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SITE WEB ADDRESS/URL

The Web Address/URL for the training site: https://utah-training.peopleadmin.com/hr/shibboleth
Use your CIS username and password to login. This training environment is available to you as a way to

practice without having impact on the live site. You can access the live site through the University
Human Resources website: http://www.hr.utah.edu/openposition/.

KEY CONCEPTS

1. SYSTEM HELP

At any point, if you have a question, make sure to reference the help documentation available in the
upper right hand corner of your site when you are logged in.

Inbox: PeopleAdmin

Watch List: n APPLICANMT TRA

Users | Mty Profile Help

2. POSITION TYPES

Position Types are the core configuration in PeopleAdmin Release 7.0 that allows for different:

e Online job posting forms
e Online application forms
e  Workflows

At the University of Utah there are three position types:

e Faculty
e Benefitted Staff
e Non-Benefitted Staff.
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https://utah-training.peopleadmin.com/hr/shibboleth
http://www.hr.utah.edu/openposition/

USER’S ROLE ASSIGNMENTS

HR Rep:
o Access: Departments that they support.
o Role: Create and process postings, move applicants through workflow, and create and
process hiring proposals.
DFA (Director of Faculty Affairs)
o Access: View all postings, applicants, and hiring proposals based on VP area (e.g., Health
Sciences or Academic Campus)
o Role: review, approve, create, and transition new postings, applicants, and hiring
proposals through workflow
Department Administrator:
o Access: They can view jobs in their department(s) (just like ePAF).
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) (just like ePAF).
o Role: They can create job postings. They can view applications, but not take action on
them.
Dean/Org Head: for Faculty postings only
o Access: View jobs in their division(s)
o Role: Approve actions
Budget Approver: for Faculty postings only
o Access: View jobs in their VP area
o Role: Approve actions
VP Approver: for Faculty postings only
o Access: View jobs in their VP area
o Role: Approve actions
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 nota 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 user name will be their
employee ID.
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GETTING FAMILIAR WITH THE SYSTEM

2) University of Utah HR Site :: User Home :: Peoplefdmin - Mozilla Firefox
File Edit View History Bookmarks Tools  Help

é'c%m:gh

[ Latest Headines [] Mast Visted | ] Accurats Background By Campus Information 5. [ D Jobs | ] DopL @) etting Started [ br dept tres lookup I Human Resaurces | ] mRo % 1Ra B sal calc
¥, Job Data ILF http: v, fir uksh. viewid.php?id=743 | | | ) University of Ukah HR Site = User ... 5 - ~
~

| R Rl hittps: futah-training. peopleadmin, comghrg <7 v\ 2 - coogle ;,‘i,\|

stoh List

Postings  Applicants  Hiring Proposals |

Heather Kingsford. you hawe 0 messages. |HR Representative % | & logout

Welcome to your Online Recruitment System

WY Alerts (1 alert from the administrator) Shortouts

Create New Benefited Staff Posting
Create Hew Hon Benefited Staff Posting
Type Message
The University temp help paol, UTemps, is @ resource providing short-term coverage for clerical and other needs. For futher information cantact

& the UTemps office, S85-7457 or visit itp: dvwwves hr utah.eduitemps! UTemps Reguest Form: hitp: fvwvwwe b utah eduddempsinged-a-utemp php

My Links

Help
Training Videos

“rour Applicant Portal
<% Inbox (4 items need your attention)

Displaying itams for group "Hr Representative®
Postings (1) User= (03 Hiring Proposals (20 Actions (1) Spesial Handling Lists (2)

Job Title Type Current State Owner

[} Watch List (3 iterns)

Postings(3) | Hifing Proposals ()  Actions (0)

Job Title Type Current State State Owner

Academic Advisor Benefited Staff Posted HR Representative
Academic Advising Coordinator Benefited Staff Posted HR Representative
academic sdvising Coordinator Benefited Staft Posted HR Representative

INBOX

This will probably be one of the most useful tools for users in the system. For each individual user, the
Inbox will contain all items in the system that require the user’s attention, across all user roles they may
possess. When in doubt check your inbox.

inbox: € | PeopleAdmin

{T Tl

WATCHLIST

You will notice that everywhere you see postings in the site you will have the ability to “Watch” an item
by clicking on the binoculars icon.
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Navigation bar and your name bar:

The navigation bar is toward the top in blue, and includes “Home,” “Postings,” and “Hiring Proposals.”
Your name bar is a white bar right under the navigation bar that includes your name, the phrase “you
have * messages” and a logout logo. Every time you take an action in the system, this bar will turn
green (for “go” if your action was successful) or red (for “stop” if there was an error or further action is
necessary) with instructions. To remove the green/red bar and reveal the white bar again, click the
black X on the right.

PeapleAdrin
PRI | AFFLICANT TRACKING

Postings  Hiring Proposals | MyPrafle  Help

Heather Fingsford, you have 0 messages, | Depatmentddmn % @ logout

WORKING WITH POSTINGS

Objectives:
e Know how to create job postings
e View the postings you create on the applicant site
e Explain to others how to find postings on the web
e Understand where to find a posting that requires approval

Note: At any time during this process click on the Help link in the User Control Box.

Inbox: PeopleAdmin

Watch List: APPLICANT Tl

Users | My Profile Help

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.
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Step #1a: Create Posting from Title

Workflow Step #1a: 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.
» Click on the Create New Posting orange link on the right side of the page.

Peopleld
igtch List AFFLICANT TRACKING

Postings Hiring Proposals | My Profile Help

Hesther Kingsford, wou have O messages. | Department Admin % | ¢ logout

Create Hew Posting

> Click on the Create from Title link.

Create Hew X

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

Create from Title

Copies in general information from a title. You wil need to provide specific
infarmation inside the posting.

Create from Posting

Uses an existing posting as a template and automatically copies in most
infarmation.

NOTE: Any default data that is housed at the title level is pre-populated into your new posting at
this time. This includes field data, required/optional questions, associated supplemental
questions, and Pass/Fail message default text.
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Step #1a: Create Posting from Title

“TITLES” Page

> Enter the Posting Name (Job Title) or Job Code 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.

Peopl

stoh List APPLIC

[T Hiring Proposals

Hesther Kingsford, you have O messages. | Department Admin v | & logout

Fostings / Benefited Staff / New Posting From Title

Benefited Staff Titles

Open Saved Search ¥ Search: | | | Search ‘ Hide search options

Add Column: | Add Calurn £

Ad hoo Search O Ties

Ad hoc Search (2534 lterns Found)  Save this search?

« Frevious 1 2 3 4 5 6 7 8 89 ... 39 40 Mext »
Job Title Description Job Title Code Status Patient Care Job Code? Targated Recruitment [Actions)
-remove -remove Approved Actionst
AE.D. for Finance & Acotg 2164 Approved EEEFL
A.E.D. for Operations g153 Approved e T

Create From

AE.D. of Guarantor Senvices 176 Approved \
Asademic Advising Coardinatar 2086 Approved HaneT

> 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.”
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Step #1a: Create Posting from Title

“NEW POSTING” Page

» After the posting form opens, identify the VP Area, Division/College and Department. The
options displayed are based on your ePAF access. (Note: for some users, there will only be one
possible selection).

PeopleAdmin
[IEEEEY | APPLICANT TRA

Postings Hiring Proposals | Mty

3= / Benafited Staff 1 News Posting

;_ ew Posting

* Reguired Information

Job Title Acadernic Advisor

VP Area President

Dhision/College = WP for Human Resources

Department * | P

Reference MNotification [ v|
Invite References to submit Recommendations when candidate reaches which workflow state?

Recommendation Workflow [ v
When all Recommendations have heen provided, move to which workflow state?

Recommendation Document Type at reguired ~

Require document upload when a reference provider submits a Recommendation?

Cancel ‘

> Optional: For faculty and high level staff positions, you may choose to have the system
automatically generate an email to the people a candidate identifies to provide reference
information. Referees will then link to the PeopleAdmin system from the email and upload
documents that attach to the applicant’s file. The applicants do not have access to the letters.
To do this, see the “Reference Notification” line. There is a drop down menu of options, each of
which is a step in the workflow, e.g. On Campus Interview or Recommend for Hire. Select the
step at which you want the automatic email to be sent. (See Appendix A for Faculty Workflow).
On the “Recommendation Document Type” line is another drop down menu. Select “Reference
Letter” in order to complete this step. You may also choose to have the system automatically
move applicants to a new workflow step once recommendations have been received by using
the “Recommendation Workflow” line drop down menu.

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

TIP: Check your spelling before moving on. This will be available on all pages of the online posting
form for your convenience.
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Step #1a: Create Posting from Title

“POSITION REQUISITION FORM” Page

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

Postings Hiring Proposals

| Posting was successfully created.

Postings [ Benefited Staff / Accourtant (Draft) # Edit: Position Regquisition Form

Editing Posting Position Requisition Form

s | L

Position Requisition Form
¥ Check spelling [+]

* Rrzquired Irformation

Posting Specific Quest...

Applicant Documents
Posting Documents

Application Reviewers/...

¢ 00 00

Search Committee Rankings

Surnmmary

Pasition Infarmation

Requisition Humber
Job Title

Job Code

Patient Care Job
Code?

Targeted Recruitment

‘Working Title (if

PRNOOTS85
Accountant
o009

Mo

I yes, the hiring department is responsibie to ensure that aif appropriate patient care on-baarding steps, Including compielion of Haspital Mew
1) [} and Clinical Oy L are ( Fora listof all on-boarding steps, please click here.

Mo

K this position has been identified abave a5 targeted for diversity recraitment, please visit the Recruitment Strateay page of the Staff Diversity website
for information and resources, of cantact Greg Hughes, HR Recruitment, at S01-551-6033.

|Accountant |

Position Humber

This position reports
to

Reports to ID

Is this job posting to
replace someone?

Ir list
name

I r list

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 highlighted in blue. 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).

Fill out the information on this page to match the requirements for the position you are posting. An

“uxn

asterisk

will indicate the required fields. When you have completed this page, click the orange

“Next” button on the top or bottom of the screen, on the right.

Notes: For fields that ask for the name and ID of a person, this online form does not yet have the

ability to provide a list of names of current employees to select from. A request has been made

to the vendor to add this functionality to a future release of this product.

“This position reports to” and “Reports to ID” are required so that HR can ensure the proper

person receives the 3 month and 5 month probationary period emails

May 2012
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Step #1a: Create Posting from Title

You are required to 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. With questions, contact HR.

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 “Qualifications” field is not editable, as these have been pre-defined by University Human
Resources. If you want to request a change to this field, please send an email to your HR Rep
who will coordinate with the Consultant and Compensation Analyst to make a final decision.

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

For Faculty Postings, you will see a “Recruitment Activity” section. Please add the name of each venue
in which you will advertise as well as the time it will appear or, for print advertising, the issue or date it
will appear. Click the “Add Recruitment Activity Entry” button to add each advertising venue.

For Faculty Postings, you will also see a “Reference Information” section. Use this section if you will be
using PeopleAdmin to solicit Reference Letters for applicants. This section will indicate to applicants
how many references they should provide. On the “Accept References” drop down menu, select “Yes”
to have Applicants provide referees’ names and email address.

If you wish to provide the referees with specific instructions that will be added to the standard system
generated email, please add those instructions to the “Instructions for Reference Providers” text box.

NOTES: You may indicate if you wish to post the job on an external job board (e.g. Monster). If
you want this service, an email will route to HR Recruitment, who will work with you.

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.

“POSTING SPECIFIC QUESTIONS” Page
Adding a Question:

> University HR has already loaded required questions for job codes to the question bank.

» In the search field, enter the job code number. This will pull up a list of questions associated
with that job code. You will need to add all “required” job code specific questions by checking
the box on the left.
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Step #1a: Create Posting from Title

> 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, you
can filter your search by Category or Keyword. Categories are: none, education,
experience, credential, knowledge, language, and physical.

o To create and add a new question, click on the blue Add a new one link in the
bottom right corner. Then the “Add a Question” screen will appear.

= Name the question using the following format:

Four digit job code (space) job title (you may abbreviate) (space) 3 digit category (eg EXP or EDU) plus a
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

For Faculty Supplemental Questions please use the following format:
FACULTY_3 digit category (e.g. EXP, EDU, TEA, RES, LDR). You may also use the org ID at the end of the
guestion if you choose. For assistance, please contact your respective Faculty Administrator.

This naming format allows you to search or categorize questions more easily:

Status will be “Pending” until HR reviews the question.

Select a Category

Add the Question text

Select the answer type under Possible Answers on the bottom left.

O O O O

e Selecting Open Ended Answers gives applicants a free-text field for
answering the question.

e 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 in order to create the question. If you delete an empty
answer choice box, another will appear.

e 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
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Step #1a: Create Posting from Title

o Category - Shows the name selected from the category dropdown menu
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.
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Step #1a: Create Posting from Title

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.

Peopl

Postings Hiring Proposals

| Posting was successfully updated.

Postings ¢ Benefited Staff / Academic Advisor (Oraft) ¢ Edit: Posting Specific Questions

Editing Posting Posting Specific Questions

& Position Requisition Form o

il & uestion

Posting Specific Quest...
. Position Required Category Question Status
Applicant Docurmnents

- Uncategorized Howy did you hear about this employment opportunity? active [¥]
d PUSlmg Documents D Experience Hiww many years of experience do you have in this type of position? active (%]
@ Application Reviewers/.
© Search Committee Rankings Fossible Answers: Predefined Options
Summar}‘. Answer Points Disqualifying
101 [ 1a
2.1-3 [ 14d
335 [ 1d
457 10
67 o

o Possible Answers: Will show whether 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 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 want to use this option, please consult with HR first.

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 orange Next button.
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Step #1a: Create Posting from Title

“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.

PeopleA
Wiztch List AP CANT Tl

Postings Hiring Proposals | My Profile

'0sting was successfully updated.

‘astings /Benefited Staff / Academic Advisar (Oraft] / Edit: Applicart Documerts

Editing Posting Applicant Documents Next ==
© Position Requisition Farm Select docurnents thatyou would like applicants to include when they apply for your position. If docurment is required when the applicant applies, please select both
. ‘Included" and 'Required’ checkhoxes.

© Fosting Specific Quest..

Annli D Order  Name Included? Required?

PF

@ Posting Documents Resume e
@ Application Reviewers/
@ Search Committee Rankings Cover Letter O O

Sumrmary

> Optional Documents: Checking box under the Included? column will include the
document on the posting but give the applicant the option to attach it or not.

» Required Applicant Documents: To require documents you will need to check both
boxes under the Included? and Required? columns.

> If you do not check Included? or Required? the applicant will not be given an
opportunity to attach the document.

> You have the ability to reorder the documents.

Note: For faculty positions, do not select the Letter of Recommendation options as this will allow
applicants to upload letters rather than requesting them directly from the referee. To use the
system to request reference directly from the referee, see section on Reference Information
under “POSITION REQUISITION FORM” Page.
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Step #1a: Create Posting from Title

“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, HR, or DFA use---these documents are not viewable by
the applicant.

%) University of Utah HR Site :: Posting Edit :: PeopleAdmin - Mozilla Firefox
Eile Edit V¥iew History Bookmarks Tools  Help

@ - (ar oy ()RR R httpsfutsh-training,peapleadmin, comih postings 7395 edittab=4 7 v\ |_-'|v Google

|50 Latest Headlines [8] Most Visited |j Accurate Background M Campus Information 5. & D Jobs |j DOPL w Getting Starked & hir dept tree lookup u Hurnan Resources |j IMRO * JIRA & Sal Calc

[ Job Data | | '] university of Utah HR Site :: Posti... E3 - -

Postings Applicants Hiring Proposals | My

'f Posting was successfully updated.

Postings [ Benefited Staff ¢ Accourtart (Or=ft] ¢ Edit: Posting Documents

Editing Posting Posting Documents save | [=xrrev | [T
@ FPosition Requisition Form PDF corwersion must be completed for the document to be valid when applicable

© Posting Specific Quest.. Document Type Hame Status (Actions)

@ Applicant Documents Faculty Budget Authorization ActionsT

Posting Documents Faculty Letter fram Chair to Dean Actionsy

@ Application Reviewsrs/ . Facuity Pasition Description Actionsy

Mewy Classification P k Actions
@ Search Committee Rankings S L R '
Surmrmary Save | == Prev ezt ==

» To add a document, click on the blue Action link to the right of the Document Type name.

> You can upload a doc, 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.

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.
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Step #1a: Create Posting from Title

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

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

PeopleAdmin
[EYIE) | APPLICANT TRAC

[PCe]  Hiring Proposals | by

1 Posting was successfully updated.

Fostings / Benefited Staff / Academic Advisor (Draft] ¢ Edit: Application Reviewers/Search Committee Members/Guest Users

Editing Posting Application Reviewers/Search Committee MembersiGuest Users Save | | o< Prev |
@ Paosition Requisition Form
All people who will be reviewing ications can be assigned as an Application ReviewenSearch Committee Member below and they will be able to login to this

@ Posting Specific Quest.. systern to review applications.
@ Applicant Documents Search Committee Members
& Posting Documents Mo Search Comrmitiee Members have been assianed 10 this Posting vt

Avplication Revi
@ Search Committee Rankings Search

Summary

Find & User to assign as a Search Committes Member

Firstiame |

LastMame |

Emailaddress] |
Search ‘

New Search Committee Member
Reguestthat someone be granted access ta the systemn forthe purpose of serving as a Search Committee Mermber.
Account Information

Please enter the following infarmation to create an account for a new Search Committee Member.

> You may search for an existing user (all current University of Utah employees) by first name, last
name, and/or email address. When the name you are seeking displays, click the blue Add
Member button.

» To add a new committee member who is not a current University of Utah employee, fill in the
Account Information for that member under the New Search Committee Member section and
click the Submit button. You must also complete and submit an Affiliate form to HR to obtain a
uNID for that member. Then, when their uNID is active, they can be assigned as a committee
member.

TIP: Outside of assigned workflow roles, as defined on page 5 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.
“SEARCH COMMITTEE RANKINGS” Page
Using Ranking Criteria (Optional)

Owner: Search Committee Chair
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Step #1a: Create Posting from Title

TIP: For assistance with this process, contact your respective DFA or 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. Now you will see the “Add a Ranking

Criteria” box pop-up.

» Click on the Add a new one link at the bottom of the Add a Ranking Criterion screen.

d O O O

O

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

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

Click the blue 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.

Now you will see the “Add a Ranking Criteria” box pop-up.

> Use the Keyword search

O

O

Search for criteria that was 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.

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.
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Step #1a: Create Posting from Title

When you assign people to the Search Committee, you may assign someone to be Search
Committee Chair. After all committee members rank applicants, the Chair can view all rankings.
You can also assign all other members as “Chair” so that they can also view all rankings.

Once you have entered in all necessary information on the online Position Requisition Form,
select the blue Summary link on the left hand navigation bar or click the orange Next button on

the upper right.

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

“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).

Postings Hiring Proposals | My Profile Help

@ Posting was successfully updated.

Fostings / Benefited Staff / Academic Advisor [Dratt) { Summary

1 Posting: Academic Advisor (Benefited Staff)  Edit

Current Status: Draft
Keep working on this Posting

Pasttion T Benefited Staff Created by: Heather Kingsford
osttion Type: Benefite reated by: He ?r ngstor HR Representative (move to HR
Department: Human Resources Owner: Heather Kingsford Representative)
Canceled (move to Cancelled)
Summary Histary Settings Hiring Proposals

@ Position Requisition Form  Edit
Pasition Infarmation

Requisition Humber PRINOD1E35

Job Title Academic Advisar
Job Code 2038

Job Group PRO

Patient Care Job Code? Mo

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

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.

Submit to next approval step (Workflow Actions of the Posting)
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Step #1a: Create Posting from Title

» 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.

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
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Step #1b: Create Posting from Previous Posting

Workflow Step #1b: CREATE A POSTING from a Previous Posting
Owner: Dept Admin or Dept Approver

The steps for creating a posting from a Previous Posting are the same steps as you would walk through
when creating a posting From a Title.

Peoplesdmin

APPLICANT TRACKING 7

Postings Hiring Proposals | My Profile Help

Heather Kingstord, you have 0 messages. | Department &dmin % | ¢ lagout

Welcome to your Online Recruitment System

Shartcuts
¥P Alerts (1 alert from the administrator} ortey

Create New Benefited Staff Posting
Create New Faculty Posting

Type Message Create Hew Non Benefited Staff Posting
The University temp help pool, UTemps, is & resource providing short-term coverage for clerical and other needs. For further information contact

L the UTemps office, 585-7457 or visit kitp: Meeas b utah eduidempss UTemps Reguest Form: kittp: feeasse bt utah eduiitemps need-a-utemp php

by Links

Help
Training Wideos

“Your Applicant Pertal
£, InhoX (2 items need your attention)

» Select Posting = Pick Position Type (or from Home page choose link under the
Shortcuts section on right hand action pane)

> Find a previously created posting in the system, hover over the blue Actions link on the
right, and click on “Create From.” This will create a new Posting by copying some
portions of the previous posting.

> Fill out the appropriate information on each page and submit the posting for approval.
Please reference the step by step instructions located under the Workflow step #1a
above.
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Step #2: Review Applicants

Workflow Step #2: REVIEWING APPLICANTS
Owner: Dept Approver, Dept Admin, DFA, 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 job.

PeopleAdmin

wistoh List APPLICANT TRACKING

Postings  Hiring Proposals | I
Bensfited Staff -

Hesther Kingsford, you have O messages. | Department Admin % | & logou
Faculty

Man Benefited Staff

YWlcome to your Online Recruitment System

Shortcuts
&§ Alerts (1 alert from the administrator) orteu

Create New Bensfited Statf Fosting
Create New Faculty Posting

Type Message Create New Non Benefited Statf Posting
The University temp help pool, UTemps, is & resource providing short-term coverage for clerical and other needs. For further information contact
L the UTemps office, 585-7457 or vist http: s hr utah eduttemps! UTemps Request Farm: hitpeenee hr utah edultempsineed-a-utemp php
Iy Links
Help

Training Videos

“rour Applisant Portsl
£ Inbox (2 items need your attention)

Displaying items for group "Depatment Admin®.

Postings () | Hiing Proposals(0)  Actions(0)  Special Handling List=(2)

Job Title Type Current State Oowner

Ad hoc Search o Basic Search

Ad hoc Search (22 lierms Found)

Namel ‘

O Personal Saved Search O Group Saved Search O Global Saved Search

[J Make it the default search?

Save this Search
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Posting Title
Test

Wehmaster

oood

Fayroll Manager

Department

Academic Affairs

Academic Affairs

Academic Affairs

Step #2: Review Applicants

Active Applications Workflow State
0 Fosted
0 Fosted
1] Posted

» When the job (or jobs) display, view the “Active Applications” column to see how many people
have applied.

Postings

PeopleAdr

Hiring Proposals | My Profile

min

APPLICANT TRACKING

T

Heather Kingsford, you have 0 messages. | Department Admin % | & logm

Postings / Benefited Staff

Benefited Staff Postings

Open Saved Search

Staff Postings

Saarch: |

o

‘ | Search

| Hide search options

Add column: | Add Calumn

|

Saved Search: "Staff Postings™ (107 lterns Found)

Job Title

HR Recruiter

HR Recruiter

Coach, Major Sport

HR Recruiter

O 0O O O oo

Hammode bonitor 111

Artive
Applications Departmert

0 Employment

a Employment

o HRE Information

Systems

5 Human Resources
0 Human Resources

wor kflowr State

Dratt

Dratt

Dratt

Fosted

Draft

« Previous 1

Last
Updated

May 25, 2011 at
09:26 am
May 25, 2011 at
09:562 am
May 25, 2011 at
09:66 am

June 01,2011 at
12118 pm

dune 01, 2011 at
12:38 pm

23 et »

Job Summary

Recruits benefitted staff and student positions. Focus on diversity recruitment.

Actively collaborate with ssmpus depaniments to seek highly qualified candidates
for staff and student positions.

Create Hew Posting

uisition Number

GENERAL

Yiew Posting

[Actions)

Viewy Applicants

TRACKING
Wiatch

000315

Hang around, watch the cars drive in and out of the lot, take asnooze FRHOOO3ZS

> 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

Actionsy

You can hover over blue Action link on the right side of the job title, then select

View Applicants.
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Step #2: Review Applicants

PeopleAdmin
[IENEEY | AFFLICANT TRACKING

Postings Hiring Proposals | My Profile Help

Heather Kingsford, vou have 0 messages. | Department Admin » | & |

Postings / Benefited Staff ¢+ HR Recruiter (Posted) ¢ Applicant Review

= I Posting: HR Recruiter iEenefited Staff)
Current Status: Posted

4 See how Posting looks to Applicant

Position Type: Benefited Staff Created by: Andrea Brown-

Depariment; Human Resources Christensen s= Print Preview (Applicant Vigw)
Owiner: HR Representative B print Preview
Summary Histary Applicants Reports Hiring Proposals
Open Saved Search v Search: | | | Search | Hide search options
Add Column: | &dd Column v
Activelinactive: | Active ~|
Anplications (x]
@ Saved Search: "Applications” (5 ltems Found)
GENERAL
‘Warkflovr State Internal Application Spec| Evaluate Applicants )
[ Full Hame Wior kflowr State [Internal ) (Entered] [— it abr e P

Review Supplemerntal
Brovn-Christansen,

Question Answers

aniren Ready for Onboarding In Frogress ‘es June 01, 2041 at 12:29 pm Export resuts

O tree. Paim Recommend for Hire In Frogress o June 01, 2011 at 12:36 pm o

O sinatra, Frank Ready for Onboarding In Frogress Ho June 21, 2041 at02:04 pm Devriloact Applications as
[ pavisdr, sammy Ready for Onboarding In Progress No June 21,2011 atozA7 pm W FrFe

Under Review by acti
O snow, Hisk In Progress No June 29, 2011 at 11:34 am fonsy
DepantmentCammites

» 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:
e C(Click on the applicant’s name, OR
e Hover over the blue Actions link on the far right of the screen across
from their name, and select “View Application.”
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Step #2: Review Applicants

o Toview all applicant scores, click on the blue “More search options” link to the
right of the “Search” field. This will reveal an “Add Column” field. Select
“Supplemental Question Score.” Now you will see the scores displayed. To save
this format, you’ll see a blue “Save this search?” link right above the rows of
applicants.

eopleAdmin
iztoh List PLICANT TR

Postings Hiring Proposals | My Profile Helpr

Hezther Kingstord, wou have 0 messages. | Department Admin % | & logo

Postings / Benefited Staff / HR Recruiter (Fosted) / Applicart Review

= I Posting: HR Recruiter (Eencfited Staff)

Current Status: Posted
' See how Posting looks to Applicant

Position Type: Benefited Staff Crested by: Andrea Brown-
Depertment. Human Resources Christensen = Print Previewy (Applicant Yigw)
wner: HR Representative £ Prirt Preview
SUmmary Histary Applicants Reports Hiring Proposals
Open Saved Search v Search | | [ Search Hide search options
Add Column: | Supplemental question Score v
Activednactive: | Active >l
Applications (]
@ Saved Search: "Applications™ (5 lterms Found)
Wior kfl ove State Internal Application Specizl Handling [Actions)
[ Ful Hame i kflowr State (Internal ) (External) N fpplicant? i
Brown-Christensen, et
O Ready for Onboarding In Frogress Yes June 01, 2011 at 12:20 pm fensT
Andrea
[ tree, Paim Recommend for Hire In Progress o June 01, 2011 at 12:36 pm Actionsy
O sinatra, Frank Ready for Onboarding In Progress Ho June 21, 2011 at 02:04 pm Actionsy
[ pavisr, sammy Ready for Onboarding In Frogress Ho June 21, 2011 at02:17 pm Actionsy
Under Review by At
O znow, Hiek In Frogress Ne June 28, 2011 at 11:34 am tonsT

DepatmentCommites
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Step #2: Review Applicants

o You may “Review Supplemental Question Answers.” To review the answers
statistics for the Supplemental 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 name (if you'd 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 the Review Supplemental Questions Answers link. You are now on the
Answer Statistics page.

PeopleAdmin
[EEgEEY | APPLICANT TRACKING ¥

Postings  Hiring Proposals | MyProfilz  Help

Hesther Kingsford, you hawe O messages. | Department Admin % | & logoc

Postings / ... /HR Recruiter / Applicant Review ! Supplemertal Guestion Ansvrers

Answer Statistics for 5 Applicants

Question 1
{Required) How many years of recruitment experience do you have?
Angwered by & of 5 (100.0%)

Available Answers

None: Chosen b@_
Less than 2 vears: Chosen by 1 of 5720.0%) _
2to 5 vears: chosen by 2 of 5 (40.0%) |GGG
Sto8 years: Chosen by 1 of 5 120.0%) | NI
G110 10 years: Chosen by 0 of 5(0.0%)
Mote than 10 years: Chosen by 0of 5(0.0%)

Mot Answered: Chosen by 0of 5(0.0%)

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

e 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.
OR
o Hover over the orange Actions button and select Search Answers to search for
the answers to specific questions.
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Step #2: Review Applicants

e To return to the previous page, you’ll see a gray menu bar — click on the blue “Supplemental

Question Answers” link.

People?
st List s

Postings Hiring Proposals | My Profile Help

Postings / ... / Applicant Review|! Supplementsl Question Answers / Isaarch

Search Supplemental Question Answers

+ | How many pears of reciuitment experience do you have? v | Includes v | 2t 6 pears

seaich | clear
Actions

(Actions)

Workflow State (internal) Supplemental Score

Documents
Actions+

Actions=

Applicant Hame

[0  special Handiing List
50

O Frank Sinatra -
Fl Nick Snoe = 50
e 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.
e To get back to the Applicant Review page, you can:

o Hover over the orange Actions button and select Show All Applicants, OR
o From the gray menu bar, click on the blue “Applicant Review” link.
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Step #2: Review Applicants

» If you see a yellow flag in the column “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:
http://www.hr.utah.edu/forms/lib/Addendum.pdf).

o RIF (They have RIF interview preference for 6 months.)

Note: In the future, this system will be updated so you will have the ability to view the status
yourself. HR will notify you when that system change has been made.

People;
APPLICANT TR

Postings Hiring Proposals | My

Heather Kingsford, you have O messages. | Department Admin % | & 1c

Fostings /Benefited Staff # HR Recruiter (Posted) £ Applicant Review

= I Posting: HR Recruiter (Benefited Staff)

Current Status: Posted
2 See how Posting looks to Applicant

Position Type: Benefited Staff Created by: Andrea Brown-
. B ; . .
Depariment: Human Resources Christensen = Print Preview (Applicant Yiew)
Ozt HR Representative = Print Preview
SLmImEEY Histary Applicants Reports Hiring Proposals
Open Saved Search ¥ Search | \ ‘ Search | Hide zearch options
Add Column: | Add Column v
Activelinactive: |Active ]
Apnlications o
W@ Saved Search: "Applications™ (5 [tems Found)
or kflowr State Internal Application Special Handling [Actions)
01 Ful name wondiciState lnternal | [Estternal) Docurnerts Applicart? Date List
Bravwn-Christensen, At
Ready for Onboarding In Progress Yas June 04, 2011 at 12:28 pm 1onsT
Andrea
O tree. Paim Recommend for Hire In Progress Ho June 01, 2011 at 12:36 pm AetionsT
O sinatia, Fran Ready for Onboarding In Progress No June 21, 2011 2t 02:04 pm ActionsT
O pavis or, sammy Ready for Onboarding In Progress No June 21,2011 at 0247 pm | M Actionsy
Under Review b i
[ sno, ick ¥ In Progress No June 29, 2011 2t 11:34 am ActiansT

DepatmentCommites
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Step #3: Move Applicants in Workflow

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

Owner: Dept Admin, DFA, 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
o Screening interview (this can be by phone or in person)
o On Campus Interview (usually in person)
o Not Selected — No System Email (use this option when you prefer to notify the applicant

yourself)

o Not Selected — Send Email (this will automatically send an email to the applicant letting
them know they were not selected)

o Unable to contact applicant

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

THE
UNIVERSITY
OF UTAH"®

Postings | ... | Payroll Systems Specialist (Posted) /| Applicant Review | Andrea Brown-Christensen Under Review by Department/Committee
Search Results:Next

(D | PeopleAdmin
ey | APPLICANT TRACKING ¥

Postings Hiring Proposals | My Profile Help

Andrea Brown-Chri: ,you have 3 messages. Deparment Admin * ¢ logout

Job application: Andrea Brown-Christensen
(Beneﬁted S‘[aff} WORKFLOW ACTIONS
Current Status: Under Review by Department/Committee Keep working on this Job

application
Pending (move to Pending)
Screening Interview (move to

Application form: Staff Application

Full name: Andrea Brown-Christensen Created by: Andrea Brown- Screening Interview)
Address: Christensen On Campus Interview (move to On
. . Campus Interview)
. Cwner: Department Admin
237 Beverlee Ann Drive Not Selected - Mo System Email
Draper , UT (move to Not Interviewed - No

System Email )

Usemname: u0156176 Mot Selected (move to Not
Email: emailaddress@zed.zed Interviewed - Send Email)

Phone (Primary): Unable to contact applicant (move
Phane (Secondary): to Unable to contact applicant)
Position Type: Benefited Staff

Department: 00410 - Human
Resources

» When you select the option you want for the applicant, you may make a comment, you may put
the item in your “Watch” list, and you will need to “submit.”
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Step #3: Move Applicants in Workflow

> After an applicant has had the “On Campus Interview,” the following workflow options will be

available:
o Keep working on this job application

o Interviewed — Not Selected — Send Email When Filled (this will automatically send an

email to the applicant letting them know they were not selected after the successful

candidate is hired)

Recommend for Hire — Begin Hiring Proposal

o Interviewed — Not Selected — No System Email (use this option when you prefer to notify

the applicant yourself)

Notes: For every applicant who is interviewed and not selected, you need to provide a reason.

While you are moving all applicants through the workflow, your actions in the system are

documented, so reports can be run from the system. Therefore, 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” link next to the Search field.

Postings

Hiring Proposals

Postings ¢ E=nefited Starf 4 Human Resources Consultant [Fosted) ¢ Applicant Review:

] Posting: Human Resources Consultant i[Benefited

Staff)
Current Status: Posted

Position Type: Benefited Staff

Department: 004410 - Human
Resources

Crested by: Andrea Brown-
Christensen

Owner: HR Representative

Summary Histary Applicants Reports Hiring Proposals
(B Gaved Snsh o Searoh:| | [ seach iWfore search options
Benefited Staff &aplications @
@ Saved Search: "Benefited Staff Applications™ (10 terms Faund)
[ Fu Job Internzl Special Supplemental
HName Title Application Date Documents Applicart? Handling List question core
O i Human Fesourses  July 13, 2011 at 0913
Willis, Bruce Fesume Na 150
Consultaat pm
Human Fesources  July 13, 2011 at 04:14
O srown, max Fesume o a0.0
Consultaat pm
Human Fesourses  July 13, 2011 at 0432
[ Chiistensen, kent Fesume No 150
Consultant pm
Human Fesources  July 13, 2011 at 04:33
[ koenig, Ele Fesume Ne 200
Consultaat pm
o Human Fesourses  July 12, 2011 at09:36
O wing, Ming Fesume Na 100
Consultaat pm
Human Fesources  July 13, 2011 at 04:43
[ Brown, Andrea Resume Na 550
Consultaat pm
_ Human Fesourses  July 13, 2011 at04:44
[ &rown, Michasl Fesume Ho 200
Consultant pm
[] Chrtensen. Emily Human Fesouroes  Juty 13, 2011 at 045
Fesume Na 0.0
Rosa Consultaat pm
_ Human Fesourses  July 13, 2041 at 04:45
[ Fail, kenya Fesume No 50.0
Consultaat pm
Human Fesourses  July 13, 2011 at 09:47
[ tanss, Sydney Fesume No 150
Consultaat pm

Posting
Humber

PRNOO207S

FRNOOZO7S

FRNOOZO7 S

FPRNOOZ07 S

PRNOO207S

PREOOZ07S

FRHOOZO7S

PRNOO207S

FRHOOZO7S

FRNOOZOT S

Hesther Kingsfosd, you hawe O messages | Departmant Admin (¢ e

See howy Posting looks to Apalican

Prirt Presview (Applicant Wisw)
Prirt Preview
Actions
wior kflovy State (Actions)
(Interral ]
At

Pending oney

. . ActionsT
Soreening Interian
Under Rewiew by Actionsy
Depaiment/Commites
Under Rewiew by Actionsy
Depadment/Commites
Under Rewiew by Actionsy
Depaiment/Commites
Fecommend for Hire fetionsy
Under Rewizw by Aetionsy
Depaiment/Commites
Under Rewiew by Actionsy
Depaiment/Commites
an Campus Interizm ActionsT
Under Rewiew by Actionsy
Depaiment/Commites
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Step #3: Move Applicants in Workflow

Now, you are able to search based on “Applicant Workflow State.” For example, click on “Under

Review by Department/Committee,” then hit the blue “Search” button.

Fostings / Banefited Statf / Human Resources Consultant (Fosted) # Applicant Review

= ‘ Posting: Human Resources Consultant (Eenefited
Staﬁ) See how Posting looks to Applicant
Current Status: Posted 55 o PRSting fanks to Appics
Position Type: Benefited Staff Crested by: Andrea Brown- Frint Preview (Applicant ‘iew)
Departmert: 00410 - Human Christensen Print Presviesy
Resources Ownet: HR Representative
Sumimary Histary Applicants Reports Hiring Proposals
Opan Saved Search ¥ Search: Search Hide search options
Add Column: | Add Colurn hd
Active/inactive: |Active v
Draft
[
Pending
Screening Interview
On Campus Interview
Fecommend for Hire
Applicarnt Workflow State: | Ready for Onboarding
Mot Selected [with reasons)
Interviewed- Mot Selected-Send Email When Filled
Interviewed-Not Selected-Mao System Email
System Determined Did Mot Meet Minimum Qualification
“withdrawn
H.E.R. List
Ad hoc Search Benefited Staff Applications
Ad hoc Search Save this search? Aotions
] Ful Job Internal Special Supplemental Posting Workflowr State (Astions)
Narne Title Application Date Docurnerts Applicart? Handling List question Soore Nurnber (Irternal]
H R Jduly 13,2011 at04:32 Under R b i
[ chistensen, Kent oo Hesearess Al * Resume Ne 150 FRNO0ZOTS nder eview by Adtiansy
Consultant pm Department/Commites
H R July 13,2011 at 0433 Under R b
O koenig, Eke uman fesoures Wy a Resume No 200 PRNOOZ207S (TSI acticn=y
Consultant pm DepatmentCommitee
H R Jduly 13,2011 at04:36 Under R b i
[ Ming, hting uman Resourses by * Resume Mo 100 PRHO0207S nider Review by Actionsw
Consultant pm DepatmentCommitee
H R July 13,2011 at04.44 Under R b i
[ Brown, wichael uman nesaupees - Su : Resume No 200 PRNOO207S e meviem Adiansy
Consultant pm Depatment/Commitee
C hrists L Emily H R Jduly 13,2011 at04:45 Under R b i
[ Cheistensen, Emily Human Resources  July a — Mo 0o FE— nder Review by Actionsy
Ruose Conzultant pm Department/Commites
Human Resources  July 13,2011 at04:47 Under Review b i
[] Jones, Sydne i Resume No 15.0 PRNO0207S i AdtionsT

Now you will only see the applicants in that Workflow State.
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Step #3: Move Applicants in Workflow

Next, look above the list of applicant names, and you will see a checkbox that says “Full Name.”
Check the box to the left. That will check all names. Then go to the blue “Action” button on the
right hand side. Hover over it, and you will see a header in black called “bulk.” Under that, you

will see an option in blue called “Move in Workflow.” Click it.

Postings / Benefited Staff / Human Resources Consultsrt [Posted) ¢ Applicant Review

= | Posting: Human Resources Consultant (Eenefited

Staff)
Current Status: Posted

Posttion Type: Benefited Staff

Created by: Andrea Brown-
Christensen

See how Posting looks to Applicant

Print Preview (Applicant View)

Department: 00440 - Human = Print Preview
Resources Cwvener: HR Representative
Summary Histary Applicants Reports Hiring Proposals
Open Saved Search v Search: Search Hide search options
dd Column: | Add Column bt
Active/inactive: |Active v
Diraft
Under R
Pending
Screening Interview
On Campus Interview
Recommend for Hire
Applicant Workflow State: | FReady for Onboarding
Mot Selected [with reazong)
Intervigwed- Mot Selected-Send Email ‘when Filled
Interviewed-Not SelectedMo System Email
System Determined Did Mot Meet Minimum Gualification
Withdrawn
M.E.R. List
Ad hoc Search Benefited Staff Applications
Ad hoc Search Save this search™ Actions
i — GEMERAL
Full Job Internal Special Supplamental Posting workfloy  Reviews Supplemental
Name Title Application Date Documents Applicant? Handling List question Score Hurnber (Internal|  Guestion Answers
Human Resources  July 13, 2011 at04:32 Under Re  Export results
Christensen, Kent Resume No 150 FRNOO207 &
Consultant pm Depatm g
Human Resources  July 13, 2011 at04:33 Undef Re
Kienig, Elke v Resume No 200 PRMO0Z07 & hiceees in Workdflow:
Consrliant pm e Download Applications as
Human Resources  July 13, 2011 at 04:36 UnderRe PDFs
hting, hing Resume No 0.0 FRNOOZ07 &
Consultant pm Departmentommitee
Human Resources  July 13, 2011 at 04:44 Under Review b
Brown, Michas| v Resume No 200 PRND0Z07S 4 fatlenzy
Consultant pm DepartmentCommitee
Christensen, Emily Human Resources  July 13, 2011 at 0445 Under Review b
v v Resume Mo oo PRNO0Z07 5 4 fetianst
Rose Consultant pm DepartmentCommitee
Human Resources  July 13, 2011 at 0447 Under Review b
Jores, Sydne v Resume No 150 PRNODZ207S Y AetionsT
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Step #3: Move Applicants in Workflow

Now you will 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 drop-down menu options.
Select the option you want, for example “Screening Interview.” Then hit the orange “Save
changes” button on the lower left. This will change the Workflow State for all selected
applicants.

PeopleAdmin

‘Watoh List APPLICANT TRACKING ¥

Postings Hiring Proposals | Wty Profile Help

Heather Kingstord, you hawe 0 messages. | Department Admin | ¢ logou

Postings ¢ ... f Human Resources Consultant / Applicant Review [ Bulk Workflows Status Change

g_' Editing: Workflow States for B Applicants

Change for all applicants Select a workflow state. i

Applicant Current State New State Reason
Kent Christensen Under Review by DepatmentiCammitee
Elke Koenig Under Review by DepatmentiCammitee
Ming Ming Under Review by DepartmentiCammitee
Michagl Brawn Under Review by DeparmentiCammites
Emily Rose Christensen Under Review by DeparmentiCammites
Sydney Jones Under Review by Depariment/Commitee

or Cancel

Save changes
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Workflow Step #4: Create Hiring Proposal

Workflow Step #4: CREATE HIRING PROPOSAL and CONDITIONAL OFFER

Owner: Dept Admin, DFA, and HR

Once the applicant review process has been completed and the candidate or candidates you would like
to hire have been transitioned in the workflow to “Recommend for Hire,” then the hiring proposal
option will display.

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 On the right hand side, under the orange “Take Action On Job Application” button, a
“Start Hiring Proposal” link has appeared. Click it.

Peopl

Hiring Proposals

i’ Job application was successfully transitioned 4

Postings ¢ ! Aczdemic Advisor (Posted) / Applicant Review / Andrea Brown-Christensen Recommend for Hire Search Results: Next

= 1 Job application: Andrea Brown-Christensen
[Benefited Staff)

Current Status: Recommend for Hire

2 Wiew Posting Applied To

Application form: Staff Application & Preview Spplication
Full name: Andrea Brown.- Crested by: Andrea Brown- €3 Start Hiring Proposal
Christensen Christensen

Address, Owynier: Department Admin

Draper ,UT

Username: ul156176

Emzil emailaddressi@zed.zed
Phone (Primaty):

Phone (Secondary):

Posttion Type: Benefited Staff

Department: Staff Advisory
Support

o Now you’ll see a “Start Hiring Proposal” button on the left. Click it.

People.
watch List INESL

Home Postings Hiring Proposals

Hezther Kingsford, you have 0 messages. | Department Admin (% | & logou

Postings { ... / Applicant Review f Andrea Brown-Christensen (Recommend for Hire] ¢ Mew Hiring Froposal

Starting Hiring Proposal
Applicant: Andrea Brown-Christensen
Posting: Academic Advisor

Warning: This Applicant already has a Hiring Proposal in process

Start Hiring Proposal | OF Cancel

o Now you are on the “Hiring Proposal” page. All fields will be reviewed by HR/DFA.
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Workflow Step #4: Create Hiring Proposal

o When the first page of the Hiring Proposal is completed, click “Next.”

Now you are on the “Hiring Proposal Documents” page. Attach documents as relevant
for the position type. Then click “Next.”

o Now you are on the “Hiring Proposal” summary page. Check all information and when
completed, hover over the orange “Take Action On Hiring Proposal” button on the
right. Your options are:

e Keep working on this Hiring Proposal

e Cancel this Hiring Proposal

o Department Approver Conditional Offer

e HR Rep Pre Hire Checks (this routes the proposal to HR to await results of the
pre-hire checks)

e Canceled

o After you have contacted the candidate, made a conditional offer, and the candidate
has accepted the conditional offer, select “Move to HR Pre Hire Checks.”

Inbon

People

Home Postings Hiring Proposals | Mty

Heather Kingsford, you have 0 messages. | Department Admin | & logoul

Banefited Staff / ... / Andrea Browm-Christensen (Recommend for Hire] / Hiring Proposal / Summary

= 1 Hiring Proposal: Andrea Brown-Christensen Tak 1 On Hiring Proposal =
[Benefited Staff)  Edit R KFLOI AT NS

Current Status: Department Acimin Condtional Offer Heep working on this Hiring

Proposal

Move to Dept Approver Condtionsl
Offer (move to Department
Approver Conditionsl Ofer)

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

Cancel this Hiring Proposal (move
to Canceled)

Pasition Type: Benefited Staff
Department. 00410 - Human
Resources

Applicant. Andrea Brown-
Christensen

Posting: Human Resources
Assistant

Crested by: Andrea Brown-
Christensen

Crwner: Department Admin

Summary History Settings

& Hiring Proposal  Edit
Candidate Information
Ancrea

First Hame

Last Hame Brown-Christensen

» For faculty position types, you may now edit the information on the Faculty Hiring Proposal
Screen.
a. Under “Position Information” enter the following information

Enter Start Date
Proposed Hire Rank

iii. Proposed Job Code
iv. Base Salary
v. Faculty Vote on Hire (Optional for SOM departments — must do this prior to

May 2012

submitting hire epaf)
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Workflow Step #4: Create Hiring Proposal

vi. Faculty Vote on Rank Optional for SOM departments — must do this prior to
submitting hire epaf)
vii. Please list funding sources or requests to be reviewed by Department Approver,
Dean/Org Head, and Cognizant Vice President
viii. Enter Selection Justification
b. “Hiring Proposal Documents”
i. Attach Letter from Chair to Dean (Required for Faculty)
ii. Attach Draft Offer Letter (Required for Faculty)
c. Once approved by DFA, Dean, VP Hiring Proposal will be returned to Dept Admin to
“Extend Offer”
Once Candidate has Accepted Offer Dept Admin will transition to “Offer Accepted”
e. Once Department has received Clear to hire notification from Human Resources
Transition Candidate to “Ready for EPAF.”
f. From the time the DFA moves your successful candidate to “Ready for ePAF,” it will
take one business day before you can initiate the hire ePAF.
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Workflow Step #5: Pre Hire Checks

Workflow Step #5: PRE HIRE CHECKS AND HIRE

Owner: Dept Admin, DFA, and HR

» Now you are ready to initiate the Criminal Background Check (CBC), the Drug Screen (if
applicable), and the reference checks. Feel free to contact HR for assistance.

» HR will receive the results of the CBC and drug screen, then move the application to “Ready for
Onboarding.”

» When the candidate is cleared for hire, you will receive a notification email.

» From the time the HR Rep moves your successful candidate to “Ready to Onboard,” it will take
one business day for the applicant’s data to be fed from PeopleAdmin to PeopleSoft, then
you can initiate the hire ePAF.

» Initiate the hire ePAF and begin the I-9 process. Feel free to contact HR for assistance.

Congratulations! You’ve just hired a new employee!
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Appendix A: Faculty Workflow
Appendix A
University of Utah Faculty Hiring Workflow in
PeopleAdmin — ——\
Approve for Approve for
Faculty Postings ™ Later Postng Interna
_— \
Department Diepartment . Director of Budget Dept Admin fior [~ Closed Filled
Admin Approwver | DeaniDrg Head Faculty Affairs ™1 Approver (w VFApprover Posting B Posted B (D¥FA Only) ™ (DFA Only)
Jennifar Alle, HSC WP Equity & DiVersity, ’
Jennier Bangerter, VF Health Sclences -
Acagemic ANals
Reposted
) (DFA Only)
Faculty Applicant Workflow ! et
___..—-"_'______ T T _____"-—___
e
il i
Under Review - ~ Recommend for
by Department/ - Pending E—— Sl:tr::.- e“? - DI:;:;:LP:S [——m= Hire — Bzgin - Hired
Committee Hiring Proposal
/ \
[ |
Interviewed Interviewsd
Mot Selected Mot Selected Send Mot Selected Withdrawn
{with reasons) Email when Filled Mo Systern Email
Faculty Hiring Proposals
. Approved to Make Hiring Proposal
Del:: "I:I11€I'It - Disarn'r Ent || Deanilrg Head |- £ Dlr\lecD:r:gf L AEudget' |-l WP Apprower [l Offer—Sendto || Offer Accepted [ Approved
m prover aculty = PRrove Diept Approver {DFA Only)
Page 38

May 2012



Appendix B

Appendix B: Applicant Perspective

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 must still fill out applications to apply to a
particular position and the system will keep track of their most recent information used on each
application type and pre-populate new application forms with this information each time they apply to a
position. This should go a long way in reducing your workload when it comes to updating contact
information for applicants and then applying the most recent version of their application to all jobs to
which they have applied.

Applicants will be able to do the following:
e Bookmark jobs they are interested in
e Email a job posting to a friend
e Upload and manage documents such as resume, cover letters, etc without going through the
application process
e Update the Account Settings (Login and Contact Information)
e 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:

» Go to the Applicant Site: https://utah-training.peopleadmin.com (Note: this is the training version).
> Create a new applicant account by selecting Create Account on the left menu.
o Fillin all information asked on creating the applicant account and click Create.

Note: Effective August 8", applicants will go here to apply for jobs:
http://www.employment.utah.edu/ (which is the same as today). Internal University employees
will use their uNID as their username, but then will be prompted to create a new password.

» To add documents (eg resume, cover letter, etc) prior to completing an application, click on the
red Your Documents link on the upper left hand menu and choose the blue Add Document link.
o Upload a document of your choice.
o View the document once it is uploaded and converted.
o Click the red Home link on the upper left hand menu to return to the main applicant page.
» Search options on the main page:
o To search for all staff jobs, both Benefited and Non-Benefited, click the “Staff Jobs” button.
o To search faculty positions, click on the “Faculty jobs” button.
o To search for Non-Benefited Staff jobs only, click on the “Student jobs” button.
o To search for patient care jobs only, click on the “Patient Care Jobs” button.
o To search for all open positions, click the red Search Jobs link in the upper left hand list.
> After you’ve clicked a button (as described above,) there are a couple of ways to search for jobs:
o Use the keyword search to narrow down your search results.
o Use one or more of the other search criteria to narrow your search results.
> Apply to a Job:
o Find a Job to apply too and click on the blue job title link.
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Appendix B

Click the Apply to this Job button on the right.

Begin filling out your application. Fill in all information on every page. You may
add multiple entries of builder information (eg education and experience) on the
application.

Note: The open text box under the Conviction History question must be completed. If the
applicant answered “No” to the Conviction History question, then they may just state “N/A”
in the open text box.

The “Save changes” button saves your work and keeps you on the current page. The “Next”
button saves your work and moves you to the next page.
On the right hand side, both top and bottom, is a drop-down menu box. This allows you to
go to different sections of the application. Select the section you want, then click “Go.”
Attach documents as needed for applying to the job.
= You may upload a document
®  You may write a document
= You may select a previously added document
Before submitting, go to the drop down menu on the bottom right hand corner or upper
right hand corner and select Check for Errors and hit “Go.”
= Verify all data you entered is correct.
= Click the blue print version right under the phrase “Application
for...” Verify all information is correct.
= Return to the application by closing the current open window
and click Certify and Submit at the top or bottom.
= Certify your application by reading the Certification paragraph, checking the “I
certify...” box, entering your initials, and clicking the Submit this Application button.
=  Fill in voluntary demographic information if prompted.

e If you are not prompted, complete the application process and receive your
confirmation number. Then click on the red Demographic Info link on the
left menu and fill out the information on this form.

Make note of your confirmation number and view the message (either pass or fail message).

» Find the application you just filled out by clicking on the red Your Applications link on the left menu.

o View your completed application.
o View any documents you attached while applying to the job.
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Appendix C

Appendix C: System Generated Emails

Workflow step #1: Job Posting

University of Utah HR Site :: Employer, email template Index :: Peoplefidmin - Windows Internet Explorer

@;}V |E https:/ jutah-training. peopleadmin. com/hr/emplovver _email_templates. html?emal_template_type_id= V| % @ *3| [ X l"f Live Search

File Edit View Favorites Tools Help

7 Favarites | 95 | Free Hotmail & | Web Slice Gallery ~ 49 Add-Update Position Infa

] »
| (€ University of Utah HR. Site :: Employer email template ... | | i [] d=n v Fage~ Safety~ Tooks~ (@~
A
Admin | Email Templates B
-
Email Templates
Select an email template below.
Email Template Type:| Posting ~ || Filter
Template Name (Actions)
Posting Submitted for Review Actionsw
Email to A Friend Actions¥
Search Committee Member Assigned Actionsw
Search Committee Chair Assigned Actions¥
Guest user email (approve for internal) Actionsv
Underutilized Position now Posted Actionsv N
Benefited Staff Posted to Dept Admin - Salary Calc Actionsv
Targeted Recruitment-Females-Mote to HR Rep Actionsv
Mon Benefited Staff Posted to Dept Admin Actionsv
4
< | >
& Trternet dhov Hio0%m -

’T; éta_ﬂ eAdm 1 eddmin_Trai. .. - . (- Andrea
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Appendix C

Application/applicant emails
University of Utah HR Site i ernet Exploren

X
&:f - |g, https: /futah-training . peopleadmin, com/hrfemplover _email_templates, html?email_template_type_id= V| % @ g || 2 n'f Live Search ||4‘:l v|

File Edit View Favorites Tools Help

s Favorites | 53 ] Free Hotmail @] Web Slice Gallery 4 Add-Update Position Infa

| & University of Utah HR Site :: Employer email template ... | - B [ e ~ Page - Safety ~ Tools ~ @@~

Inbox PeopleAdmin

Watch List ADMIN

General Setup Assessment Factors Data Management Users | My Profile Help

Andrea Brown-Christensen, you have 0 messages. |Adm|n|9trator V| & logoud

Admin | Email Templates

Email Templates

Select an email template below

Email Template Type: | Application ~ | | Filter

Template Hame {Actions)
Applicant -Application Confirmation Ermail Actionsw
Motify App to Revisit Application Actionsw
Finalist Submitted For Review (Recommend for Hire) Actionsw
Faculty On Campus Interview Email to DFA Actionsv
Mot Eligible to Re-Apply Email Actionsw
~
= i} | >

Cone & Internet Yg v H100%

f Utah .,

/= University of Utah HR Site :: Employer email template Index :: Peopleadmin - Windows Internet Exploren

%rv [&] heeps:utah-traning. peapleadmin. cam/hrjemployer_email_templates. htmiremal_template_type_id= (v &4 || E|[##|[ x| [& Live search [[2]-]

File Edit View Favorites Tools Help

i Favorites | 53 ] Free Hotmail &) web Slice Gallery ~ @ Add-Update Position Irfo

>
| & University of Utah HR Site :: Employer email template ... | i - B - [ d=h - Page - Safety -~ Tools - @+

Inbox PeopleAdmin

Watch List ADMIN

General Setup Assessment Factors Data Management Users | My Profile Help

Andrea Brown-Christensen, you have 0 messages |Admmlstratnr Vl [ logoul =

Admin / Email Templates

Email Templates

Select an email template below.

Email Template Type: | Reference Request |+ Filter

Template Name (Actions)
Reference Request Actionsw
Reference Confirmation-To Reference Provider Actionsw
Reference Provider - To Applicant Actionsw
el
< | =
&P Internet “n - Hioow -
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Appendix C

Workflow step #4: Hiring Proposal

ployer email template Index :: Peoplefdmin - Windows Internet Explorer \ J
&; - |§‘ https:/ jutah-training. peapleadmin. com/hr/employer _email_templates. html?emal_template_type_id= V| % @ 42 [ % I'f Live Search ||‘Cl '|

File Edit ‘Wew Fawvorites Tools Help

i Favorites | 5% €] Free Hotmail @] web Slice Gallery ~ ’ Add-Update Position Info

| ?University of Utah HR. Site :: Employer email template ... | | & - B = @ > Page - Safety - Tooks - @'

2

inbox | PeopleAdmin

Watch List ADMIN

General Setup Assessment Factors Data Management Users | My Profile Help

Andrea Brown-Christensen, you have 0 messages. |Admini5trator V| & logoul =

Admin [ Email Templates

Email Templates

Select an email template below.

Email Template Type: | Hiring Proposal ~ || Filter

Template Name (Actions)
Hiring Proposal Transition Actionsv
)
] il | =
D Internet da v Hiowm -
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