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Gaining Access to PeopleAdmin for Applicant Tracking 

• The GA Dean/Director role can modify or create positions and postings in PeopleAdmin. The 
PeopleAdmin Privileges form must be completed to gain access to this role to modify or create 
positions in PeopleAdmin. 

• The form can be accessed at this link: 
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD5M_1V
VpK5Ylj3pRVsjlfnavKV2hePI8ucohmGAL5W4yDSo1XUlMoIt7C-kexUhzs*

• The GA Dean/Director group should be checked and the list of the Departmental Orgs that the 
employee will need access to must be listed. Your supervisor must submit this form. 

  

https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD5M_1VVpK5Ylj3pRVsjlfnavKV2hePI8ucohmGAL5W4yDSo1XUlMoIt7C-kexUhzs*
https://marshallu.na1.adobesign.com/public/esignWidget?wid=CBFCIBAA3AAABLblqZhD5M_1VVpK5Ylj3pRVsjlfnavKV2hePI8ucohmGAL5W4yDSo1XUlMoIt7C-kexUhzs*


What will this training cover in PeopleAdmin? 

• This training will cover the Applicant Tracking module in PeopleAdmin. The Applicant 
Tracking module houses the applicants for your online job posting. 



How to Log Into PeopleAdmin 
You will log into PeopleAdmin through myMU on the Employees tab, you will see the PeopleAdmin icon in 
the Quick Links. When you click the icon, you will be directed to the sign-on page. You will need to click the 
red letters of “Marshall University Employee Server Log-in.”
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Selecting the Dean/Director Role 

You will need to be in the GA Dean/Director group to modify any position in PeopleAdmin. You 
will need to use the drop-down menu in the top right corner to select the correct group. .” Then 
hover your mouse over the “Postings” tab and select the “Graduate Assistant.” 



7

Creating a Posting

Once you are on the correct Position Type, you will click on the “Create New Posting” (orange button).
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Creating a Posting cont.

The Create New window will pop up, if this is a new position you will click on “Create from Position 
Type.” If you have previously made a posting for this Graduate Assistant position you will use the “Create 
from Posting” option.
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Creating a Posting cont.

The New Posting screen is where you will enter the entity (MU or MURC), division (i.e. – Academic Affairs) and 
the department.



Creating a Posting cont.

The Position Details screen is where you will enter information about the position. If you are requesting a 
search waiver, you will check the “I am requesting permission to waive a search” under the Additional Search 
Information section. You must fill out everything that is marked with a red box. Once you have entered the 
information, click “Save” after it saves, then click on next.

• Hourly
• GA Clinical Practice – GCXXXX
• GA Graduate Service Assistant – GSXXXX
• GA Faculty Support – GFXXXX
• GA Research Assistant – GRXXXX

• Salaried
• GA Doctoral Research Assistant – DRXXXX
• GA Exempt – GGXXXX
• GA Teacher – GTXXXX
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Guidelines for the Job Description

• Outline the core responsibilities of the position. 
• Highlight day to day activities of the position. 
• **Note: If the position is a GA Teacher, the job description requires the course number that the candidate will be 

teaching for review/approval by the Academic Affairs office. 

Guidelines for the Job Requirements 
• Education requirements. 
• Experience requirements. 
• Knowledge requirements. 
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Position Budget Information 

The Position Budget Information screen is where you will enter the budget 
information. You will click on the “Add Budget Summary Entry” blue button to 
add the information. Enter the budget information, click on “Save” after it saves, 
then click on the “Next” button.



Supplemental Questions 
The Supplemental Questions screen is where you will add supplemental questions that will help 
filter out the applicants. To add a question, you can click on the orange “Add a Question” button. A window 
will pop up with the questions you can select. 



Supplemental Questions cont. 
Select your question by checking the box next to the question you wish to have on your posting. 
Then click on the “Submit” button at the bottom of the window. You will see your question(s) that you 
have selected. You will click on “Save” after it saves, then click on the “Next” button.
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