
 

 

Creating a Graduate Assistant Hiring Proposal 
 

 

 

1. Log into PeopleAdmin by going myMU. 

 
 

 

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

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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

password. 

 

 

 

 

 

  

 

 

 

 

 

 

 
3. You will be defaulted to the Employee Group on the Applicant Tracking (“Hiring”) screen, so you will 

need to select the User Group of GA Originator.  
 

Selecting the Correct User Group:  

a. 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. 

  

 
 

 

4. Click on the “Postings” tab and select the “Graduate Assistant.”  
 

 

 



5. Type the banner position number to find the posting you wish to begin your hiring your student(s). 

Then hit “Search.” 

 

 

a. It will then populate below. Click on the Banner position number. 
Typically, you will select the most recent posting (usually the last one listed), as it will contain 
the most updated information. 
 

 

 

 



6. Once on the posting, click on the applicant tab. 

  

 

7. On the “Applicants” tab, click on the applicant you wish to move in the posting work flow.   

 

 

8. You will get to the Job Application screen where you can move the applicant(s) to “Approve (move 

to Proposed Hire).”  

 

 
 

 



9. Once you have moved the applicant you wish to hire, to “Approve, Proposed Hire”  you will now 

start the GA Hiring Proposal. 

 

 

10. You will come to the Staring GA Hiring Proposal screen; you will click on the blue “Start GA Hiring 

Proposal.” 

 

 

 

 

 

 

 

 

 

 



11. The Hiring Proposal screen is where you will enter the student’s Marshall ID number and their 

start/end dates. After entering the information, you will click on “Save” after it saves, then click on 

“Next.” 

**Please double-check the Marshall ID numbers for both the student and the supervisor. Incorrect 

information may cause delays in processing. 

 

 

 

 

 

 

 

 

 

 

 



12. The new pay funding, tuition type, tuition percentage or flat amount will carry over from the GA 

posting. If any of the information is incorrect, please reach out to recruiting@marshall.edu for 

further direction.  

 

 
 

13. The Budget Summary screen is where the budget summary information is displayed. You will click 

on the “Next” button as there are no options to make any changes. 
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14. The Hiring Proposal Documents screen is where you can upload documents you wish to be 

associated with this posting. You will hover your mouse over the actions and click on “Upload New.” 

 

 

The Upload a Budget Authorization – Hiring Proposal screen, you will click on the “Browse” button and 

find your file. Once you have found your file, you will click on the blue “Submit” button. 

 
 

You will see your file now attached to the posting. Click on the “Save” button and after it saves then 

click on “Next.” 

 

 
 



15. The GA Hiring Proposal screen, you will review the information and once it is satisfactory you will 

click on the orange “Take Action on Hiring Proposal” button then select “Move (move to Initiate 

Hiring Proposal).” 

 

16. The hiring proposal will then be sent to the GA/Dean Director to approve. Select Approve “ move to 

Approve Hiring Proposal” See below example.  

 

17. The hiring proposal will be sent to the Graduate Office for approval.  

 

18. Once the Graduate Office approves, the GA/Dean Director will get the email notification that an 

offer can be made to your student.  

 

 

 
 

 

 

 

 

 

 

 



 

19. To access the hiring proposals, you will select the “Hiring Proposals” tab and then “Graduate 

Assistant.”   

 

 
 

Type the proposed applicant’s name in the rectangle box, hit search and it will populate down below. 

 

 
 

 
 

 

 

 

 

 

 

 



 

20. Once you click on the applicant’s name it will take you into their hiring proposal. 

On the hiring proposal for the student, the GA/Dean Director will use the orange “Take Action on Hiring 

Proposal” to mark the student as “Offer Accepted.” 

 

 

 
 

 

a. After your student has accepted the offer, the GA/Dean Director will mark the Hiring 

Proposal as “Offer Accepted.” This will generate an email notification for your hiring unit to 

begin the GA contract in Dynamic Forms.  The hiring Unit will now complete the contract in 

Dynamic Forms. The contract will not be automatically generated in PeopleAdmin.  Please 

fill out all required areas of the form. Any questions that arise please email: 

graduatestudies@marshall.edu.  

 

 

21. Once the hiring unit completes their part of the contract, it will be routed to the Graduate Office, 

then to the student to sign off on. 

 

 

If you have any questions regarding Graduate Students – please email: graduatestudies@marshall.edu 

If you have questions regarding People Admin – please email: recruiting@marshall.edu 
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