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Human Resource Services

Modifying Marshall Position
Position Management (Orange Screen)

Before You Begin:

Beginning November 1, 2026, Marshall University will begin a Strategic Hiring Committee
(SHC) process. Your position must be approved by the Strategic Hiring Committee
before moving forward in PeopleAdmin.

Every campus hire will now require appropriate data, vice presidential approval, and
university review before recruitment begins. While this will become the new standard, we’ll
still work to accommodate any unique or emergency situations. When needed, our HR
staff will be ready with their expertise and support.

Before submitting a position request, please consider the following:

e Do youwantto make changes to the position, and possibly reclassify? If the job is
significantly changing or is an older position you are reactivating that needs to be
reviewed, you must first submit the Job Description Review Form before completing
the SHC Position Request Form.

e Once the review is completed, you will then proceed to completing the SHC
Position Request Form.

Links to the Strategic Hiring Committee Position Request Form as well as Instruction on
how to complete the form are listed below. For steps to take and additional information, go
to the Strategic Hiring Committee page at https://www.marshall.edu/human-
resources/strategic-hiring-committee/.

e Strategic Hiring Committee (SHC) Position Request Form
e Instructions


https://www.marshall.edu/wp-content/uploads/sites/120/Job-Description-Form-1.pdf
https://www.marshall.edu/human-resources/strategic-hiring-committee/
https://www.marshall.edu/human-resources/strategic-hiring-committee/
https://federation.ngwebsolutions.com/sp/startSSO.ping?PartnerIdpId=https://sts.windows.net/239ab278-3bba-4c78-b41d-8508a541e025/&SpSessionAuthnAdapterId=marshallDF&TargetResource=https%3a%2f%2fdynamicforms.ngwebsolutions.com%2fSubmit%2fStart%2f801d6031-cf80-4fec-bf24-285558505a83
http://www.marshall.edu/human-resources/wp-content/uploads/sites/120/2026/10/Strategic-Hiring-Committee-Instructions.pdf

If you do not have People Admin privileges as Dean/Director, you will need to have your
supervisor complete the following link before moving forward. People Admin Privilege
Form

1. Loginto PeopleAdmin by going to myMU.

APPLY VISIT GIVE 2 Search our sit FIND INFO FOR v ATHLETICS BLACKBOARD MYMU

i\ & |
MARSHALL MEET MARSHALL ADMISSIONS -\ ICS AARSHALL REQUEST INFO

You will look for Employee Quick Links on the right side and select PeopleAdmin.

@ Employee Quick Links

- Advocate - Submit a Report
- AlTools

- ARGOS

- Banner

- BERT

- BigInterview

- Campus Card Account
- Commuter Meal Plans and MU Parking
- Course Evaluations

- DegreeWorks

- Digital Measures

- Directory

- Dynamic Forms

- EAB Navigate

- Event Scheduling - Astra
- General Election

- Handshake

- Maps & Locations

- Marshall Marketplace
- MILO

- MU Alert

- MUBook Store

- MU Skills Exchange

- MyPay

- MyApps

- PEIA
- PeopleAdmin



https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCPYCSWIGZNnC1mHbtZjQ1wYDqLVsIypqR8sHKfzhh89j4MexmDTWvp2fEld_4sWwM*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhCPYCSWIGZNnC1mHbtZjQ1wYDqLVsIypqR8sHKfzhh89j4MexmDTWvp2fEld_4sWwM*

2. Click on the red link Marshall University Employee Server Log-In. Do not enter your username or
password.

MARSHALL

Usemame

Password

3. 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

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.

Shortcuts ~

b. Selecting the Position Management Screen:
Select the Position Management (“orange position description”) screen.

You will click on the “dots” next to the Applicant Tracking Screen and then select Position
Management.

Shortcuts =




4. You will click on the Position Description tab and select the correct position type to begin
modifying your position in PeopleAdmin.

Welcome to

Alerts (2 a

TYPE MESS

Non-Classified/Classified Exempt
Non-Classified/Classified Exempt Position Requests
Non-Classified/Classified Non-Exempt
Non-Classified/Classified Non-Exempt Position Requests
Faculty
Faculty Position Requests

MURC

Last | n
subr MURC Position Requests IT'I
N

5. After you have selected the correct Position Type, type in the position number and select the
position you wish to modify by clicking on the position number or title. (Please note: You will not
find your position if you are under the incorrect position type).
*** Do not select “Create New Position Description, unless this is truly a new position with new

Banner Number issued by Human Resources - versus being a vacant position.

Saved Searches v

default

O Banner Position Number
O 000399
O 000400

D 000401

Classified/Non-Exempt Positiol

Ad hoc Search (@F) Save this search?  Selected records ) X Clear selection?

Position Title
Administrative Assistant
Administrative Assistant

‘Administrative Secretary Sr.

riptions

m‘ More Search Options v |

Z]dSG?S‘J..ZlZZNEﬂ—
Status Created Date
Active November 15, 2013 at 05:37 PM
Active November 15, 2013 at 05:37 PM

Inactive Navember 15, 2013 at 05:37 PM

+ Create New Position Description

{(Actions)

Actions ~
Actions v

Actions v




7.

6. At the Position Description page, you will click on “Modify Position Description.”

"| Position Description: Human Resources Assistant lll (Classified/Non-Exempt) ~ #*

Current Status: Active

Position Type: Classified/Non-
Exempt

Department. Human Resources -
MU1065

Summary | Setngs | History | Assoclated Classification

© Classification  #

Classification Information

Classification Title HR Asst Il

Classification Code 3407

You will get to the Start Modify Position Description Position Request on [Position Title] screen, you
will click on the blue “Start” button.

Start Modify Position Description Position Request on Human Resources Assistant III?

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

At the Position Justification screen, you will explain:

o If you are reclassifying a vacant position — you would mark reclassification and vacant position

o The need for the position including the negative impact on business operations, safety concerns,
and/or accreditation requirements.

e Include any methods for funding and the proposed funding sources.
Search Waivers- The waiver is approved only in rare circumstances.

If you are requesting a waiver, please include the information in the justification screen. You
will also need to upload the following in the document section:

o Resume/CV of the individual
o Justification Memo



Reason for Modification

] Change in Job Responsibilities
[ J Change in FTE

[ New Position

Reason for Position |_| Re-classification
* Modification [ Request Search Waiver

] Update Job Description (Informational Only, Will Not be Reviewed)

Vacant Position

This field is required.

Position Justification

Vacant position |

+ Justification of Need
Explain the need for this position including the negative impact of business operations, safety concerns, and /or accreditation requirements. Please include any methods for funding and the proposed Y
sources.

IFrequesting a search waiver
Waivers are approved in rare circumstances. If requesting a search waiver, please attach a justification memo and the resume/CV for the candidate.

m Save & Continue

At the Classification screen, first review the classification details that appear.

If the classification is correct, you will click on the “Save and Continue” button.

If you need to choose a different classification, select the correct classification for the position
by using the “radio” buttons next to the classification. You will click “Save” after it saves you will
see the details about the classification. Then proceed by selecting “Save and Continue.”

Editing Pesition Request -
e T T

© Position Justification

© Pasition Details Selected Classification

@ Position Budget Inform...

® Applicant Documents Classification Details

@ Supervisory Position
Classification Informatian

© supplemental Questions...

© Position Documents Classification Title HR Asst
Position Request Summary Classificstion Code 3407
FLSA Mon-Exempt
Salary Grade 4
Min Salary 29500
EEO 50

Classifications - Filter these results

Classifications “Classifications” Ef) X Delete this search?

H:: 45 nex—

Classification Job Title Created Date (Actions)

Mgr/Physical Plant | November 14, 2013 st 04:50 PM Actions v

Acad Program Assoc Mavember 14, 2013 at 04:50 PM Actions v




10. At the Position Details screen, you will enter the title, Banner Position number, job description,
required qualifications, and other information about the position that is required. You will scroll
down to see all information that is required (with an *asterisk) and optional information that can be
included in the position details. Once you have entered the information, you will click on the “Save
and Continue” button.

Editing Position Request

- [ane [ <o | et oo
© Position Justification
© Classification
@ Position Budget Inform. " Req .
Pasition Information
© Applicant Documents
© Supenvisory Position Classification Type: Please selecl ¥

© Supplemental Questions. + Position Title Human Resources Assistant Il

© Position Documents

002687

Position Request Summary

11. At the Position Budget Information screen, you will enter the budget information for this
position. After you enter the budget information if it has changed, you will click “Save” after it saves,
then click the “Save and Continue” button.

**|f the budget is split you can hit the blue button “Add Budget Summary Entry” and you can enter
the 2" funding information. Just make sure that all funds together equal 100%.

Editing Position Ri . "
S Posion | g ot [ [ croe | st
@ Position Justification

© Classification
© Position Details

- Check spellin
© Pasition Budget Inform... o

© Applicant Documents

© Supervisory Position

© Supplemental Questions..

© Position Documents
* Percentage Funded |100 |

Position Request Summary
(] Remave Entry?

Add Budget Summary Entry

[ame | <o | e

*** Depending on position type the following sections might be in a
different order than what you see on your screen based on the position
type.***



12. On the Applicant Document screen (if it should populate, it normally doesn’t for modifications),
please do not add the documents here. If you see documents listed as required or optional, please
list them as “Not Used”. “Click save and continue” this page and you will have the opportunity to
the documents when you create your posting (on the blue side, Applicant Tracking).

Editing Position Request _
m m Save & Continue
Position Justification
© Classification
© Position Detalls Order  Name Not Used Optional Required
© Position Budget Inform...
© Applicant Documents [ Resume ®
© Supervisory Position
© Supplemental Questians.. 2 Cover Letter ®
© Position Dacuments
Pasition Request Summary 3 Jmicubm Viss ®
[4 Teaching Philosophy ®
|5 Letters of Reference ®
6 High School Diploma/G.E.D. @®
et
Order  Name Not Used Optional Required
D Resume ® [e] Q
Cover Letter ® [e] Q
Curriculum Vitae ® [e] Q
Teaching Philosophy ® [e] Q
Letters of Reference ® [e] Q
E High School Diploma/G.E.D. ® [e] Q
Other Document [C] [e] [}
Criteria Form [C] [e] [}
Other Attachment ® o le)
Offer Letter [C] [e] [}
Contract [C] [e] [}
—

13. At the Supervisory Position screen, if the supervisor has changed for this position, you will select
the correct supervisor for the position using the “blue” filter these results. The box will pop up
where you can type in the supervisor’s position number or name and select their position type —
then hit Search. Then the selection will populate down below, and you hit the “radio” button. You
will click on the “Save and Continue” button.



**Please note that the supervisor listed on this screen needs to match the name listed on the

Position Details Screen, and you can only have one supervisor listed.

© Position Details
© Position Budget Inform..

@ Applicant Documents

© Supplemental Questions

@ Position Documents

Position Request Summary

Selected Supervisor
Job Title Associate Director/Human Resources view
Position Number 001719
Position Type Non-Classified/Classified Exempt
Org Unit Human Resources - MU1065
First Name Mary
Last Name Chapman
Email chaprganm@marshall edu

Position Descriptions - Filter these results

default bl “ciciauic ) X Delete this search?

Supervisory Position

Selected Supervisor

Position Number 001719 Pasiion
Type [ Non-Classified/Classified Exempt V|
Position Type NonCla
— tuman Column: [ Add Cotumn v
T Mary | Posiion
Description | Active
Last Name Chapmz Status:
Email N Workfow .
mal PPN ratus: [ Workdow Status
Position Descriptions - Filter these results O i
Actions: | Select actions v

default x "defaull“° |
Search

Banner Position Number rusUn e Swatus

Cancel

Created Date

£ T

(Actions)




Supervisory Position m Save & Continue

Selected Supervisor

Job Title Associate Director/Human Resources view
Position Number 001719

Position Type Non-Classified/Classified Exempt

Org Unit Human Resources - MU1065

First Name Mary

Last Name Chapman

Email

chapmanm@marshall edu

Position Descriptions - Filter these results

default Ad hoc Search LB i hoc Search

Banner Position Number Position Title status Created Date (Actions)
@ 001719 Associate Director/Human Resources

Active November 16, 2013 at 10:27 PM Actions v

e [ ] oot rome

**|f the supervisor’s name does not appear, please email recruiting@marshall.edu with the banner

position number, position type, and the name of the supervisor that needs to be added. Once we have
updated the posting, we will notify you via email.

14. At the Supplemental Questions for Posting screen, please click “Save and Continue” button.

**HR will handle this screen on the Applicant Tracking (Blue side).

Editing Position Request Su for g
Pasition Justification

e
@ Classification

© Position Details Included Supplemental Questions

" “ Add a question
© Position Budget Inform...
© Applicant Documents Poson  Required  Catsgary Question

Status
© Supervisary Position

= 1 ey
© Position Documents

Position Request Summary



mailto:recruiting@marshall.edu

15. On the Position Documents page, you can upload your job description, organizational chart or
another document pertaining to the position. This is also where you will upload your Completed
Recruiting Authorization Form, under the Job Description tab.

If you are requesting a waiver, please also upload the following:

o Resume/CV of the individual
o Justification Memo

To upload a document, you will hover your mouse over the “Actions” and then select the “Upload New”
option.

Pasition Requests / Non-Classified/Classified Non-Exempt / Edit

Editing Position Request
Pt onens £ e ey

Position Justification

@ Classification
© Positon Details PDF conversion must be compleced for the document to be valid when applicable.
© Position Budget Inform. Document Type Hame Status (Actians)
© Applicant Documents
Organizational Chart Actions v
© Supervisory Pasition
Supplemental Questions...
O supp Q Search Waiver Memo Actions v
© Posttion Documents
Position Request Summary Job Description Actions v
o Actions v
Orher Actions v

[ ] o | oo

You will then click the gray “Browse” button; find the file you wish to upload and then click on the
blue “Submit” button.

/ Admin / Manage Documents 2

Upload a Job Description

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

Name | Job Description 11-07-2|

File to upload Choose File No file chosen

Write Job Description

o 4mmm




Click on the “Save and Continue” button.

Editing Position Request
Position Justification

@ Classification
@ Position Details
@ Position Budget Inform...
& Applicant Documents
& Supenvisory Position
 Supplemental Questions...

Position Request Summary

Position Requests / Non-Classified/Classified Non-Exempt / Edit

Position Documents

PDF conversion must be completed for the document to be valid when applicable.

Document Type Name

Organizational Chart

Search Waiver Memo

Job Destription Job Description 12-08-25 14:44:01 (EST)

Other

e

Status )

PDF conversion in process
Actions v

Actions v

(e | [ ot

16. On the Summary page, please review your changes. Once you are satisfied use the “Take Action
on Position Request” and “Approve (move to Vice President) Then click submit.

Current Status: Draft

Position Type: Classified/Non-
Exempt

Department: Human Resources -
MU1065

Summary History | Settings

& Position Justification

Reason for Modification

Position Justification

Justification of Need

Modify Position Description: Human Resources Assistant Il (Classified/Non-Exempt) "

Created by: Margaret Cyrus
Owner: Margaret Cyrus

g

Reason for Position Modification ~ Vacant Position

Vacant position

Take Action On Position Request v

& print Preview
[ Add to Watch List




17. Once your position has been approved through the position management work flow, we will
notify the creator via email. You will begin your posting on the Applicant Tracking System (blue)
screen.

If additional information is required or the position has not been approved, it will be returned to
the Dean/Director queue.

18. Once the position has been approved, you will receive the standard email from Human Resource
Services.

[cood afternoon -
This position has been approved, and you may proceed with the posting workflow.

Thanks!
Meg

From: human-resources@marshall.edu<human-resources@marshall.edu>
Sent: Wednesday, January 7, 2026 10:00 AM

To: Cyrus, Meg<atkinsol@marshall.edu>
Subject: Action Submitted for Review

PeopleAdmin Notification: Workflow Action Status Change

You have received this notification to review/approve the following posting/position in your workflow status.

Workflow Status: Approved
Banner Position Number; 002687
Title: Human Resources Assistant 1|

Department: Human Resources - MU1065

Reason for Position Modification: Vacant Position

Thank you,
Marshall University
Human Resource Services

The instructions to complete your posting in Applicant Tracking (blue screen) can be found here:
https://www.marshall.edu/human-resources/peopleadmin-resources/



https://www.marshall.edu/human-resources/peopleadmin-resources/

