Creating a Graduate Assistant Hiring Proposal

1. Loginto PeopleAdmin by going myMU.

APPLY VISIT GIVE t FIND INFO FOR v ATHLETICS BLACKBOARD MYMU

MARSHALL MEE ' ADMISSIONS ACA 'S MARSHALL REQUEST INFO
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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

- EventScheduling - Astra
- General Election

- Handshake

- Maps & Locations

- Marshall Marketplace
- MiLO

- MU Alert

- MUBook Store

- MU SKills Exchange

- My Pay

- MyApps

- PEIA
- PeopleAdmin




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 (“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.”

Postings / Gragy  Graduate Assistant

Graduate Assistant Postings [T —




5. Type the banner position number to find the posting you wish to begin your hiring your student(s).
Then hit “Search.”

Applicants ~ Hiring Proposals ~ Onboarding Events ~

Postings / Graduate Assistant / New Posting From Posting 1%

Graduate Assistant Postings

Saved Searches v GCTo1d | m More Search Options v

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.

Graduate Assistant Postings

[ Saved Searches v ] [ GC7010 ] [ Hide Search Options v ]

Add Column: | agd Column v]
Posting Workflow State Name: ‘ Posting Workflow State Name ‘

Ad hoc Search x default

Ad hoc Search @ Save this search?

— Previous 1 2 ext —

Banner

Position Active

Number Position Title Posting ID Department Applications  Workflow State Created Date

GC7010 f::ﬁ::f: Assistant - One Positions 27040 ijﬁ‘;aq‘m’“mme Program - 1 Filled AugUSE 29, 2024 at 05:28 PM
GC7010 Graduate Assistant 28107 SRR - 1 Filled January 14, 2025 at 11:09 AM
GC7010 E;:ﬁ:gf: Assistant - One Positions 28450 ﬁﬂggqtumhlete Program - 0 Closed E::Jruary 07, 2025 at 04:36
GC7010 Graduate Assistant 58451 S[uggr“\BA[hls[e Program - 1 Filled E:ftllruary 07, 2025 at 04:49
GC7010 Graduate Assistant 29195 ijﬁ‘;aq‘m’“mme Program - 1 Filled May 09, 2025 at 01:24 PM
GC7010 E::ﬁ:glt: Assistant - One Position 29937 iﬁ%%A[hle[e Program - 1 ﬁﬂg:g\‘;fd - July 30, 2025 at 03:43 PM
GC7010 E;:ﬁ:gf: Assistant - One Position 29938 Sttijl;gr.‘]tUAthlete Program - 1 m:grrg;e‘ed - July 30, 2025 at 03:49 PM
GC7010 2;:ﬁ:g|t: Assistant - One Positions 29939 iibgg%mhls[e Program - 1 ﬁ‘[:grrg\éled - July 30, 2025 at 03:53 PM
GC7010 Graduate Assistant 30104 ijﬁ‘;aq‘m’“mme Program - 1 ﬁ‘p[g:ﬁ;fd . August 15, 2025 at 11:09 AM
GC7010 e Assistant 30105 SRR AR - 1 O August 15, 2025 at 11:19 AM
GC7010 duate Assistant 30109 Srudent athlete Program - 1 ppproved - August 15, 2025 at 03:32 PM
GC7010 Avaﬁ::ltee Assistant - One Position 30998 S[ugE%A[hls[e Program - 1 ﬁ‘[:grrg\éled - E;I(ember 17,2025 at 01:46




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

Postings / Graduate Assistant / Graduate Assistant (GA Dean/Director) / Summary

B Posting: Graduate Assistant (Graduate Assistant) "
Current Status: GA DearnvDirector

Position Type: Graduate Assistant Created by. Margai

Department: Human Resources-  Owner: GA Dear
MU1065
Summary | History  Settngs | Applicants s Hiring Proposals

Search Results: Previous | Nex]

Take Action On Posting v
W See how Posting looks to Applicant
& Print Preview (Applicant View)

B print Preview
(A Add to watch List

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

*Activs Aapicaens” i)

(P Firsl v oty Ttk

Do e Chrand L Agshirat

Unr P Dy b D Danecaor

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

to Proposed Hire).”

-
Postings / ... / Graduate Assistant (Approved - Internal) / Applicant Review / Jane Doe Under Fleview by GA Dean/Director

|i Job application: Jane Doe (Graduate Assistant)

Current Status: Under Review by GA Dean/Director
Application form: Graduate Assistant Application

Full name: Jane Dos Created by: Jane Doa
Address: Owner: GA Dean/Director
1 John Marshall Drive

Huntington, WY 25701

United States of America:

Usemname: owens24

Emall: emailaddress@zed.zod

Phona (Primary): 304-208-3274

Phone (Secondary):

Position Type: Graduate Assistant

Department: Accountancy/Legal
Environment - MU2310

Summary Recommendations (0 of 0) History Reports.

@ Personal Information

Contact Information

First Name: Jae
Middle Name:
Last Namo Doe

Addrees 1.Jhn Marshall Drive

Take Action On Job Application v

Keep working on this Job
application

WORKFLOW AGTIONS.

Not Hired (move to Not Selected
for Interview, Not Hired)

Cancelled (move to Position
Cancelled)

Approve (move to Proposed Hire)

Interviewed, Not Hired (move to
Interviewed, Not Hired)




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

Postings / ... / Graduate Assistant {Approved - Internal) / Applicant Review / Jane Doe Proposed Hire

™| Job application: Jane Doe (Graduate Assistant)

Current Status: Proposed Hire. W View Posting Applied To
Application form: Graduate Assistant Application

W Preview Application

Full name: Jane Doe Created by: Jane Doe © start G Hiring Proposal
Address: Owner: GA Dean/Director

1 John Marshall Drive

Huntington, WV 25701

United States of America
Username: owens24

Emall: emailaddress@zed.zed
Phone (Primary): 304-208-3274
Phone (Secondary):

Position Type: Graduate Assistant

Department: Accountancy/Legal
Environment - MU2310

Summary Recommendations (0 of 0} History Reports

® Personal Information

CGontact Information

First Name Jane
Middle Name
Last Name Doe
Preferred First Name
Addressi 1 John Marshall Drive

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

Postings / ... / Applicant Review /Jane Doe (Proposed Hire) / New Hiring Proposal

Starting GA Hiring Propogal

Applicant: Jane Doe

Posting: Graduat:

Start GA Hiring Proposal  [REEE)




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.

Position Requests / ... / GA Hiring Proposal / / Edit

Editing Hiring Proposal Hiring Froposal
© Budget Summary ¥ Check spelling

© Hiring Proposal Documents ~ Roquired nformation

g Propesat Summary Candidate Information

First Name Jane
Last Name Doe
Address1 1 John Marshall Drive
Address2
City Huntington
State wv
Zip Code 25701
Country United States of America
Primary Phone 304-208-3274
Email emailaddress@zed.zed
901 Number [54258] X

This field is required.

Paosition Information

Position Title Graduate Assistant
Description of GA .

Assigy GA: Service Assistant
Hours Per Week Full Time (20 hrs a week)

Pay Rate Hourly Rate: - 13.00

Posting Number MUD09GA
Banner Position Number 123456
Hiring Proposal Information

8/22/2016

This field s required.

End [12/23/2016

This field 1 required.




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.

Will the pay be funded
from a grant or third
party?

Tuition Type

Tuition Percentage

Flat Amount

Will the tuition benefit

No e

[0%

Please enter percentage amount or enter N/A

[0

Please enter flat amount or enter N/A

+ befundedbyagrantor |No v
third party?
Banner Position 52018
Number

. UM ID(TCPTIme  o01500222
Approver)
Posting Number MU2362GA

Hiring Proposal Information

+ StartDate | otraar2006 =)
+ EndDate ‘ 05/01/2026 &
org if

Hiring Proposal Number

different than home org)

m Save & Continue

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.

Position Requests /

-/ GA Hiring Proposal / / Edit

Editing Hiring Proposal

@ Hiring Proposal

ing Proposal Documents

Hiring Proposal Summary

Budget Summary

Budget Summary
Budget Fund 123456
Budget Org 1254

Percentage Funded 100

LT T

£



mailto:recruiting@marshall.edu

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.”

Position Requests / ... / GA Hiring Proposal / / Edit

e —

@ Hiring Proposal

@ Budget Summary Instructional Text...

Hiring Proposal Documents PDOF conversion must be completed for the document to be valid when applicable.

Hifing Proposal Summary

Document Type Name Status (Actions)
Budget Authorization - Hiring Proposal Actions v
Upload
=
Create
New
Choose
Existing

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.

Postings / ... / Applicant Review /Jane Doe (Proposed Hire) / Edit Hiring Proposal

Upload a Budget Authorization - Hiring Proposal

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 |Budget Authorization

File to upload C:\Users\opens24\De Browse...

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

Position Requests / ... / GA Hiring Proposal / / Edit

campteng st | Mo o i oEacs

© Hiring Proposal

® Budget Summary Instructional Text.

Hiring Proposal s PDF conversion must be completed for the document to ba valid when applicable.

Hiring Proposal Summary

Document Type Name Status ions)

Budget Authorization - Hiring Proposal Budget Authorization - Hiring Proposal 08-22-16 10:29:16 PDF conversion in process




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.

You have received the following Graduate Assistant Hiring Proposal for your review.

Hiring Proposal Workflow Status: Approved to Offer

Title: Graduate Assistant

Position Number: GA0001

Department: Advanced Ed Studies - RC2340

Job Posting Number: MUO21GA

Hiring Proposal Number:

Please login to https://marshall.peopleadmin.com/hr in the Applicant Tracking Module to review/approve this action.
If you have any questions, please contact Human Resource Services at human-resources(@marshall.edu
Thank you,

Human Resource Services

Marshall University




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

User Group

GA Dean/Director
Postings ~

Shortcuts ~
Postings / Graduate Assistant  £¥ Graduate Assistant

Graduate Assistant Postings

+ Create New Posting

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

Hiring Proposals / Graduate Assistant ¥

Graduate Assistant Hiring Prop

Saved Searches v

HIRING PROPOSAL SEARCH RESULTS

"search” @)  Delete this search?

(Actions)
Last Name First Name Hiring Proposal Workflow State Banner Position Number Created Date
Doe Jane Canceled GT1065 January 22, 2018 at 02:50 PM Actions v
O Doe Jane Approved to Offer GT1085 July 23, 2018 ac 02:01 PM Actions v

Hiring Proposals / Graduate Assistant  ¥¥

Graduate Assistant Hiring Proposals

HIRING PROPOSAL SEARCH RESULTS

"search” @)  Delete this search?

(Actions)
Last Name First Nam

ng Proposal Workflow State Banner Position Number  Created Date

Doe Jane Canceled GT1065 January 22, 2018 at 02:50 PM Actions v

O

Doe Jane Approved to Offer GT1065 July 23, 2018 ar 02:01 PM

Actions v




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

n " 4
Proposal” to mark the student as “Offer Accepted.

Graduate Assistant / .. /Jane Doe (Proposed Hire) / GA Hiring Proposal / Summary

- - . -

L] GA Hiring Proposal: Jane Doe (Graduate Assistant)
Current Status: Approved to Offer Keep working on this Hiring

Proposal

Position Type: Graduate Created by
Aottt omer WoRkFLOWACTONS
Department: Human Resources - Offer Accepted (move to Offer
MU1065 Accepted)

Applicant Jane Doe Offer Declined (move to Offer
Posting: Graduate Assistant Declined)

Cancel (move to Canceled)
Summary History Settings

@ Hiring Proposal

Candidate Information

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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