Last updated: 04.17.2023

THEu

UNIVERSITY
OFUTAH

PeopleAdmin
Training for Departments



Table of Contents

SITE WEB ADDRESS/URL ...ttt ettt ettt ettt 3
KEY CONCEPTS .t 3
GETTING FAMILIAR WITH THE SYSTEM ....ooiiiiiiiiiiiiii it 5
WORKING WITH POSTINGS......cuiiiiiiiiiiiitie it 6
Step #1: CREATE A POSTING from @ Title....cecueereerieiieeieeieeeeseesee et 6
Step #2: REVIEWING APPLICANTS ...t s 16

Step #3: MOVE APPLICANTS THROUGH APPLICANT WORKFLOW (SCREENING/SELECTION PROCESS)

....................................................................................................................................................... 20
Step #4: CONDITIONAL OFFER & COLLECT ADDITIONAL INFORMATION .....ccccvrvvieneenieeneeniennenns 23
Step #5: CREATING HIRING PROPOSAL & OFFER LETTER ....coctiiiieiieiereerieeeeeeieeee e 25
Step #6: PRE-HIRE CHECKS AND HIRE ......oeiiiiieeetee ettt e e e 31
Appendix A: Benefited Staff WOrkfloOW .........cocciiiiiiiii e 32
Appendix B: Non-Benefited Staff Workflow .........coocuviiiiiiii e 33
Appendix C: Applicant View — Account Creation & Initial Application ........ccccccveeeecieeeeccieeeeeee. 34
Appendix D: Applicant View — 2nd Step Application .......cceeeieciieeieciee e 41
Appendix E: System Generated EMails ........coovciiiiiiiiiie et 46

Last updated: 04.17.2023



SITE WEB ADDRESS/URL

PeopleAdmin URL: https://utah.peopleadmin.com/hr/shibboleth

You can also access PeopleAdmin by going to the University Human Resources website
https://www.hr.utah.edu and clicking on the “Login to PeopleAdmin” under Managers/Administrative.
Another option is to click on the PeopleAdmin icon at the top of the University Human Resources
website:

Division of
U HUMAN RESOURCES
THE UNIVERSITY OF UTAH

Q @ :

KEY CONCEPTS

1. POSITION TYPES

Position Types are the core configuration in PeopleAdmin that allows for different:
> Online job posting forms
» Online application forms
» Workflows

At the University of Utah, there are four position types:
1. Benefitted Staff
2. Non-Benefitted Staff
3. Faculty
4. Campus Faculty

2. USER’S ROLE ASSIGNMENTS
» HR Service Team:
o Access: Departments they support.
o Role: Create and process postings, move applicants through workflow, and create and
process hiring proposals.
» Department Admin:
o Access: They can view jobs in their department(s).
o Role: They can create job postings, move applicants through workflow, and create hiring
proposals.
» Department Approver:
o Access: They can view jobs in their department(s).
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o Role: They can create job postings. They can view applications but not take action on
them.
» Search Committee Member/Application Reviewer/Guest User:
o Access: personal (they can only see jobs that are assigned to them)
o Role: They can rank candidates, but cannot move them in the workflow
o NOTE: this user type can be used as a “Guest User.” If your “Guest User” is not a U of U
employee, you will first complete the Affiliate form to obtain a uNID, then contact your
HR Rep to create a user account for them in PeopleAdmin. Their username will be the
uNID.
> Employee:
o Access: Personal (they can only see jobs they have applied to or are assigned to them)
o Role: Limited. If you are accessing the system to work on an application, you will want to
ensure that you select another User Group from the drop-down menu.
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GETTING FAMILIAR WITH THE SYSTEM

NAVIGATION BAR AND YOUR NAME BAR

Applicant Tracking System Welcome, Test User

THE User Group:
u UNIVERSITY
OF UTAH"® Department Admin

Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

INBOX

Welcome to your Online Recruitment System

Inbox Postings [ Users 2073 Hiring Proposals 181 Actions Special Handling Lists 366

This is one of the most useful tools in the system for users. Each individual user has an Inbox which will
contain all the items that require the user’s attention, across all user roles they may possess. When in
doubt, check your inbox.

WATCHLIST

Watch List Postings ) = Hiring Proposals  Actions

SEARCH

‘ ‘ ‘ Unwatch Postings |

You will notice that anywhere you see postings, you will have the ability to “Watch” an item by adding it
to your Watch List.
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WORKING WITH POSTINGS

OBIJECTIVES:

Know how to create job postings

View the postings you create on the applicant site

Explain to others how to find postings on the web
Understand where to find a posting that requires approval

YV V VYV

TIP: When you click on a hyperlink, you may get a message that says “There are unsaved changes on this
page. Do you want to leave the page and lose all changes?” If you get this message, click “cancel,” scroll

to the top or bottom of the page, and click “save” on the right-hand side. Then, you will be able to view
the hyperlink.

Throughout this system, clicking on “Save” will save your work and keep you on the same page. Clicking
“Next” will save your work and advance you to the next page.

Step #1: CREATE A POSTING from a Title

Owner: Dept Admin or Dept Approver

> Titles pull from existing University of Utah job code tables.
> From the top Navigation Bar select “Postings” and then select the desired position type.

Applicant Tracking System

THE
U UNIVERSITY
OF UTAH*
Home Postings Applicants Hiring Proposals ~
Benefited Staff
Faculty

Non Benefited Staff
Campus Faculty

» Click on the Create New Posting orange link on the right side of the page.

+ Create New Posting

> Click on the Create from Title link.

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

Copies in general information from a title. You will need to provide specific
information inside the posting.
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NOTE: Any default data housed at the title level is pre-populated into your new posting. This
includes field data, required/optional questions, associated supplemental questions, and
Pass/Fail message default text.

“TITLES” Page

> Enter the Posting Name (Job Title) into the “search” field. The information should carry over to
the next page.

» Find the title you want, but DO NOT click on the title on the left, as this will open a new page.

Saved Searches v @ More Search Options v
Benefited Staff Tites x
"Benefited Staff Tides" D Delete this search?
2 3|4 5 6 7 8 9 . 36 37 Net—
Patient (Actions)
Job Group Sensitive Job Targeted

job Title Description Job Title Code  FLSA Code Job Grade Code EEO Code IPEDS Code Code? Salary Range Pay Rate Range Recruitment Title Status

JAdministrative Director 0006 Executive | 02 No EEO6 Management No 103700 t0 202300 103700 to 202300  Minority Approved Actions v

JAccountant 0009 Administrative D 07 No EEO6 Business No 31600 (0 58400 31600 to 58400 No Approved Actions v
E—

|Accounting Clerk 0010 Nonexempt B 07 No EEO6 Office No 962101731 962101731 No Approve _
Create From

Visual Resources Specialist 0011 Administrative  C 20 No EEO6 Comm Srvc No 25000 to 45000 25000 to 45000 No Apprpve

> Instead, on the far-right hand side of the screen, across from the job title, is a blue “Actions”
button. Hover over the “Actions” button, then click “Create From.”

“NEW POSTING” Page

» After the position opens, identify the VP Area, Division/College, and Department. (Note: for
some users, there will only be one selection). Also select a Job Alert category. A Job Alert
Category is required for a posting to be moved to posted, so please make sure you select the
category.

| New Postin
L% £ Create New Posting

Job Title * \Assistant Professor |

Organizational Unit

VP Area * [Select a VP Area v]
Division/College * [Select a Division/College v
Department * Select a Department v

Job Alert Categories

0

Administrative Support
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> Supporting Documents: When this box is checked, users can attach supporting documents to
individual applications. These are internal-only documents: they cannot be viewed by applicants
and are not considered part of the application. Supporting documents are commonly used for
interview questions and notes, or other documentation not supplied by the candidate.

Supporting Documents

AIIDW supporting documents to be uploaded to applications?

Title Documents
Please indicate which documents you wish to include on your new posting.

No documents found.

> Then, click the orange “Create New Posting” on the bottom right.

| Create New Posting |

“POSITION REQUISITION FORM” Page

» This is the first page of the online form and will contain all the pertinent details for this posting.

THE User Group:
U UNMNIVERSITY
OF UTAH® Administrator w
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / Benefited Staff / Buyer (Draft) / Edir: Position Requisition Form
Editing Posting i s
Position Requisition Form m

@ Posting Specific Quest...

S Applicant Documents

@ Posting Documents Req s
Aeiticn matio
& Application Reviewers/... P"\JQ'“O' . ll 1{(_).[ laton

@ Search Committee Rankings Requisition Number

Summary Job Number

Job Title Banyer

+  Job Code 0025

Job Group

* VP Area

Organizational Unit 01885 - HCI June Round Lab

Fill out the information on this page to match the requirements for the position you are posting. An
asterisk “*” will indicate the required fields. When you have completed this page, click the blue “Save &
Continue” button found on the right-hand side on either the top or bottom of the screen.
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Note: You will see a menu bar on the left-hand side of your screen as you are completing the
online Position Requisition Form. This bar shows all the sections of the form. The section you are
working on is . The other sections will have either a checkmark or a red “X”
next to it. The red “X” indicates that information is missing (for example, a required field has not
been filled in).

» “This position reports to” and “Reports to ID” are required so that HR can ensure the proper
person receives the X month/s probationary period emails.

> You must acknowledge that you will forward the Veteran’s Preference process to the hiring
manager. If any applicants to the job posting have Veteran’s Preference, the department will
need to adhere to the process. If you have any questions, please contact HR. These are the
documents used for Veteran’s Preference:

Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Benefited Staff / Accounting Clerk (Posted) / Edit: Applicant Documents

@ Position Requisition Form

© Posting Specific Quest... Select the documents to be required with this item, and those that may optionally be attached.
Document types marked "Not Used" cannot be attached to this item.

licant Documents
Order  Name Nat Used Optional Required

@ Posting Documents

& Application Reviewers/... Resume
@ Search Committee Rankings Cover Letter o ® O
summary Addendum to the University of ... O ® O
Appropriate discharge documen... O ® O

» For many job codes, the “Job Summary” field will be blank. Please complete that section with a
summary relevant to your posting and department, so that the applicant will have a better
understanding of the job.

> The “Quicklink” can be used for recruitment. The link will go live when the job is posted and
takes applicants directly to the job posting in PeopleAdmin’s applicant portal, so they do not
need to search for the job. The “Quicklink” will be included in postings on external job boards
and can be sent directly to candidates or other recruitment sources.

TIP: If you wish to “copy & paste” information into the “Job Summary” box, please paste the
content into a text editor (e.g., Note Pad) first, then copy the content from there to paste into
this online form. This will retain your formatting. For assistance, contact HR.
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“POSTING SPECIFIC QUESTIONS” Page

Adding a Question:

» University HR has already loaded required questions for job codes to the question bank.
> If you want to add other “supplemental questions,” you may search for existing questions or
create a new question and add it to the bank.

o To search the existing questions, click on the orange Add a question link. Then, filter
your search by Category or Word. Categories are: None, Credential, Education,
Experience, Knowledge, Language, and Physical.

o To create and add a new question, click on the blue Add a new one line in the bottom
right corner.

= Name the question using the following format:

4-digit job code (space) job title (you may abbreviate) (space) 3-digit category (e.g., EXP or EDU) plusa 1,
2 etc. if there are multiple questions. You will need to add your org ID to the end of the question.
Examples:

» 0008 Manager EXP1
> 0008 Manager EXP2 00410

This naming format allows you to search or categorize questions more easily:
e Status will be “Pending” until HR reviews the question.
e Select a Category
e Add the Question text
e Select the answer type under Possible Answers on the bottom left.
= Selecting Open Ended Answers gives applicants a free-text field for answering the
qguestion.
= Selecting Predefined Answers will prompt a menu of possible answers. The default
is two answer choices, but there is no limit.

Note: Each time an answer choice is filled in a blank answer choice appears. All answer choices
that appear do not have to be filled to create the question. If you delete an empty answer choice
box, another will appear.

=  Fill in the predefined answer choices and select Submit.

Note: Selecting Cancel on this screen will take you out of the Add a Question screen.

» Once the question is saved, you will be brought back to the “Posting Specific Questions” page
and see the question listed under “Included Supplemental Questions.”

» Supplemental Question Options:

o Position — Allows you to reorder questions
o Required — Makes the question required on the Posting
o Category — Shows the name selected from the category dropdown menu
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o Question — Shows the selected question
o Status — Shows the approval status of the question

TIP: Do not add supplemental questions after the job is posted and applicants have applied, as
the system will not apply these retrospectively.

Notes: Department-created questions remain at a draft/pending state until HR reviews the
question. No other users in the system will have access to use the question until it has been
reviewed.

Using Points, Weights and/or Disqualifiers with Supplemental Questions (Optional):

» Click on the title of the question in blue to see the possible answers to the question.

Home Postings ~ Applicants - Hiring Proposals ~ Shortcuts ~

Postings / Faculty / Adjunct Professor (Draft) / Edit: Posting Specific Questions

Editing Posting

Posting Details

© Applicant Documents Included Supplemental Questions Add a question
@ Posting Documents
@® Search Committee Pasition Required Category Question Status
© Search Committee Rankings i Education Do you have an EdD or a PhD in a related field? active
summary m] Experience How many years of related work experience do you have? active
Possible Answers: Predefined Options
Answer Points Disqualifying
Lessthan 1 year l: m}
2 1 year or more, but less than 2 years D O
3 2 year or more, but less than 4 years E O
4, 4 years or more, but less than 6 years l: m}
5 6 years or more D O

“ave & Continue

o Possible Answers: Will show whether an applicant answer options are Predefined or
Open-Ended.

e For questions with Predefined Options, you can assign points or mark an answer
choice as a disqualifier.
o Disqualify Options:
e HR recommends that you do not use “disqualifying”, as you will not be able to
see applications of the applicants who answer in a way that disqualifies them.
e If you decide you would like to use this option, please consult HR.
e Only use “disqualify” to assess specific requirements that are listed in the
“Quialifications” section of the job description.
o Click on the title of the question in blue to hide the question detail options.
o When you have completed this section, click on the blue Save & Continue button.
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“APPLICANT DOCUMENTS” Page

This page will show you a list of documents that you can request or require of the applicant during the
application process.

THE User Group:
UNIVERSITY
OF UTAH" Administrator v‘
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Benefited Staff / Accountant (Draft) / Edit: Applicant Documents

Editing Posting

@ Position Requisition Form

® Posting Specific Quest...

Applicant Documents Select the documents to be required with this item, and those that may optionally be attached.

© Posting Documents Document types marked "Not Used" cannot be attached to this item.

@ Application Reviewers/... Order  Name Not Used Optional Required

©@ Search Committee Rankings

< Resume
ummary
Cover Letter

Not Used: If this box is checked, the applicant will not be given the option to attach the specified
document.

> Optional: Checking this box will give the applicant the option to attach the specified document
but will not require the applicant to attach the document to proceed with their application.

» Required: Checking this box will require the applicant to attach the specified document to
proceed with their application.

» You have the ability to reorder the documents.

“POSTING DOCUMENTS” Page

On the Posting Documents page, you will see the available documents that you may attach to the

posting as relevant for internal Department Approver, or HR use — these documents are not viewable by
the applicant.

THE User Group:;
u UNIVERSITY
OF UTAH"® Administrator v
Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / Benefited Staff / Accountant (Draft) / Edit: Posting Documents
Editing Posting

Posting Documents SaE B Cantipiie
@ Pasition Requisition Form

@ Posting Specific Quest...

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

Posting Documents Doeument Type

Name Status (Actions)

@ Application Reviewers/...

© Search Committee Rankings Faculty Budget Authorization Actions v
Summary

Faculty Letter from Chair to Dean Actions v
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To add a document, click on the orange Actions button to the right of the Document name.
You can upload a document, create one from scratch, or use a document already in the system.
If you upload a document, default information will pre-populate in the Name field, or you have
the option to change the name of the document that is being attached.

» Indicate a document Description.

> Browse for the file that needs to be uploaded and then select Submit.

YV V V

Notes: Once you hit Submit, you should be back at the main Posting Documents page. The name of your
document will appear under the main document name.

You will have a link to the document that was attached. Click on the link to view the document
A message may appear that reads ‘conversion in process’ which means that the document is converting
to a pdf file format, and it may take a few minutes to complete depending on the size and/or format of

the document you have uploaded.

You can continue to either upload additional documents if needed or move forward in the posting
creation.

“APPLICATION REVIEWERS/SEARCH COMMITTEE MEMBERS/GUEST USERS” Page

You can add people to review applications, to be on a search committee, or be a guest user with view
only access to applications.

THE User Group:
UNIVERSITY
OF UTAH* Administrator v
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / Benefited Staff / Accountant (Draft) / Edit: Application h Committee Users
Editing Posting T 4 "
@ Position Requisition Form

© Posting Specific Quest...
© Applicant Documents All current University of Utah employees already have a user account, Please select the "Add Existing User" button to search for current employees.
© Posting Documents and assign them as a Search Committee Member. Contact your HR Team if you are unable to find an employee.

Application Reviewers/... For non-employees, please complete the Affiliate/Non-Employee request form found here: https://www.hr.utah.edu/forms/affiliate.php. On the

" affiliate form, please select the affiliate type of "10033 - U Designate/Search Committee Members" and state that this person will be a Search
© Search Committee Rankings '8 i
Committee Member in PeopleAdmin and provide the PRN number of this posting.
Summary

Search Committee Members

No Search Committee Members have been assigned to this Posting yet.

Add Existing User

Save << Prev Save & Continue

> To add a search committee member, select the blue Add Existing User button. A new window
will pop up. From there you may search for an existing user (all current University of Utah
employees) by first name, last name, and/or email address. When you locate the name, you are
searching for, click the blue Add Member button.

» For non-employees, please complete the Affiliate/Non-Employee request form found at
https://www.hr.utah.edu/forms/affiliate.php and state that this person will be a Search
Committee member in People Admin and provide the PRN number of the posting.

TIP: Outside of assigned workflow roles, as defined on pages 3-4 above, any person who needs to be able
to view applications must be added in this section.

Note: HR must process new users in the system.
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“SEARCH COMMITTEE RANKINGS” Page

Using Ranking Criteria (Optional)
Owner: Search Committee Chair

OF UTAH®

Editing Posting

@ Applicant Documents

@ Posting Documents

Summary

THE
UNIVERSITY

Home Postings Applicants ¥ Hiring Proposals v Shortcuts v

Postings / Benefited Staff / Accountant (Draft) / Edit: Search Committee Rankings

Seeen commites Rentines
@ Position Requisition Form

@ Posting Specific Quest...

@ Application Reviewers/... Category Description Weight Workflow State Status

Search Committee Rankings

User Group:

‘ Administrator v

Included Evaluative Criteria
AAdd a Criterion

>ave & Continte

TIP: For assistance with this process, contact your respective PeopleAdmin subject matter expert.

You can add ranking criteria for search committees to use while evaluating candidates. You can add
ranking criteria to a posting in two ways. You can create new ranking criteria or search and add existing
criteria to the posting.

> Option #1: To add a new criteria select the orange Add a Criterion link to the right of the
“Included Evaluative Criteria” heading. A new window called “Available Evaluative Criteria” will

open.
o

O O O O O

O

Click on the Add a new one link at the bottom of the “Available Evaluative Criterion”
screen.

Fill in the Name, Label and Description of the criterion.

Choose if this is an open ended or predefined answer criterion.

Click the gray Submit button.

The criterion is added to the list. Now click on the blue description.

Select the applicant workflow step at which you wish to notify the search committee to
evaluate applicants against ranking criteria.

Fill in the weight and points needed for the answers and click Save

» You can add as many criteria as you wish and have different criterion for different applicant
workflow steps to evaluate your applicant pool.

OR:

> Option #2: To add existing criteria, click the orange Add a Criterion button on the right. A new

window called “Available Evaluative Criteria” will open.

O

O

O

Use the Keyword search

Search for criteria that were created earlier, and you should see criteria returned.
Click on the criteria description and select an applicant workflow state of that is
associated with the ranking criteria

Click the Add box on the left to add the criteria and click the gray Submit button.
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o You can now add the weight for this question as well as assign points to the answer

selections and click on the Save button.

Notes: If there are no created Rankings Criteria in the system, you will have to go through the process of
adding and approving ranking criteria before you will be able to add existing criteria.

You can create different Ranking Criteria and associate different applicant workflow states. When

evaluating applicants, only the applicants that are at the associated applicant workflow state on the
ranking criteria will appear. The applicant(s) will no longer appear on the evaluation page once the

applicant workflow state is changed.

“POSTING” Page

You are now on the final page of the online posting form. You will see the job title and position type

(e.g., Benefited Staff, Non-Benefited Staff, or Faculty).

THE
UNIVERSITY
OF UTAH®

Home Postings ~

Current Status: Draft

Position Information
Requisition Number
Job Title
Job Code
VP Area

Organizational Unit

Applicants - Hiring Proposals -

Postings / Benefited Staff / Accountant (Draft) / Summary

™ Posting: Accountant (Benefited Staff) &

Position Type: Benefited Staff Created by: Test User
Department: 00286 - Budget and Cwner: Test User
Analysis

Summary History Settings Hiring Proposals

@ Position Requisition Form &

PRN33968B
Accountant
0009
President

00286 - Budger and Analysis

User Group

‘ Department Admin ~

Shortcuts ~

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

& Print Preview
[ Add to Watch List

» To correct any issues with your form before submission, click on the blue Pencil icon.

Applicant Preview

> To get a preview of what the applicant will see when reviewing this job posting on the Applicant
Portal, select the blue See how Posting looks to Applicant link under the orange Take Action on
Posting button in the right-hand action pane.

Last updated: 04.17.2023
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Submit to next approval step (Workflow Actions of the Posting)

> In the right-hand action pane, if you hover over the orange Take Action on Posting button, you
will see your options for moving the posting on in the workflow. Select the next state to which
you would like to send the posting.

Take Action On Posting v

Keep working on this Posting
WORKFLOW ACTIONS

Move to Review by HR Rep
(move to HR Representative)

Cancel this Posting (move to
Cancelled)

NOTE: These options will be different based on the position type.

> You may enter a comment for the next approver in the workflow. This message will show up in
the posting transition email as well as the Notes/History section of the posting.

> You have the ability to add this posting to your Watch List by checking the box located in the
Comment section.

» Select Submit.

Step #2: REVIEWING APPLICANTS

Owner: Dept Approver, Dept Admin, plus anyone you assigned as an Applicant Reviewer/Search
Committee Member/Guest User

> Click on Postings on the top menu bar and select the appropriate position type.
» Search for ajob.

User Group:

THE
UNIVERSITY

OF UTAH" Department Admin v

Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts -

Benefited Staff
Faculty
Non Benefited Staff

Welcome to|! nt System

0 Filled Postings
Last 30 days ¢

SEARCH
‘ ‘ Filters ‘

Campus Faculty

Inbox Postings EJ Users 1212 Hiring Proposals 525 Actions Special Handling Lists 8
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SEARCHING/VIEWS

For every area of the system, users will have keyword search ability plus the power to create

personalized views of the information in that area.

Saved Searches v Q Hide Search Options

Add Column: | Add Column - |
Worked for Uofu:

Veteran's Preference:

Application Dare: ® between

| MMDDAYYYY | &
and ‘
| MMDDAYYY | =

,or
O withinD hours ~ | before the report run date

App Individual Workflow States: | App Individual Workflow States

App Draft Workflow State: [J

Active/Inactive : | (- (o active

Last Name: | |
First Name: | ‘
Ad hoc Search x
Ad hoc Search ) Save thissearch?  Selected records @) X Clear selection?

A view is a collection of search criteria and the columns contained in the search results. You have the

choice to create as many permutations of these views in the system as you like and save them for your

personal use.

» When the job (or jobs) display, view the “All Submitted Applications” column to see how many

people have applied.

™E ser Group
u UNIVERSITY
OF UTAH®

Department Admin

Home Postings ~ Applicants ~ Hiring Proposals ~

Postings / Benefited Staff ¥

Saved Searches v ‘Q More Search Options v

DON'T delete - Benefited St.. 3

"DON'T delete - Benefitad Staff Postings Selected records ) X Clear selection?

Shortcuts ~

Benefited Staff Postings

Bz:45675385 736 737 Next—
Al (Actions)
Submitted | Posting Workflow State  HR
0 ‘Working Title (if applicable) Job Title: JobCode  Department Applications | Number Workflow State  Owner Representative
a Accountant Accountant 0009 00343 - Internal Audit (00343) & PRM212676 Reposted HR Service Team Actions v
cEveRaL
o HRIS Analyst HRIS Analyst 1422 Human Resources (00410) 5 PRN212668  Posted HR Service Team View Posting
. View Appl
] Accountant Accountant 0009 Human Resources (00410) o PRN212658  Posted HR Service Tearr lew Applicants
0 Administrative Director Administrative Director 0006 00289 - Development (00289) 1 PRN212648  Posted HR Service Team Watch

> There are two ways to get to the Applicant Review Screen:

o To view the applications, click on the blue job title name link on the left, and then on the

following page, click on the blue Applicants link. OR

Last updated: 04.17.2023
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o You can hover over the orange Actions link on the right side of the job title then select

THE User Group:
UNIVERSITY
OF UTAH" Department Admin v
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / Benefited Staff / Accountant (Reposted) / Applicant Review Search Results: Next
= .
| Posting: Accountant (Benefited Staff)
Current Status: Reposted % See how Posting looks to Applicant
Position Type: Benefited Staff Craatzd by: Test User & print Previen (Applicant View)
Department: 00343 - Internal QOwner: HR Service Team & print Preview
Ausdit (0G2:13) [ Add to Watch List
Summary History | Applicants Reports Hiring Proposals
Saved Searches v la!al Q More Search Options v
DON'T Delete - Benefited St %
"DONT Delete - Benefited Staff Applicant Search™ () Selected records () X Clear selection?
(Applicant cEnERAL
Detall Ever worked Review Screening
Parent) Special for Supplemental Question Answers
Custom Chosen First Is System Handling Veteran's University of question Posting w
StringTwo  Name Full Name Job Title Application Date Documents User? List Preference  Utah? Score Number {In  Download Screening
. Question Answers
o (Nene) Ccosmo TEST Kramer, Cosmo Accountant DEcemoer 09, 2022 ac 04:52 No No No 55.0 PRNZ12578 O .
= Export results
[m} (None) Art TEST Vandelay, Accountant December 15,2022at 0202 pogime Mo No No 550 PRN21267B Pe v
Arthur PM Bk
2 953
[m} (None) Kenny TEST Bania, Kenneth Accountant 2ﬁfewﬂ 21. 2022360953 pegume Mo Yes Yes 450 PRN212678 pe Mavein Workflow v
Download Applications as
PDF
Create Document PDF per
Applicant

» From the Applicant Review screen, you will be able to perform several actions.
o To review an applicant’s application, answers to the supplemental questions, and
attachments, you may either:
= (Click on the applicant’s name, OR
= Hover over the orange Actions button on the far right of the screen across from
their name and select “View Application”.

(Actions)
Workflow State
(Internal)
On Campus Actions v
Interview
pending
GEMERAL

Pending View Application

o You may “Review Screening Question Answers.” To review the answers statistics for the
Screening Question answered by applicants, select the applicants you would like to see
answers for by clicking in the box to the left of the applicant's name (if you would like to
include all applicants shown on that page, click in the box to the left of “Full Name).
Now click on the Actions button and select Review Screening Questions Answers. You
are now on the Answer Statistics page.
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THE User Group:

UNIVERSITY

OF UTAH® | Department Admin v
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

/ Postings / / Accountant / Applicant Review / Supplemental Question Answers

=3

Answer Statistics for 3 Applicants

Question 1

(Required) How many years of accounting related work experience do you have?
Answered by 3 of 3 (100.0%)
Available Answers

No experience: Chosen by 0 of 3 (0.0%)
Less than 1 year: Chosen by 0 of 3 (0.0%)
1 year or more, but less than 3 year.....: Chosen by 0 of 3 (0.0%)

3 year or more, but less than 5 year.....: Chosen by1 of 3 (33.33%)| _
5 years or more: Chosen by 2 of 3 66.67%) [

Not Answered: Chosen by 0 of 3 (0.0%)

TIP: Anything in blue font in the system is a hyperlink.

» To see how applicants answered the questions, you have two options:
o You will see blue links within the questions that indicate how many applicants answered
the question a certain way. Click on those blue links to see the names of the applicants.
OR
o Hover over the orange Actions button and select Search Answers to search for the
answers to specific questions.
> To return to the previous page, you will see a gray menu bar. Click on the blue “Supplemental
Question Answers” link

THE User Group:
u UNIVERSITY
OF UTAH"® I Department Admin - ]
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
/ Postings / ... / Applicant Review Question Answers|/ Question Details
Question 1 Next >

(Required) How many years of accounting related work experience do you have?
Answered by 3 of 3(100.0%)
Available Answers

No experience: Chosen by 0 of 3 (0.0%)
Less than 1 year: Chosen by 0 of 3 (0.0%)
1 year or more, but less than 3 year..... Chosen by 0 of 3 (0.0%)
3 year or more, but less than 5 year.....: Chosen by 1 of 3 (33.33%) _
5 years or more: Chosen by 2 of 3 (66.67%) _

Not Answered: Chosen by 0 of 3 (0.0%)
0 0 2 3 4 s s 7o 8 90 100

1 of 3 Applicants answered "4. 3 year or more, but less than 5 years”

lActmnsv{
(] Special Handling List Applicant Name Documents Warkflow State (internal) Supplemental Score (Actions)
Kenneth TEST Bania Resume Pending 45.0 Actions v

» If you want to export the answers to an excel spreadsheet, hover over the orange Actions
button, and click on Export Answers. This will export the answers but not the applicant names.
> To get back to the Applicant Review page, you can:
o Hover over the orange Actions button and select Show All Applicants
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OR
o From the gray menu bar, click on the blue “Applicant Review” link.
> If you see a checkmark in the column labeled “Special Handling List” (sometimes called
“Restricted List”,) please email your HR Rep with the Job Posting Number to find out the
applicant’s status which may be:
o Disciplinary Action.
o Certified Veteran’s Preference (Follow the Veteran’s Preference process:
https://www.hr.utah.edu/forms/lib/Vet Pref Addendum.pdf).
o RIF (They have RIF interview preference for 6 months).

Ad hoc Search €) Save this search?  Selected records ) X Clear selection?
Ever (Actions)
Special worked for  Supplemental
Chosen IsSystem  Handling  Veteran's  University ~question  Posting
@] Pronouns  FirstName FullName  Job Title Application Date  Documents User? List Preference ofUtah?  Score Number  Workflow State (internal)
o (None) User I, Test  Director S No I:I Yes No 800 PRNO38578  Hired Actions v
0 (None) User II, Test Computer Professional ?OQZC;SFOE;WS?VPM Yes Yes 400 PRNO0906B Hired Actions v
0 . May 02, 2022 at . ; Under Review by
[ (None) User Ill, Test Manager, Program 07:30 PM No No No 30.0 PRN00828B Depar[mem’[ofmmt[ee Actions v

Step #3: MOVE APPLICANTS THROUGH APPLICANT WORKFLOW
(SCREENING/SELECTION PROCESS)

Owner: Dept Admin, and HR

> When you are ready to move the applicants through the workflow, you will use the orange Take
Action On Job Application button on the right. The initial workflow options are:
o Keep working on this job application
Pending
Screening interview
On Campus Interview
Not Selected — Send Email
=  This action will automatically and immediately send an email to the applicant
letting them know they were not selected for the position.
Unable to contact applicant
o Not Selected — Send Email When FILLED
= This action will automatically send an email to the applicant letting them know
they were not selected once the position has been filled.

O O O O

O
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User Group:

THE
UNIVERSITY

OF UTAH" ‘ Department Admin -

Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / ... / Applicant Review / Kenneth TEST Bania (Under Review by Department/Committee) / Summary Search Results: Previous
™= . . .
= Job application: Kenneth TEST Bania (Benefited Staff) Take Action On job Application v

Current Status: Under Review by Department/Committee Keep working on this Job

Application form: staff Application application

'WORKFLOW ACTIONS
Full name: Kenneth TEST Bania Created by: Kenneth TEST Bania Pending (move to Pending)

Address Owner: Department Admin Screening Interview (move to

Screening Interview]
123 Anytown USA B )

NYC, NY 10002 On Campus Interview (move to

On Campus Interview)
United States of America

Not Selected (move to Not
Username: KTBania Interviewed - Send Email NOW)
Email: Kenny.T.Bania@gmail.com Unable to contact applicant
Phone (Primary): 555-555-5555 (move to Unable to Contact
Phone (Secondary) Applicant)
Position Type: Benefited Staff Not Selected - Send Email When
Department: 00343 - Internal FILLED (move to Not
Audit (00343) Interviewed - Send Email When
FILLED)

Note: The titles of the drop-down options may appear twice, e.g., “Pending (move to Pending)”.
This convention is defined by the system but may be resolved in a future release of the product.

> After an applicant has had the “On Campus Interview”, the following workflow options will be
available:
o Keep working on this job application
o Interview-Not Selected-Send Email When Filled
=  This action will automatically send an email to the applicant letting them know
they were not selected once the position has been filled.
o Interview-Not Selected-No System Email
=  This action will not automatically send an email to the applicant to let them
know they have not been selected. You may use this option when you wish to
inform the candidate of the decision personally.
o Interviewed Not Selected-Send Email NOW
=  This action will automatically and immediately send an email to the applicant
letting them know they were not selected for the position.
o Move to Conditional Offer

Note: For every applicant interviewed and not selected, you need to provide a reason for not
selecting them.

While you are moving all applicants through the workflow, your actions in the system are
documented so reports can be run from the system. Therefor you will not need to complete an
Applicant Flow Record.

> You can move applicants through the workflow in a batch. To do so, go to the Applicant Review
screen. You will see applicants at various Workflow States. Click on the blue More Search
Options button next to the Search field.
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—
Uu'mvmsnv
OF UTAH®

Home Postings ~ Applicants ~ Hiring Proposals ~

Postings / Benefited Staff / Accountant (Reposted) / Applicant Review

] Posting: Accountant (Benefited Staff)
Current Status: Reposted
Position Type: Benefited Staff

Department: 00343 - Internal
Audit (00343)

Created by: Test User
Owner: HR Service Team

Summary

DON'T Delete - Benefited SL.. X

"DON'T Delete - Benefited Staff Applicant Search” €)

History Applicants Reports Hiring Proposals

Selected records () X Clear selection?

(Applicant
Detail
Parent)
Custom Chosen First
(m] StringTwo  Name Full Name JobTitle  Application Date
=] (None) Cosmo TEST Kramer, Cosmo_ Accountant DECember 09, 2022 3¢ 04:52
TEST Vandelay, December 15,2022 at 02:02
O (None) Art Arthur Accountant e
(m] (None) Kenny TEST Bania, Kenneth Accountant Ea‘e‘““’ 21,2022 20 09:53

User Group:

Department Admin v

Search Results: Next

X See how Posting looks to Applicant
& Print Preview (Applicant View)

B Print Preview

[ Add to Watch List

£ lin]

e

(Actions)
Ever worked
Special for
Is System Handling Veteran's University of question Posting Workflow State
Documents User? List Preference  Utah? Score Number | (internal)
No No No 55.0 PRN212678 | On Campus Actions v
Interview
Resume  No No No 55.0 PRN212678 | Pending Actions v
on Campus
Resume  No Yes Yes 250 PRN212678 | O Camp Actions v

> Now you can search based on “Applicant Workflow State”. For example, click on “On Campus

Interview” then hit the blue “Search” button. You will now only see applicants in that Workflow

State.

Summary History Applicants Reports
Add Column

App Individual Workflow States

DON'T Delete - Benefited St._. X%

App Draft Workflow State:
Active/Inactive -

Last Name:

First Name:

Hiring Proposals

5 |Add Column l |

: [App Individual Workflow States ]

Under Review by Department/Committee

Under Review by Department - Not Qualified
Pending
Unable to Contact Applicant

screening Interview

0On Campus Interview
-

> Next, look above the list of applicant names and you will notice a checkbox in the header
column. Check that box. That will select all names. Next, go to the orange Actions button on the

right-hand side and hover over it. You will see a header in black called Bulk. Under that, select

the option called Move in Workflow.

Adhocsearch @) Savethissearch?  Selected records @) X Clear selection?

Everworked  Supplemental e
Chosen Frst IsSystem  Special Veteran's  forUniversty question  Posting Worl  Review Screening
Name Full Name JjobTitle  Application Date Documents  User? HandingList Preference  ofUtah?  Score Number B e
Cosmo TEST Kramer, Cosmo  Accountant  December 09, 2022 at 0453 PM No No No 550 PRN212678  ONC Download Screening v
Question Answers
Kenny TEST Bania, Kenneth  Accountant December 21, 2022 at0%S3AM  Resume  No Yes Yes 450 PRNZIZ678  On€ v
Export results

B
Move in Workfiow
Download Applications as
POF
Create Document POF per
Applicant
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> You will now see an “Editing Page” with a list of all the applicants in the Workflow State you
selected. There is a field called Change for all applicants with a drop-down menu. Select the
option you want then click the orange Save changes button on the lower right. This action will
change the Workflow State for all selected applicants.

THE User Group:
U UNIVERSITY
OF UTAH* ‘ Department Admin v

Home Postings ~ Applicants Hiring Proposals ~ Shortcuts ~

/ Postings / ... / Accountant / Applicant Review / Bulk Workflow Status Change

-
X Editing: Workflow States for 2 Applicants

Change for all applicants | Select a workflow state... -4

Select a workflow state...
Interviewed- Not Selected-Send Email When FILLED

Interviewed-Not Selected-No System Email Group
Applicant Current State | Interviewed-Not Selected Send Email NOW Reason Prompt
Conditional Offer Issued User
Cosmo TEST Kramer On Campus Interview Select a workflow state... hd
Kenneth TEST Bania On Campus Interview Select a workflow state... v

e

Step #4: CONDITIONAL OFFER & COLLECT ADDITIONAL INFORMATION

Owner: Dept Admin, and HR

Once the application review process has been completed and you have identified which candidate you
would like to proceed with, use the orange Take Action On Job Application and select Move to
Conditional Offer Issued and click Submit.

Keep working on this Job
application

WORKFLOW ACTIONS

Interview-Not Selected-Send
Email When Filled (move to
Interviewed- Not Selected-Send
Email When FILLED)

Interview-Not Selected- No
System Email (move to
Interviewed-Not Selected-No
System Email)

Interviewed Not Selected-Send
Email NOW (move to
Interviewed-Not Selected Send
Email NOW)

Move to Conditional Offer
Issued (move to Conditional
Offer Issued)

> At this point you will contact the candidate and extend a conditional offer to them for the
position.
o The offer will be conditional based on their successful completion of certain pre-
employment screenings (e.g., background check, drug screening, education verification).
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» Once the candid

ate accepts the conditional offer, use the orange Take Action On Job

Application button and select Send to Collect Additional Information and click Submit.

o Selecting this action will trigger an email to be sent to the candidate which will instruct

them to go back into their application and provide additional information (e.g., Date of
Birth, Social Security Number, etc.) which will be used to complete the required pre-
employment screenings.

Keep working on this Job
application

WORKFLOW ACTIONS

Send to Collect Additional
Information (move to Collect
Additional Information)

Move to Declined Offer (move
to Declined Offer (Must provide
explanation))

NOTE: The candidate must be provided with and accept a conditional offer before we request

them to provide

us with the sensitive, personal information we request to complete their pre-

employment screenings.

o The specific instructions that the candidate receives in the email are as follows:

Link: https://utah.peopleadmin.com/login

Navigate to Your Applications

Locate your completed application for this posting that will have a status of
Collect Additional Information.

Click UPDATE and complete all fields.

You will then be asked to recertify and submit your application

NOTE: Refer to Appendix D to review screenshots from an applicant’s point of view.

> When the applicant has updated and submitted their application, you will receive an email

informing you that the information has been received. You will notice that the Workflow State

for the applicant has also been updated to Additional Information Received.

= Job applicati

THE User Group:
u UNIVERSITY
OF UTAH® Department Admin v
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / ... / Applicant Review / Cosmo TEST Kramer (Additional Information Received) / Summary Search Results: Previous

on: Cosmo TEST Kramer (Benefited Staff)

|Current Status: Additional Information Received | W View Posting Applied To

Application form: Staff

Application

W Preview Application
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Step #5: CREATING HIRING PROPOSAL & OFFER LETTER

Owner: Dept Admin, and HR

Once you have received the additional information from the candidate you would like to hire, it is time
to create the hiring proposal.

NOTE: Hiring Proposals are the way that your system tracks information on everyone who becomes
employed through the system. This is vital for system reporting and can be used to load data with a
variety of third-party software programs.

» To begin the Hiring Proposal, open the Job Application of the candidate you wish to hire.
o Use the Take Action On Job Application button on the right-hand side to select Submit
(move to Recommend for Hire — MUST click on “Start Hiring Proposal” link). Then click

Submit.
Take Action On Job Application v

Keep working on this Job
application

WORKFLOW ACTIONS

Submit (move to Recommend
for Hire - MUST click on "Start
Hiring Proposal” link)

Select (move to Declined Offer
(Must provide explanation))

Submit (move to Recommend for Hire -
MUST click on "Start Hiring Proposal” link)

o Next, notice that a new link titled Start Hiring Proposal has appeared underneath the
orange Take Action On Job Application button. Click on the Start Hiring Proposal Link.

Take Action On Job Application v

o View Posting Applied To

W Preview Application

|° Start Hiring Proposal |
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o You will be taken to a new screen titled Starting Hiring Proposal. Select the blue Start

Hiring Proposal button to proceed.

THE User Group:
u UNIVERSITY
OF UTAH*® ‘ Department Admin v
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
/ Postings / .. / Applicant Review / Cosmo TEST Kramer (Recommend for Hire - MUST click on "Start
Starting Hiring Proposal

Applicant: Cosmo TEST Kramer
Posting: Accountant

Start Hiring Proposal | [Sllechles]

NOTE: If your candidate happens to have another active Hiring Proposal in progress for another
position, you will see a message stating “Warning: This Applicant already has a Hiring Proposal in
progress.” If you see this message, contact HR as you will be unable to start a new hiring proposal on
your own.

o You are now on the Editing Hiring Proposal page.

THE User Group:

UNIVERSITY

OF UTAH* ‘ Department Admin
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

Actions / Benefited Staff / Edit

Editing Hiring Proposal .
Hiring Proposal
@ Hiring Proposal Documents

@ Historical Information |42 Check spelling
* Required Information

Candidate Information

Hiring Proposal Summary

Chosen First Name Cosmo

First Name Cosmo

Last Name TEST Kramer
uNID

will be populated if candidate s an internal employee
Position Information

Posting Number PRN21267B

> You may now scroll down and edit the information on the Hiring Proposal screen.

o Inthe Hiring Proposal, under Department Hiring Information, enter information in the

following fields:
= Conditional Offer Acknowledgement
=  Conditional Offer Issued Date
= Conditional Offer Accepted Date
= Start State
= Salary Offered
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= Salary Acknowledgement
= Transferring from Current UofU Position
= lateral Transfer
= License/Certification Required for this Position
= Education Verification Acknowledgement
= Screening/Verification Requestor
= Screening/Verification Package <---— discussed in detail below
= Screening/Verification Chartfield
= Salary Chartfield
= | will disposition applicants not hired once all targeted openings have been filled
o Screening/Verification Steps
=  From the Hiring Proposal, you can select the appropriate screening/verification
package for your applicant (if applicable). The information entered in these
fields will be sent in an integration to the vendor who manages our screenings
and verifications and will be used to order the appropriate
screening/verification package.
e Screening/Verification Requestor
o This field should contain the uNID and the name of the
individual placing the order. For example, if your uNID was
“u0123456” and your name was “Test User”, you would enter
“u0123456 Test User” in the field.
e Screening/Verification Package
o This field allows you to select the appropriate package for the
screening/verification process.

Screening/Verification ” Please select e u

Package Screening/Verification Not Needed o
Campus Staff - Criminal Check

Campus Staff - Criminal + Drug Screen

Campus Staff/Faculty - criminal + Education
Screening/Verification Campus Staff/Faculty - criminal + drug screen + education
Chartfield UUHA Staff - criminal check

UUHA Staff - criminal + drug screen

UUHA Staff/Faculty - criminal + Education

UUHA Staff/Faculty - criminal + drug screen + education
Salary Chartfield Safety of Minors - 1st check (students & volunteers)
Safety of Minors - 3 year check

Level K New Hires <3 Years

| will disposition ALL DOT Drug Screening
applicants not hired DOT Drivers

once all targeted Comparative Medicine
openings have been Athletic Coaches
filled. General Volunteer

Drug Screen Only
Department Admin | Education Only

International Only

e Screening/Verification Chartfield
o The chartfield information for the department/organization
which will be billed for the screening/verification should be
entered here. If “Screening/Verification Not Needed” was
selected, “N/A” may be entered in this field.
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Screening/Verification
Chartfield

Chartfield Format: BU (2 digits)-Dept/ORG ID (5 digits)-Fund (4 digits)-
Activity/Project (5 - 8 digits)-Account (5 digits); 40 character max;
Example: 07-00410-XXXX-XXXXXXXX-XXXXX Quick Chartfield Validate.
If no screening/verification is needed, enter "N/A".

This field is required.

NOTE: The Screening/Verification package will not be ordered at this time but, instead, will be
ordered after the Hiring Proposal has been moved to the HR Pre-Hire Checks where an HR
Representative will review the information and indicate that the package is ready to be ordered.
Specifically, the following must be true for the screening/verification information to be sent to
the vendor:
(1) Information must be entered in the Screening/Verification Requestor,
Screening/Verification Package, and Screening/Verification Chartfield fields.
(2) The Hiring Proposal must be in the HR-Pre Hire Checks state.
(3) An HR Representative must select “Yes” on a field called “Send Screening/Verification
Request Now”.
The Screening/Verification package will then be placed in a queue and set to be delivered to the
vendor. Files are delivered 3 times per day: 8:00am, 3:00pm, 9:00pm — all times are Mountain
Time.

o Hiring Proposal Documents
=  Attach documents required for position
Once you have completed filling out and reviewing the Hiring Proposal, you will proceed with
receiving any necessary approval to extend the official Offer to the candidate.
o Under the orange Take Action On Hiring Proposal button, select Move (move to Create
Offer) and click Submit.

Take Action On Hiring Proposal v

Keep working on this Hiring
Proposal

WORKFLOW ACTIONS

Cancel this Hiring Proposal
(move to Canceled)

Cancel this Hiring Proposal
(move to Canceled)

Move to HR Pre - Hire Checks
(move to HR Pre - Hire Checks)

Declined Offer (move to Offer
Declined (Must disposition
applicant on posting))

| Move (move to Create Offer) |

Offer Accepted (move to Offer
Accepted)

NOTE: PeopleAdmin has the capability of allowing you to create and extend electronic offer
letters. This feature is currently not fully functional but will be at a later date.
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> Next, use the orange Take Action On Hiring Proposal button and select Transfer (move to

Review Offer) and click Submit.
o When the Hiring Proposal and Offer are in this step, this information may be reviewed

by members of the position’s search committee.

Take Action On Hiring Proposal v

Keep working on this Hiring
Proposal

WORKFLOW ACTIONS

[ Transfer (move to Review Offer)|

Extend Offer (move to Extend
Offer)

Offer Accepted (move to Offer
Accepted)

> When your review has been completed, use the orange Take Action On Hiring Proposal button
and select Transfer (move to Extend Offer) and click Submit.
o Then, send the offer letter to your candidate. Eventually, you will have the ability to
send offers to candidates directly from PeopleAdmin.

Take Action On Hiring Proposal v

Keep working on this Hiring
Proposal

WORKFLOW ACTIONS

|Transfer. (move to Extend Offer)l

» Once the applicant has accepted the Offer, use the orange Take Action On Hiring Proposal
button and select Offer accepted (move to Offer Accepted) and click Submit.

Take Action On Hiring Proposal v

Keep working on this Hiring
Proposal

WORKFLOW ACTIONS

Offer accepted (move to Offer
Accepted)

Transfer. (move to Offer
Declined (Must disposition
applicant on posting))

» Now, access applicant’s Hiring Proposal to upload the signed Offer Letter.
o From the Hiring Proposal, scroll down and click on the blue Pencil icon next to the Hiring

Proposal Documents section.

@ Hiring Proposal Documents
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Next, use the orange Actions drop-down menu next to Other Documentation and select

@)
Upload New.
PDF conversion must be completed for the document to be valid when applicable.

Document Type Name Status (Actions)

Salary Calculation Actions v

Letter from Chair to Dean (Faculty only) Actions v

Draft Offer Letter Actions v
Create New
Choose Existing

o Click the Choose File button, locate and select the offer letter you have saved to your

computer then click Open to attach the document. Next Then add a Description (e.g.,
“Signed Offer Letter”) and click Submit.

THE User Greup:
UNIVERSITY
OF UTAH® Department Admin ~
Home Postings Applicants ~ Hiring Proposals ~ Shortcuts ~
/ Postings / .. / Applicant Review / Cosma TEST Kramer (Recommend for Hire - MUST click en "Start Hiring Proposal” link) / Edit Hiring Proposal v¥
Upload a Other Documentation
Ta upload your document, provide a name and description of the document. Te choose a file to uplead, click the Choose File button and select the
file from your computer. When you are ready to submit your document, click the Submit buttan.
Name |Other Documentation 02

File to upload| Choose File [No file chosen

Write Other Documentation

NOTE: You may notice that this page is labeled “Upload a Other Documentation”. PeopleAdmin
has informed us that “Upload a” is hardcoded in their system. We have requested that they

remove the “a”.

Click Save & Continue to return to the Hiring Proposal Summary.
Next, use the orange Take Action On Hiring Proposal button and select HR Pre Hire

Checks (move to HR Pre — Hire Checks) and click Submit.

Take Action On Hiring Proposal v

Keep working on this Hiring
Proposal

O
O

WORKFLOW ACTIONS

HR Pre Hire Checks (move to HR
Pre - Hire Checks)
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Step #6: PRE-HIRE CHECKS AND HIRE
Owner: Dept Admin, and HR

>

Now you are ready to initiate any pre—hire screenings required for the position — Criminal
Background Check (CBC), Drug Screening, Education Verification, and Reference checks.

HR will receive the results of the CBC and Drug Screening then move the application to READY
FOR ePAF (move to Ready for ePAF).

You will receive an email notification when the candidate is cleared for hire.

From the time the HR Rep moves your successful candidate to READY FOR ePAF (move to Ready
for ePAF), it will take up to an hour for the applicant’s data to be fed from PeopleAdmin to
PeopleSoft; the file is set to be sent from PeopleAdmin at the top of each hour.

Once the candidate’s data is in PeopleSoft, initiate the Hire ePAF and begin the 1-9 process. Feel
free to contact HR for assistance.

Congratulations! You have just hired a new employee!

If you have questions, please contact your HR Representative / PeopleAdmin subject matter expert.
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Appendix A: Benefited Staff Workflow

Approve for
Benefited Staff Postings Later Posting
Create Pesting (Draft) ‘ \
.'fsec{mdary Department Human
approvals are Admin Permtreste - - = -
needed, dept ior Embed HA Re Resources - Posted - Closed - Filled
adimirt o dept ‘pgm..dd,-ﬂ,ag:.— FermAdd/Create
approver will S
indicate this
and get these Validate/Edit Posting :
approvals Department Approve far
Approver ﬁﬁternal Reposted
Perm:Update
Approve Posting (Draft)
Benefited Staff Applicant Workflow .. .
Sensitive info for hired
Certiphi: 58N, DOB, ;
o o Owrred by -
emrgey cntct efc. Deqt Admin
Under Review Collect Additional Recommend for
by Department/ —m Pending —- Screer_ﬂng » O Campus - Copdimoral = Additional ® Information |—m Hire — Begin Hired
- Interview Interview Offer Issued . . -
Committee Information Received Hiring Proposal
*Enter date conditional Aufo-moves candidate and A
offer was issued in ermails Dept Admin & HR Rep
comments box. when 2™ step is completed
- Not Selected - Interviewed not selected send email
Send email NOW ) when FILLED Declined
- Not Selected send email - Interviewed not selected send email
when FILLED NOW AooTea P
. . % cant can withdraw
- Unable to contact applicant - Interviewed not selected NO email fmﬁ:mmgamw time
Benefited Staff Hiring Proposals
Auto-moves candidate to
Hired applicant workfiow state
*HP can be moved to = VWithdraw Offer
canceled at any time
Y
HR Pre-Hire Readyfor e PAF
D i t
EKZm:r:wen = Create Offer (—=| Review Offer |—m Extend Offer = Offer Accept > Checks - Approved
(Electronic) (Electronic) Inclwae s Certoh 18y (HR Only)
Owred by - Search Comimittee
Dept Admin & HR Rep  Chair Only (TBO) Qutstle L of PA Outside  of PA
p-| Offer Decline Certiphi PSPACx
(CBC/DS)  Integration
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Appendix B: Non-Benefited Staff Workflow

Non Benefited Staff Postings

Approve for
Later Posting

v

Department Human Posted > Closed [ » Filled
Admin Resources
T Y
Approve for
r;sternal Reposted
Sensitive info for hire/
certiphi: SSN, DOB,
emrgcy cntct etc. Owned by -
Dept Admin & HR Rep
Under Review . . Collect Additional Recommend for
by Department/ | Pending | Slr?ttre\:el;:n? Y Ol"ngfv’;;‘flt‘s e &?g:’;;‘gg:é | »|  Addional | Information |— | Hire —Begin Hired
Committee Information Received Hiring Proposal
*Enter date conditional Auto-moves candidate and A
offer was issued in emails Dept Admin & HR Rep
comments box. when 2" step is completed
Not Selected Interviewed Interviewed TWIDS? — Still fol
N Not Selected Send Not Selected Withdrawn ? — Still follow same
(with reasons) . " . process, collect SSN/DOB
Ethman when Filled l\:;') System Email and do CBC/DS.
Only emails applicants -with reasons -with reasons ) AT p
when posting is filled -emails applicants -does NOT email applicants prp Ilcag_t cantwnhozl_aw
when posting is filled when posting is filled rom posting at any time
Non Benefited Staff Hiring Proposals »| Withdraw Offer T N——
canceled at any time Auto-moves candidate to
Ounedlb Hired applicant workflow state
wned by -
Dept Admin & HR Rep \4
Department HR Pre-Hire Ready for ePAF
Kdmin —» Create Offer —® Review Offer —® Extend Offer ——® Offer Accept > Checks | Approved
(Electronic) Search Committee (Electronic) (Auto-moves to HR) Inclides Certiphlfiag (HR Only)
Chair Only (TBD) Pre-Hire Checks) ! '
Outsidel. of PA Outside‘v of PA
' i T T
| Offer Decline Certiphi | PSPACx
(CBC/DS) | i Integration |
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Appendix C: Applicant View — Account Creation & Initial Application

APPLICANT ACCOUNTS VS. APPLICATIONS

If an applicant updates their account information, the most recent contact data will be available to
hiring authorities within your organization. Applicants still must fill out applications to apply to a
particular position and the system will keep track of their most up-to-date information used on each
application type and pre-populate new application forms with this information each time they apply to a
position. The pre-population of data should help reduce your workload as you should not need to
update contact information for applicants on each of their applications.

Applicants will be able to do the following:

Bookmark jobs they are interested in.

Email a job posting to a friend.

» Upload and manage documents (e.g., resumes, cover letters, etc.) without going through the
application process.

» Update their Account Settings (Login and Contact Information).

> Enter Voluntary Demographic information without going through the application process.

>
>

You may refer to the steps below to walk an applicant through the application process:

» Most applicants will find University jobs at http://www.employment.utah.edu.

THE
UNIVERSITY
OF UTAH

EMPLOYMENT

THE UNIVERSITY OF UTAH UNIVERSITY OF UTAH HEALTH HOSPITALS AND CLINICS  UNIVERSITY OF UTAH HEALTH ACADEMICS

/*’:lu

SEARCH FOR CAREERS

Q job title, keywords SEARCH View All Jobs — ~,f‘5'v‘e\‘

THE
u UNIVERSITY
OF UTAH"®

# HEALTH

UNIVERSITY OF UTAH

Uf HEALTH

ACADEMICS & RESEARCH

ABOUT

BENEFITS
"IMAGINE U" VIDEO
VIEW ALL JOBS
VIEW my529 JOBS

VIEW OFFICE OF THE COMMISSIONER
JOBS

INPATIENT CAREERS

OUTPATIENT CAREERS

NON-CLINICAL CAREERS

JOB SPOTLIGHT

JOIN OUR TEAM

MEET OUR TEAM

ABOUT

BENEFITS

“U OF U HEALTH” VIDEO

VIEW JOBS

>

o The columns for The University of Utah and UHealth Academics point to jobs which are
posted in PeopleAdmin.

o The column for UHealth points to jobs that are posted on a separate Applicant Tracking
System maintained by the University’s Hospital team. This document does not pertain to
these jobs.

The applicant may use the search bar or other buttons to filter the results of the jobs down to
those they are most interested in applying to.
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> Once the applicant finds a job they wish to apply for, they will be taken to a screen which will
prompt them to create an applicant account in PeopleAdmin.

THE
u UNIVERSITY
OF UTAH®

Log in to your account

A Home
- Required fields are indicated with an asterisk *
Q Search Jobs
B * Username
e [ =
| #JLog In /Create Account + password

? Help

Note: Internal University employees will use the Current Employee Log In button.

o Once you have created your account and/or logged into the system, you may begin
filling out your application. Fill in all the required information on every page. You may
add multiple entries in certain areas (e.g., education, experience, etc.) of the
application.

o The Save Changes button shaves your work and keeps you on the current page. The
Save & Continue button saves your work and moves you to the next page in the
application.

o On the left-hand side, both top and bottom, there is a drop-down menu. This menu
allows you to go to different sections of the application. Select the section you want
then click Go.

‘Personal Information V‘

Personal Information

Supplemental Questions

Documents needed to Apply

References )
Self-ldentification-Disability
Self-ldentification-Protected Veteran
Self-ldentification-Demographic Information
Check for Errors and Submit

o Attach documents as needed while applying for the position.
® You may upload a document
=  You may write a document
= You may select a previously added document.
o Before submitting the application, go to the drop-down menu on the bottom left-hand
corner and select Check for Errors and hit Go.
= Verify your information is correct either by scrolling down, through the page or
clicking the blue Print Version link which will open a new window for you to
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review the data in a printer friendly format. If using the Print Version, you may
simply close out of the new window to return to the main page.

THE
U UNIVERSITY
OF UTAH®

Application for Assistant Professor Edit this Application

# Home Certify and Submit |

Q Search Jobs

Job Alerts & Personal Information

o Click the Certify and Submit button.
o Certify your application by reading the Certification paragraph, checking the “I verify...”
box, entering your initials, and clicking Submit this Application.

THE
U UNIVERSITY
OF UTAH®

Certify and submit your Application for Assistant Professor

A Home

Q Search Jobs

Job Alert: Certification
ob Alerts

[O] 1 verify that the information I have provided is complete and true. I understand that any omission

A Your Bookmarked Postings or misstatement may result in termination or withdrawal of a conditi offer of employ

B Your Applications

Please enter your initials to verify your identity.

& Your Documents ‘

m Submit this Application |0r Return to

£ Account Settings

Application

o Note your confirmation number and any messages that may appear.

THE

UNIVERSITY

OF UTAH"®

0 Your Application has been submitted.

A Home

You have successfully submitted your Application.
Q Search Jobs Your confirmation code is
Job Alerts CN001999225

Thank you for your interest in this position. The screening and selection process is currently underway and will continue until a successful
candidate is chosen. Should review of your qualifications resultin a decision to pursue your candidacy, you will be contacted
We recommend that you note this confirmaticn number for future reference.

R Your Bookmarked Postings

B Your Applications

View Your Completed Application
& Your Documents

Continue Your Posting Search

» You may now find the application you just completed by clicking on the Your Applications link in
the left menu.
o  View your completed application.
o  View any documents you attached while applying for the job.
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To create an account and profile directly in PeopleAdmin

» Go to the Applicant Site: https://utah.peopleadmin.com

» Create a new applicant account by selecting Log In/Create Account on the left menu

# Home

| Qsearehobs

%1 Log In /Create Account

Welcome To The University of Utah Employment Opportunities Page!

The University of Utah offers exciting, challenging, and rewarding careers to those who seek opportunities to grow and succeed! The University of Utah is one of
the largest empl 13 In the state and has been rank orbes as a "Best in State” employer and recognized nationally as one of best employers for
women. As a preeminent research and Leaching university with national and global reach, the University of Utah provides a wide range of opportunities for
sional growth in educational, res arrh and clinical environments. Please explore the options below to learn more about our benefits, why

p
personal and pre
t's great to work for the U and view our posted jobs

Benefited Staff Jobs Part-Time Staff Jobs Faculty Jobs Recently Posted Jobs

> Click on the blue Create an Account link toward the bottom of the page

> Enter requested information on Create an Account page then click the green Create account

THE
u JNIVERSITY
OF UTAH®

# Home

Log in to your account

R Required fields are indicated with ar asterisk *
Q Search Jobs

- * Username
— [ s
| #)Log In /Create Account * Password

? Help

button at bottom of the page.

> To add documents (e.g., resumes, cover letters, etc.) prior to completing an application, click on
the Your Documents link in the left-hand menu.
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@ Your account has been created

| A Home Welcome To The Universit
Q Search Jobs The University of Utah offers e
Job Alerts the largest employers in the s

women. As a preeminent rest

A Your Bookmarked personal and professional groi
Postings it's great to work for the U and

Benefited Staff Job
% Your Documents
£ Account Settings
O Logout Babu

? Help

B Your Applications

‘Wn
~
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o Next click the blue Add Document link

THE

UNIVERSITY

OF UTAH®

Uploaded Documents

‘ A Home

You have not uploaded any documents.

| Qsearch jobs

o Select the type of document to add (scroll down the page to see all document options):

THE

UNIVERSITY

OF UTAH®

& Home Select the type of document to add
Resume

Q Search Jobs
Cover Letter

Job Alerts .
Transcripts

n Yolur Bookmarked Letter of Recommendation 1

Postings

Letter of Recommendation 2

& Your Applications

Letter of Recommendation 3
& Your Documents .
Curriculum Vitae

£+ Account Settings

Teaching Statement

® Logout Babu

Research Statement

? Help Teaching Evaluations

o Follow the on-screen instructions to upload your document.

THE

UNIVERSITY

OF UTAH"®

Upload Resume

A Home * Upload a documentin any of the following file formats: .doc, .docx, .pdf, .rtf, .rtx. txt, .tiff, .tif, .jpeg, jpe, .jpg, .png, Xls, .xIsx
* Ifyour document is not in one of the above formats, please convert it to a PDF before uploading it.

Q search Jobs * Encrypted or password-protected documents are not supported.

Job Alerts Name:

R Your Bookmarked ‘Resume 02-08-23 17:35:39 (MST) ‘
Postings Description (optional):

B Your Applications

%& Your Documents - 4
File to Upload:

& Account Settings
No file chosen

O Logout Babu
Alternatives

? Help

Write Resume
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o View the document once it has been uploaded by selecting the Your Documents link.
Add additional documents as needed.

THE
U UNIVERSITY
OF UTAH*®

Uploaded Documents

# Home
Add Document
Q, Search Jobs
Resume
Job Alerts
A Your Bookmarked Resume 02-08-23 17:35:39 (MST) | added February 08, 2023 | Remove

Postings

B Your Applications
& Your Documents

& Account Settings

& Logout Babu

? Help

o Click the Home link toward the upper left-hand corner of the screen to return to the
main applicant page.

Searching for Jobs within PeopleAdmin

Most candidate will use https://employment.utah.edu to search for jobs. However, individuals may also
search for jobs directly within PeopleAdmin.

> Search options on the main page:

o To search for jobs directly in PeopleAdmin, select the button of the position type that is
of interest.

THE
U UNIVERSITY
OF UTAH®

Welcome To The University of Utah Employment Opportunities Page!

A Home
The University of Utah offers exciting, challenging, and rewarding careers to those who seek opportunities to grow and succeed! The University of Utah is one of
Q Search Jobs the largest employers in the state and has been ranked by Forbes as a "Best in State" employer and recognized nationally as one of the best employers for
Job Alerts women. As a preeminent research and teaching university with national and global reach, the University of Utah provides a wide range of opportunities for
personal and professional growth in educational, research, and clinical environments. Please explore the options below to learn more about our benefits, why
M Your Bookmarked it's great to work for the U and view our posted jobs.

Postings

& Your Applications Benefited Staff Jobs Part-Time Staff Jobs Faculty Jobs Recently Posted Jobs

» More search options:

o Toview more Job Search filters, click the Search Jobs link toward the top left-hand
corner of the screen.
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THE

UNIVERSITY

OF UTAH"®

Search Postings (1784) [

‘ A Home

Q Search Jobs

Job Alerts

M Your Bookmarked
Postings

B Your Applications

& Your Documents

£ Account Settings
O Logout Babu

? Help

View all open Postings below, or enter search criteria to narrow your search

Non Benefited Staff / Student

Keywords
Job Type
No Selection
Benefited Staff
Faculty
Location
No Selection
Campus
Dialysis Center
Anywhere Utah
Work Study

Temporary Job

v

Employment Type

Department

Patient Care

Requisition

Posted Within

Any time period v
No Selection
Full Time
Part Time
No Selection

01885 - HCI June Round Lab
00002 - SR VP Academic Affairs Oper
00006 - Associate VP for Diversity

o Use the keyword search to narrow down your search results and/or
o Use one or more of the other search criteria filters to narrow your search results.

> Applytoalob

o When you have found a job, you wish to apply to, click either the name of the position
or the View Details button.

View Results (1138)

Assistant Professor

Working Title

Open

TN BT

Department Requisition
Number

00019 - PRNO0456CF

Undergraduate

Studies

o Click Apply for this Job button on the right.
o To view step-by-step instructions on how to complete an application, click here.
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Appendix D: Applicant View — 2nd Step Application

For your reference, here are some screenshots depicting what your applicant will see when then login to
their People Admin Account:

> From the Applicant’s Homepage, they will select Your Applications

THE
UUNIVERSITY
OF UTAH®

Welcome To The University of Utah Employment Opportunities Page!
# Home

The University of Utah offers exciting, challenging, and rewarding careers to those who seek opportunities to grow and succeed! The University
Q Search Jobs of Utah is one of the largest employers in the state and has been ranked by Forbes as a "Best in State" employer and recognized nationally as

Job Alerts one of the best employers for women. As a preeminent research and teaching university with national and global reach, the University of Utah
provides a wide range of opportunities for personal and professional growth in educational, research, and clinical environments. Please explore
A Your Bookmarked the options below te learn more about our benefits, why it's great to work for the U and view our posted jobs.
op! yit's g p

Postings
B Your Applications Benefited Staff Jobs Part-Time Staff Jobs Faculty Jobs Recently Posted Jobs

& Your Documents

£ Account Settings

@ Logout Cosmo

2 Help

> From the Your Applications page, they will select Update

THE
U UNIVERSITY
OF UTAH®

Your Applications (1)
# Home Applications to Complete (0)
Q Search Jobs In order to be considered for these postings, you must complete your application prior to the Closing Date.
Job Alerts Job Number Application
Materials
M Your Bookmarked You do not have any in-process applications.
Postings
. . .
B Your Applications Completed Applications (1)
& Your Documents Confirmation  Posting Number  Status Application Date Application
Number Materials
&+ Account Settings
Accountant o ollect ditional ecemper N Application
- A CNO01999111 PRN21267B Collect Additi I D her 09, 2022 Appl
O Logout Cosmo Information
o Withdraw Application
¢ help

o Applicants will be asked to certify that they are making changes to their application.
They will need to click Yes, update this Application to proceed:

Would you like to make changes to your application? Updates will be saved after you certify your application and select submit.

Yes, update this Application ‘ or Cancel

o Applicants will now be asked to provide certain pieces of personal information
(Citizenship Status, Social Security Number, Date Of Birth, etc.). Applicants must provide
information marked as required to proceed. One all the required information has been
provided; the applicant will need to select Save & Continue at the bottom of the screen.
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Application for Accountant: New Hire Information
Save changes Save & Continue Check Information
‘New Hire Information v‘

Required fields are indicated with an asterisk (*).

New Hire Information

* Citizenship Status

|Ci{izen V}

This field may be used for federal reporting and compliance, equity and diversity initiatives, and/or aggregated for internal review,

1. Permanent Resident is an individual who is not a U.5. citizen and who resides in the United States under legally recognized and lawfully recorded
permanent residence as an immigrant.

2. Alien Authorized to Work is an individual who is a not a citizen or national of the United States, or a lawful permanent resident, but is
authorized to work in the United States.

3. Noncitizen National of the United States is an individual born in American Samoa, certain former citizens of the former Trust Territory of the
Pacific Islands, and certain children of noncitizen nationals born abroad.

Click “here” for more detailed information.

* Social Security Number

999-12-3456 @

If you don't have a U.S, Social Security Number, please enter N/A, This is required for the Certiphi Background Check and for internal
U of U HR hiring process and wilf only be shared with Certiphi Inc.

* Date Of Birth
‘01;’01;‘1980

* Gender

|Ma\e v

* Hispanic/Latino
[No v|

* Race

Asian &
Black or African American
Native Hawaiian or Other Pacific Islander

Marital Status
[single v

This field may be used for federal reporting and compliance, equity and diversity initiatives, and/or aggregated for internal review
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Emergency Contact Information

* Emergency Contact First Name
Jane
* Emergency Contact Last Name
Doe

* Emergency Contact Address 1
123 Test St

Emergency Contact Address 2

* Emergency Contact City
:Sdll Lake City
* Emergency Contact State
lut
* Emergency Contact Zip Code
84101
* Emergency Contact Country
USA
Same Address as Employee
[ No V\
* Emergency Contact Phone Number
555-123-4567
Same Phone as Employee
| No VJ

* Emergency Contact Relationship Type

Other v
Save changes Save & Continue
New Hire Information v ‘

Check Information

NOTE: Some applicants may not have Social Security Numbers at the time they are providing this
information on their application. These applicants will be instructed to enter “N/A” in the Social Security

Number field.

o The applicants will now review—but not edit—all the information they provided during
their initial application by clicking on Save & Continue on each page until they are
brought to a page where they will be asked to Certify and Submit their information.
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THE
U UNIVERSITY
OF UTAH®

Application for Accountant Edit this Application | Print Version

# Home Certify and Submit

Q Search Jobs

Job Alerts Update
R Your Bookmarked Note: There have been changes to this posting or application. While you are not required to revisit this application and resubmit it,
Postings you have the option to do so. None of your updates will be visible to anyone else until you repeat the certification process. Use the

N edit link above to begin revisiting the application.
B Your Applications

& Your Documents

Certify and submit your Application for Accountant

Certification

I hereby authorize the University of Utah to use the services of a Consumer Reporting Agency to perform a background check
when processing my application for employment. I understand that the Consumer Reporting Agency will verify my social
security number and conduct a criminal background check, and may conduct additional checks on my employment, education,
professional licensing, reference, motor vehicle, and/or credit history.

I understand that I have the right to review and respond to any information obtained by the University of Utah pursuant to
this release. I understand that I must make a written request to review and/or respond to this information. I hereby release
the University of Utah and all persons, organizations, or government agencies from any damages resulting from furnishing the
information described above. I verify that the information I have provided is complete and true. I understand that any
omission or misstatement may result in termination or withdrawal of a conditional offer of employment.

(@]
I certify that I have read and agree with these statements.

Please enter your initials to verify your identity. Note: After submitting your application, only limited changes
can be made with assistance from University HR. Please review your application before submitting.

‘ H Submit this Application | or Return

to Application

o The applicant also has the option of simply filling out the new information requested of

them and then, from the dropdown menu that says New Hire Information selecting

Check for Errors and Submit then clicking the blue Go button. This method will take the

applicant directly to the Certify and Submit page.

THE

UNIVERSITY

OF UTAH®

Application for Accountant: New Hire Information

A Home
Save changes Save & Continue

Q Search Jobs
JOb Alerts | New Hire Information V|
A Your Bookmarked Personal Information
Postings Supplemental Questions

Documents needed to Apply ).
B Your Applications Experience/Employment History

Education and Licenses/Certificates
& Your Documents References

Self-Identification-Disability
¥ Account Settings Self-Identification-Protected Veteran

Self-ldentification-Demographic Information
o Logout Cosmo Check for Errors and Submit | ) . P

- wpron g e wordliance, equity and diversity initiatives, and/or aggregatea

? Help ) o ) » o )

1. Permanent Resident is an individual who is not a U.S. citizen and who resides in the United States under leg:
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THE

UNIVERSITY

OF UTAH®

Application for Accountant: New Hire Information

A Home
Save changes Save & Continue

Q Search Jobs

Check for Errors and Submit v
Job Alerts l | ‘
mvoursookmarked | [
Postings

Required fields are indicated with an asterisk (*).
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Appendix E: System Generated Emails

Applicant/Application Emails

Reference Request Emails

Name: Reference Request

Type: Reference Request

From address: Employment@noreply.utah.edu

g

BCC:

Subject: Reference Request from the University of Utah

{{reference_request__name}},

{{application__first_name}} {{application__last_name}} has been nominated for the position of {{posting__job_title}} in the Department of
{{posting__organizational_unit}} at the University of Utah and has given the search committee permission to request letters of reference. We would greatly
appreciate your candid appraisal, since this will be invaluable to the search committee in completing a thorough evaluation of the candidate’s suitability for
the position.

For a more detailed description of the position you may also view the position announcement online at: {{posting__applicant_site_quick_link_url}}

Please click the link below to upload your recommendation letter. You may attach a PDF or Word file. Please note the University of Utah requires that letters
of support be on institutional letterhead and be signed by the reviewer.

{{reference_request__url}}

INSTRUCTIONS:

Please fill in Reference Information fields. At the bottom of the page you will have the option to write your letter of reference directly into the system (but no ability to
use letterhead) OR to browse your own files and upload a document (preferred). Please make sure you press the SUBMIT button on the bottom of the page to ensure
that your letter is posted to the applicant's file.

With questions regarding the content or deadline for the letter, please contact the {{posting__organizational_unit}} department directly.

Note from department: {{posting__provider_special_instructions}}

If you experience difficulty with the reference request system, please contact the appropriate office below:

For School of Medicine, College of Nursing, College of Pharmacy, College of Health, School of Dentistry or Eccles Health Sciences Library faculty positions,
please contact the Office for Faculty and Academic Personnel for University of Utah Health, at 801-581-5705, piikea.godfrey@hsc.utah.edu

For faculty positions in all other academic areas, please contact the Office for Faculty at 801-581-8763, officeforfaculty@utah.edu.

We are aware of the time and effort your response requires and appreciate your help. Your prompt reply would be greatly appreciated.

Yours sincerely,

{{posting__organizational_unit}}

University of Utah

l#_HumanResources

Name: Reference Confirmation-To Reference Provider
Type: Reference Request

From address: Employment@noreply.utah.edu

cc

BCC:

Subject: Reference Confirmation

{{reference_request__name}},

Thank you for uploading a reference for {{application__first name}} {{application__last_name}}. This email serves as a notice of receipt for your reference
materials to the University of Utah. We will contact you if more information is needed.

Thank you again for participating in the hiring process at the University of Utah.

{{posting__organizational_unit}}

University of Utah

l#_HumanResources
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Name: Reference Provider - To Applicant

Type: Reference Request

From address: Employment@noreply.utah.edu
cc

BCC:

Subject: Reference Received

Dear {{application__first_name}},

This is an email to let you know that a reference letter from {{reference_request__name}} has been received for your application to the {{posting__job_title}}

position.

You may check the status of your application at any time at https://utah.peopleadmin.com.

Thank you,
{{posting__organizational_unit}}
The University of Utah

Collect Additional Information (2" Step Application)

Name: Applicant - Collect Additional Information
Type: Application

From address: Employment@noreply.utah.edu

cc

BCC:

Subject: Conditional Offer - Action Required

Dear {{user__full_name}},

Additional information is required in order to proceed with the hiring process for the following position:

{{posting__posting_detail__posting_number}}
{{posting__job_detail__working_title}}
{{posting__organizational_unit_id}}

The below information will be shared with our Background Check Vendor, Certiphi, Inc. You can view their Privacy Policy at https://www.certiphi.com/privacy-policy/. You can find more information about
the Background Check / Screening process at https://www.hr.utah.edu/forms/lib/Certiphi_Background_Check_info.pdf.

Please login to your account in our applicant tracking system to provide additional information.
Link: https://utah.peopleadmin.com/login

Navigate to Your Applications.
Locate your completed application for this posting that will have a status of Collect Addtional Information.

Click UPDATE and complete all fields.
You will then be asked to recertify and submit your application.
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Applicants Not Selected / Posting Canceled

Name: Not Selected (Not Interview) Email to Applicants
NOW

Type: Application

From address: Employment@noreply.utah.edu

cC

BCC:

Subject: University of Utah Job Posting

Dear {{user__first_name}},

Thank you for the opportunity to review and evaluate your application materials for the {{posting__job_title}}, {{posting__posting_number}}, position at the
University of Utah. We regret to inform you that we will not be moving forward with your application for this position. Please be advised that the hiring
process is generally highly competitive and it is nat always possible for us to interview all qualified applicants for a position.

We wish you success in your professional pursuits.

Sincerely,
{{posting__organizational_unit}}
University of Utah

[+2HumanResources

Name: Not Selected (move to Not Interviewed - Send
Email when FILLED)

Type: Application

From address: Employment@noreply.utah.edu

cc

BCC:

Subject: University of Utah job posting

Dear {{user__first_name}},

Thank you for the opportunity to review and evaluate your application materials for the {{posting__job_title}}, {{posting__posting_number}}, position at the
University of Utah. We regret to inform you that we will not be moving forward with your application for this position and another candidate has been
selected. Please be advised that the hiring process is generally highly competitive and it is not always possible for us to interview all qualified applicants for a
position.

We wish you success in your professional pursuits.

Sincerely,

{{posting__organizational_unit}}

University of Utah

[#2HumanResources

Name: Interviewed - Not Selected - Send Email NOW
Type: Application

From address: Employment@noreply.utah.edu

cc

BCC:

Subject: University of Utah job posting

Dear {{user__first_name}},

Thank you for interviewing for the {{posting__job_title}}, {{posting__posting_number}}, position with the {{posting_ organizational_unit}} department at the
University of Utah. We regret to inform you that we will not be moving forward with your application for this position.

Please note that the hiring process is highly competitive, and that we evaluated a number of qualified and capable individuals. We wish you success in your
professional pursuits.

Sincerely,

{{posting__organizational_unit}}

University of Utah

[#HumanResources
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Name: Interviewed Not Selected Email to Applicants

when FILLED
Type: Application
From address: Employment@noreply.utah.edu
cc
BCC:
Subject: Note from the University of Utah

Dear {{user__first_name}},

Thank you for interviewing for the {{posting__job_title}}, {{posting__posting_number}}, position with the {{posting__organizational_unit}} department at the
University of Utah. Please be advised that we have completed the interview process, and that we have selected another candidate.

Please note that the hiring process is highly competitive, and that we evaluated a number of qualified and capable individuals. Although you were not
selected for this position, we encourage you to consider applying for other positions at the University of Utah.

We wish you success in your professional pursuits.
Sincerely,

{{posting__organizational_unit}}

University of Utah

[#2HumanResources
Name: Posting Canceled Email to Applicants
Type: Application
From address: Employment@noreply.utah.edu
@
BCC:
Subject: University of Utah Job Posting Has Been Canceled

Dear {{application__first_name}},

Thank you for applying for {{posting__job_title}}, {{posting__posting_number}}, at the University of Utah. Please be advised that this job posting has been

canceled, and therefore recruitment for this position has ended. We wish you success in your professional pursuits.

Sincerely,
{{posting__organizational_unit}}
University of Utah
[#-HumanResources
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Search Committee Assignments

Name: Search Committee Member Assigned

Type: Posting

From address: Employment@noreply.utah.edu

GG

BCC:

Subject: You have been Assigned as a Search Committee

Member/Applicant Reviewer

You have been assigned as a Search Committee Member/Applicant Reviewer for the position of {{posting__posting_number}} - {{Posting__job_title}}. You may
log in to review candidates at your convenience at https://utah.peopleadmin.com/hr/shibboleth

Once you have logged in, remember to check your user role in the dropdown menu located in the top right-hand corner of the screen. When you are in your
role as "Search Committee Member," you will be able to view candidate materials and have the ability to rank candidates (if the search chair included
evaluative criteria as a part of the search process). If you do not see the postings tab while in your "Search Committee Member" role, please select the refresh
button on the right of your drop-down menu.

To locate your posting, select "Postings" at the top of the screen, then select either Faculty, Campus Faculty, Benefited Staff or Non-Benefited Staff depending
on the type of position for which you are hiring. After selecting the paosition title, click on the "Applicants” tab in the middle of the screen to locate the
candidate materials. If you participate in interviews, feel free to review some sample interview guestions here:
https://www.hr.utah.edu/serviceTeams/sample-interview-questions.php.

For "Faculty" and "Campus Faculty” searches only:

For "Faculty” (Health Sciences) searches: Completion of the Faculty Search Committee training is highly encouraged and available at
https://utah.bridgeapp.com/learner/courses/4430d289/enroll.

For "Campus Faculty" (Main Campus) searches: Search Committee training is required and must be completed every two years. Online training can be
accessed at https://utah.bridgeapp.com/learner/courses/4430d289/enroll. In-person training sessions for search committees can be arranged by emailing the
Office for Faculty at officeforfaculty@utah.edu.

Should you have any questions about your access to the system, please feel free to contact University Human Resource Management at 801-581-7447. Thank
you and good luck with the search.

Human Resources

University of Utah

[#HumanResources

Name: Search Committee Chair Assigned

Type: Posting

From address: Employment@noreply.utah.edu

cc:

BCC:

Subject: You have been Assigned as a Search Committee

Chair

You have been assigned as a Search Committee Chair for the position of {{Posting__job_title}}. You may log in to review candidates at your convenience at
https://utah.peopleadmin.com/hr/shibboleth

Once you have logged in, remember to check your user role in the dropdown menu located in the top right-hand corner of the screen. When you are in your
role as “Search Committee Member,” you will be able to view candidate materials and have the ability to rank candidates (if evaluative criteria were included
as a part of the search process). You will also have the ability to see the results of search committee members rankings - only the Search Committee Chair
has this ability.

To locate your posting, select “Postings” at the top of the screen, then select either Faculty, Benefited Staff or Non-Benefited Staff depending on the type of
position for which you are hiring. After selecting the position title, click on the “Applicants” tab in the middle of the screen to locate the candidate materials.
For further assistance you may download the Search Committee Member PeopleAdmin Users guide. If you participate in interviews, feel free to review some
sample interview questions here: https://www.hr.utah.edu/serviceTeams/sample-interview-questions.php.

We also strongly recommend that search committee members review the University of Utah Faculty Search & Recruitment Toolkit.

Should you have any questions about your access to the system, please feel free to contact Human Resources (staff positions) or Faculty Affairs (faculty
positions) for assistance. Thank you and good luck with the search.

Human Resources

University of Utah
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