actions)

Actions v
Actions v
Actions v
Actions v
Actions v

Actions v

Status {Actions)

Actions v

**HR ONLY - On this screen, you will click on the “Browse” button, find the file you wish to upload then
hit the “Submit” button. If there are other forms you need to upload, just repeat those steps with the
other documents listed.
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Postings / Faculty / Assistant Professor

Upload a Freeze & Recruiting Forms

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

Name [Freeze & Recruiting Form]

O E—

File to upload Browse...

16. **HR ONLY - The Guest User screen is used if there is a search committee member that is not a
Marshall employee and does not have a marshall domain. (i.e. — student on the search committee.)
To add a guest user you will click the blue “Create Guest User Account.”

Postings / Faculty / Asststant Professor (Draft) / Edit: Guest User

Fonaresen ot EEm s

© Position Detalls

© Position Budget inform... Glick on the Greate Guest User Account button. The system will automatically generate a Guest Usemame. Guest Users will still need fo contact the Hiring Manager or HR to receiva the Guest User Password. You may updata the

© Supplemental Questions password If neaded.

© Applicant Documents You can also notify the members of the review committee by adding thelr email address in the Email Address of Guest User Recipients. Each emall address must be on a separale line, Once you have added all of the emall addresses, Glick

© Posting Documents on the Update Guest User Reciplant List to notify the review commitiee users.

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

© Search Committea Want to give guests access to view this posting?
Reterance Aequests

Summary Create Guest User Account

**HR ONLY - The username and password is created for this positon automatically, you will need to add
the email addresses of the guest user and click on “Update Guest User Request List.” Click on “Save”
after it saves then click on “Next.”

Postings / Faculty / Assistant Professor (Draff) / Edit: Guest User

— G [ | -

© Position Detals

© Position Budget Inform... Glick on the Greate Guest User Account button. The system will automaticalty generate a Guost Username. Guest Usars will still nood to contact the Hiring Manager or HR 1o recoive the Guost User Password. You may updata the
© Supplemental Questions password If neadad.
© Applicant Documents You can also notify tho membars of th review commitiae by adcing their emall address in the Emall Address of Guest User Reciplnts. Each emall address must be on a soparate fine. Once you have added all of the emall addrasses, click

© Posting Documants on the Updata Guost User Raciplent List to notify the review committea users.

When finished or 10 skip this section, click the Next button.

@ search Commitica Guest User Credentials
Reference Requests

Guest users may view this posting by using these credentials,
Summary

Usemame
gu21697

Password

7Y1XTa Updata Password

Email Addresses of Guest User Recipients
Emall addresses (one per ling)
studentaiive marshall edu
othenser@gmail.com

Update Guest User Recipient List
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17. The Search Committee screen is where you add the search committee members. To add the search
committee, you will click on the “Add Existing User.” A new window will pop up.

**PLEASE NOTE: DO NOT USE THE CREATE NEW USER ACCOUNT. IF YOU CANNOT FIND THE
INDIVIDUAL JUST NOTIFY HUMAN RESOURCES AND THEY WILL ADD THEM AT THE END OF THE
WORKFLOW.

Postings / Faculty / Assistant Professor-Ophthaimology/Pediatric Specialist (Posted) / Edit: Search Committee
N G

@ Position Details
© Pasitl Budget Inform... .
e Search Committee Members

@ Supplemental Questions

@ Applicant Docurments Name Email Committes Chalr Status {Actions)
@ Posting Documents
Add Existing User Create New User Account
© Guest User
oee ] e e |

Summary

In this window, use the drop down menu in the Department to the blank option or you will get the “No
Users Found” when you search. The type the last name of the search committee member. Then on the
same line as their name click on “Add Member.” Repeat until you have all of your members for the
search committee. You can then click on the “Close” button or on the “X” button to close the window.

| 2]
Search: |harboud x |
Department: ‘ V|
Display search committee user group members only
Last Name First Name Email Department Committee Chair (Actions)
Harbour Alisha 2zz@peopleadmin.com Marshall University O
Displaying 1 User
Create New User Account Close

You will see the list of the search committee members. You will then click “Save” then the “Next” button
to move to the next screen.

Postings / Faculty / Assistant Professor-Ophthalmology/Pediatric Specialist (Posted) / Edit: Search Committee

@ Position Details
© Position Budget Inform... B
Hon Tuese Search Committee Members

© Supplemental Questions

® Applicant Documents Name Email Committee Chair Status (Actions)
Posting Documents
© Posting Docurnen Alisha Harbour zz2@peopleadmin.com O approved Actions v
© Guest User
Search Committee Add Existing User ] Create New User Account
Summary

18. At the Summary page, review your posting as this is what the applicant will see when it is posted. To
make any changes, click on the edit button and go through each section you wish to make any

changes.
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Postings / Faculty / Assistant Professor (Draft) / Summary

(-

\ - Posting: Assistant Professor (Faculty) Edit Take Action On Posting v
Current Status: Draft Keep working on this Posting
Position Type: Faculty Created by: Alisha Harbour WORKFLOW ACTIONS
Department: Accountancy/Legal Owner: Alisha Harbour Canceled (move to Canceled)
Environment - MU2310 Approve (move to Vice

President)
Summary History Settings 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 Comment to
the posting and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit
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 Posting Page to Edit If a

section has an orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving to the next step
in the workflow.

@ Position Details  Edic
Position Information

Banner Position Number 000384

19. Using the orange button named “Take Action on Posting” approve your position to the next process
through the posting work flow. (Refer to the Posting Workflow Handout for the process).

20. **HR ONLY - It will continue to go through the approval process then the last stop is to HR (Freeze
Committee Review). HR will review the posting to ensure that the posting is coherent, add any
missing information, etc. HR will then use the “Take Action on Posting” and use the “Posted” option
so the posting is live and ready to accept applications.

a. Check the settings to make sure that the applicant workflow is correct.

b. Check to make sure all of the main information is complete: title, salary,
description/qualifications, budget, open/close date (refer to Position Type handout), search
committee chair/members, supplemental question, applicant documents, posting
documents.
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