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PeopleAdmin

INTRODUCTION
The Human Resources department has implemented this system in order to automate many of the
tasks of the employment application process.

You will use this system to complete four main tasks:
1) Review and approval of job postings
2) Search and review applicants
3) Review and approval of new hire requests
4) Communicate electronically with HR administrators, hiring managers, applicants, and
others involved in your hiring process

Your Web Browser
PeopleAdmin SelectSuite® supports the following browsers:

Chrome (self-updating)

Firefox versions currently supported by the vendor
Internet Explorer version 9 and later

Safari versions currently supported by the vendor

When an issue arises with a supported browser version, PeopleAdmin will consider fixing it in
an upcoming release. Issues related to browser versions that are no longer supported will not be
addressed.

The site also requires you to have Adobe Acrobat Reader installed. This is a free download
available at www.Adobe.com.

Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log you
out after 60 minutes if it detects no activity. However, anytime you leave your computer we
strongly recommend that you save any work in progress and log out of the system by clicking on
the logout link located on the bottom left side of your screen.
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GETTING STARTED

After entering the URL, the “login screen” for the system will appear and should be similar to
the following screen

https://txwes.peopleadmin.com/hr/login

(applicant portal = https://txwes.peopleadmin.com/)

Username |JaneDoe

Password

First time here? Request an account
Forgot your password? Request a password reset

Your username and password are the same as your Texas Wesleyan credentials.
The Welcome Screen appears after you log in, and should appear similar to the following screen:

DLt Postings  Applicants  Hinng Proposals | MyProfie  Help

Welcome to your Online Recruitment System

This page is designed to help you keep track of the actions required by you or your department.

Items in your inbox require your attention. Items on your watch list are things you have
designated you’d like to keep an eye on as they move through the approval process.

POSTINGS/REQUISITIONS

You can create a requisition/posting using the system. You will be able to create a posting from
scratch (blank form) or from a previous posting.

To create a new posting, click on Postings from the top menu and then click on the Create New
Posting button.
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HUPHY  Apphcants  Hinng Proposals | MyProfie  Hep

Qv | Tenss Weskyss

Texas Wesleyan Postings [ Creste tew Posting |

Entering Posting Information

You will then be prompted to create your posting from a position type (blank form or from a
previous posting.

x

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

Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from FPosting

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

TIP: When you first start using PeopleAdmin, you will always choose “Create from Position Type”. Once you
have a library of previously posted positions, you can use “Create from Posting”, if the job description you are
using hasn’t changed.

You will then come to the Postings Setting page where you will enter the title, division and
department of the posting.

If you are attached to multiple departments, you will get a drop-down menu in the Department
section. If you are attached to only one department, the system defaults automatically to that
department.

Also make sure that the box under the Supporting Documents heading is checked to allow
supporting documents to be uploaded to applications.
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i\ New Posting Create New Posting [EINeEHt]

!

Title Custodian test 4/24/15

Organizational Unit

Division Default Division

Department Default Department

Applicant Workflow
Workflow State Human Resources Initial Review

When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

When you have completed filling out that information, click on the Orange Create New Posting
button.

You will then come to the Posting Details page, the first page of the Posting. Fill out the fields
on the form.

Editing Posting Position Details save | (S

Position Details

Position Information

Title Custodian test 47415

Position Number

Job Description

Fields with an Asterisk (*) are required, so if you do not include information in the
field, an error message will appear and you will be required to complete it.

TIP: Every field you enter on this screen, up to the EEO Statement field, will appear on the
applicant site exactly as you enter it on this screen, so please proofread carefully.

TIP: The fields in the Position Information section match up to the information on the job
descriptions. You can copy and paste from an electronic version of your job description
straight to the job posting. Please remember that all new or revised job descriptions need to be
submitted to and approved by the Human Resources department prior to posting.
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Adding Screening Questions

Posting Specific (screening) Questions are individual questions that can be used to
qualify/disqualify candidates, or rank applicants based upon a score. You may create
those questions in this section.

Editing Posting Supplemental Questions IRl Next >> |

Position Detalls Chek on the

¢

Adding New P

on will appear where you can add an existing question or creale a new one

RBudget Infarmatior

- i T he rch | o the b being posted. You can filter using the key woed search or filter by
Supplemental Questions

91 I e isqualifying Responses: Chick on the question that has b e will appear where points and disqualifying responses can be associated to
o 2 3 =

Pos on Options” Once questions have been added to the posting, you will see a column of checkbhoxes to the Jeft of each question; checking these boxes will make a question
Q| ) required
O Committee Members Included Supplemental Questions | Add 3 qresshon |
o al 1

Position Required Category Question Status

If you are not adding any Screening Questions, click the Next button.

To add a Screening Question to this Requisition, click on the Add a Question button, which
returns the following page:

TIP: Supplemental questions allow hiring managers to sort through their applicants without having to view
each applicants’ profile. The system allows hiring managers to query applicants on questions about
education, experience, or personality related questions. PeopleAdmin compiles all the applicants’ answers
onto one Excel spreadsheet for hiring managers to review.
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Available Supplemental Questions

Category:[Any v |Keyword:| |

00 O0OO0OOoOOo o o

Experience
Experience

Experience
Uncategorized
Experience
Uncategonzed
Uncategonzed

Experience

Question

Please describe any previous experience you have working in a customer service enviomnment
How many staff/interns/students have you supervised in past positions you have held?

Do you have experience working in residence life or student judicial affairs?

What have you done to improve your audit knowledge in the past year?

Provide examples of how you handled difficult situations with those you have worked with.
Please describe the attributes that will make you a strong candidate for this position

Please describe in brief your prior experiences in Web application development, identifying the

tools with which you are familiar and the specific technical environments in which you've done
development work.

Please describe in detail how your background and experience would be applicable for this
position in a College/University setting

If you have not had higher ed experience, please explain your interest in working in this
environment.

Briefly list your area(s) of research or teaching expertise.

Are you eligible for Work Study?

Have you ever worked on Campus before?

Are you available to work during the Summer?

Tell us how you maintain constant performance while under time and work |load pressures.

Do you have experience in working with detailed budgets?

Displaying 16 - 30 of 33 in tofal
«— Previous | Next —

Can't find the one you want? Add a new one

Submit Cancel
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The first step is to search existing questions. You can enter a keyword to search the question text
(or leave the field blank). The system will return a list of all questions that have been entered
previously by Human Resources or Hiring Managers for other Requisitions. Select one of the
questions from the list if it is appropriate for this Requisition.

If you do not find an applicable sample question from the list, you may create a question from
scratch by clicking on the Add a Question link at the bottom of the Search Results screen.

Questions defined here will be "pending” approval and will not be available for use in other areas of the
system uniil they have been approved.

Name |

status
Category Please select a category v
Question

Possible Answers

* Open Ended Answers

Predefined Answers

Submit Cancel

Step 1: Please enter question name, status, category and question text. Enter the text of the
question you wish to ask all candidates who will apply to this Posting. (Only HR will be able to
change the status of question; all other user groups will have their question at a “Pending” status
awaiting HR’s approval.

Step 2: Please select answer type: select either Open Ended or Predefined Answers — described
in the following sections.
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Step 3: Enter answer choices or select answer format based upon your selection in step 2.
Adding Closed Ended Questions

Closed Ended questions require a multiple-choice answer. For example:
Do you have experience working in an office environment?

Possible Responses: Yes or No

Do you have experience working in an office environment?

Name *

Status * active v

Category Experience v

Question * Do you have experience working in an office environment?

Possible Answers

_) Open Ended Answers

9 Predefined Answers

Empty answers will be excluded.
Click and drag possible answers to reorder them.

Possible Answer 1:Yes x
Possible Answer 2:No| x
Pnccihle Ancwer - w

After selecting the “Closed Ended” radio button, enter the answer choices that candidates can
choose from in the boxes labeled “Possible Responses™. In this case, you would enter:

1. Yes
2. No
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Adding Open Ended Questions
Open Ended questions do NOT require a multiple-choice answer. For example:

Describe any work experience relevant to this position.

Add a Question

Questions defined here will be "pending" approval and will not be available for use in other areas of the
system until they have been approved.

Name Describe any work experience relevant to this position.
Status active ~

Category Experience -

Question Describe any work experience relevant to this position.

Possible Answers

© Open Ended Answers

© Predefined Answers

The next step is to click on the Submit button at the bottom of the screen. This attaches the

question to the Requisition, and every applicant who applies to this Requisition will be asked this
question.
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After you click Submit Question, you should see a screen similar to the following. This screen
summarizes the question(s) you have entered. As you enter additional questions, they will be
added to this summary screen.

Supplemental Questions Save Prev m

Adding New Posting Questions: Click on the button labeled "Add a Question". A pop up section will appear where you can add an existing question or create a new one,

Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter using the key word search
or filter by question category.

Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown menu will appear where points and disqualifying responses can be
associated to the posting question

Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each question; checking these boxes will
make a question required.

Included Supplemental Questions " Add a question
Position Required Category Question Status
1 Uncategonzed How did y car about this employment opportunity’? active L X}

From this screen you may continue to add more questions by clicking the Add a Question
button. You may also delete a question you have entered by clicking the x next to the relevant
question.

You also have the ability to Require an applicant to provide an answer to the question you
added. The applicant will not be allowed to proceed without answering a question with the
“Required” status. To require the question, check the required box.

If you wish to make a question a disqualifying question or to assign points to responses, click on
the question link.

Included Supplemental Questions " Add a question
Position Required Category Question Status
1 Uncategorized How did you hear about this employment opportunity active [x]

Possible Answers. Predefined Opions

Answer Points Disqualifying
1 Public Job Posting
2. Intemal Job Posting
3. Agency Relerral
4 Advertisement/Publication
5. Personal Referral
6. Website
7 Other

When you click on the question, you will see the screen above where you can mark a selection
disqualifying by checking the box or you can assign points to a particular response. This is often
done to help find the most qualified candidates quickly. You do NOT have to use this
functionality to use supplemental questions.
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When you have finished adding screening questions for this Requisition, click the Next button.

Documents Needed to Apply

On this screen, you will designate the documents that will be necessary for applicants to apply to
this posting. You can make this determination on a posting by posting basis. If a document is
optional, select the Optional radio button, if it is required, select the Required radio button.

Documents Needed to Apply Save | | <<Prev m
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.
Order Name Not Used Optional Required

1 Resume ®

2 Cover Letter O)

3 Transcripts ®

4 Letter Of Recommendation 1 O

5 Curriculum Vitae 9

Save | or Cancel

TIP: Please make Appendix O an optional document. This is a form that internal applicants must fill out
when trying to apply for jobs on-campus. A Resume and Cover Letter are always required documents.

Posting Documents

On this screen, you may add documents that you wish to internally add to the posting. To attach a

document, click on the blue action button next to the document name. From there you will be le

to browse and attach the document to the posting.
Posting Documents

To add a document to the posting, hover over the blue Action text link to the right of the document name.

Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are supported as attachment
include .doc, .docx, .pdf, .itf, .rtx, .txt, .tiff, .tif, .jpeg, .jpe, .jpg., png, .xIs and .xIsx. All documents uploaded will be converted to .pdf for security.

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

Document Type Name Status (Actions)

Marketing Plan Actionsv

Print Ad Text Actionsy
Save << Prev
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Search Committee Members

This is where we can list any Search Committee Members who may need to be assigned to this
posting. You simply type in the name of the user you wish to add as a search committee member
and then click on Add Member. If you wish to make them the Committee Chair, check the Make
Member the Committee Chair box.

Search Commitee Members cePrev | IR

Search Committee Members

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

Search
Find a User to assign as a Search Committee Member.

Name Email Address Add Member

Sample User test@z com Add Member Make Member The Committee Chair

First Name Sampld
Last Name

Email Address

Activating Guest Users

Guest Users are only able to view the applicants to the Requisition(s) to which they are assigned,
and are not permitted to take action on any of the applicants. Also, Guest Users are only able to
view the Requisition(s) to which they are assigned. When the Requisition is filled, the guest user
name and password are automatically deactivated. This feature can be used for individuals who
are not users in the PeopleAdmin system.

Guest User sae | [«<rev | (IS

Click on the Create Guest User Account button. The system will automatically generate a Guest Username. You may update the password if needed.

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be
on a separate line. Once you have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users.

When finished or to skip this section, click the Next button.

Want to give guests access to view this posting?

Create Guest User Account

Save << Prev w

Click on the Create Guest User, the system will generate a Username and the password will also
auto generate. If you want to change the password, update the password and then click on Update
Password. You can enter the email addresses of anyone you want to send the guest user
credentials to and when finished, you would click on the Update Guest User Recipient List.
When done on the Guest User page, click on the orange Next button.

Page 12 PeopleAdmin Implementation Process



PeopleAdmin

Better Talent. Better Future.

Guest User Save | [ <<Prev

Click on the Create Guest User Account button. The system will automatically generate a Guest Username. You may update the password if needed.

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be
on a separate line. Once you have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users.

When finished or to skip this section, click the Next button.
Guest User Credentials

Guest users may view this posting by using these credentials.

Username
gu0200

Password
941931 Update Password
Email Addresses of Guest User Recipients

Email addresses (one per line)
Update Guest User Recipient List

TIP: Guest User accounts are for anyone who is outside of Texas Wesleyan University that you would
like to have access to review applicants. This feature will rarely be used. One example would be if a
Board member would also like to review applicants for a position.

Summary/Review

The system will then bring you to a summary page where you can review the posting and move
to the next level approver.

System Generated, you have 0 messages. ~ Human Resources B ¢ logout
Current Postings / Staff / Chief, University Police (Posted) / Summary Search Results: Previous | Next
=, Current Posting: Chief, University Police (Staff) Edit Take Action On Current Posting v
‘ ’
Current Status: Posted WORKFLOW ACTIONS
plicant
Position Type: Staff Created by: Kari-Kay Cassady ggzgﬁgo”‘mg on this Current

Department: University Police Owner: Human Resources
Closed/Removed from Web (move
to Closed/Removed from Web)

Reposted (move to Re-posted)

Extended Posting (move to
Summary History Settings Applicants Reports Hiring Proposals Re-Published)
Canceled (move to Canceled)
Filled (move to Filled)
Search Protocol MOVE DIRECTLY TO.
5 5 3 o Draft
Please review the details of the posting carefully before continuing. Under Review by Supervisor

Under R by Dean/Directt
To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting" button. You may a: b et 0

. " g i o ¢ 3 & Under Review by A: te VP
add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit butt u:a:: sz :a by V;SOC e
r view bv

The system will generate an email to the next approver, making them aware that a posting is
ready for their review and approval. The posting will continue through the approval workflow
until Human Resources posts the position.
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APPLICANT TRACKING: Postings — Select Main from the Posting menu. Locate the posting
that you wish to review applicants on and open it to the Applicants tab.

Postings / Main / English Adjunct Instructer (Posted) / Applicant Review

Posting: English Adjunct Instructor (Main) Edit

Current Status: Posted

Paosition Type: Main

Department Liberal Arts & University
Transfer

Created by: Sample User
Owner: Human Resources

Summary History Settings Applicants

{t

Eligibility List Reports

Open Saved Search v Search:

To see who has applied to a posting

1.

Locate and open the posting.

Hiring Proposals

Search More search options

2. Open the Applicants tab to open the list of applicants.

To view an application

1.

In the search area of the posting's applicants list, add the "Document Conversion Status™
column to this search view to see whether any applicants have submitted documents that

did not convert properly to PDF.

If an applicant uploads a document that fails to convert to PDF, the application will need
to be reactivated so the applicant can provide a new document. See Helping Users and

Applicants in the Online Help for instructions.

The supplemental questions section indicates whether the applicant passed the qualification
group questions, if there were any on the posting.

The certification section of the application shows whether the application was submitted by the
applicant or by an HR user on behalf of the applicant.
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ture.

To view an applicant's documents one at a time

1. Locate the applicant of interest from the complete list of applicants on the posting or
from a supplemental question statistical detail.

2. Select the document of interest.

To view one applicant's application materials together

1. [If the list of applicants does not include the Combined Documents column, select More
Search Options and add it from the Add Column list. The list of applicants refreshes.

2. For the applicant of interest, select Generate or View in the Combined Document
column, depending on which is available. Generate creates an up-to-date PDF. View
presents the PDF of the applicant's most recent application materials in a new tab of your
browser.

To view a collection of applicant documents

You can review more than one applicant document at a time. You may choose to view all the
documents for an applicant, specific applicant documents for each of a group of applicants, or all
applicant documents for a group of applicants.

1. On the posting's Applicants tab, check the boxes to select the applicant or applicants of
interest.

2. Do one of these things:
= See the selected applicants' materials together: From the Actions menu, select
Download Applications as PDF. In the dialog box, select the types of documents

you want to view, then select Submit.

= See the selected applicants' materials separately: From the Actions menu, select
Create Document PDF per Applicant.
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TIP: You can view all your screening question answers in one spreadsheet by selecting the Download
Screening Question Answers option in Actions above the applicants.

All Applicants x

"All Applicants* (J)

GENERAL
Applicant Last Applicant Posting Review Screening
Name First Name Documents Number Workflow State (Internal) Application
Question Answers
Jones Sandra Resume, Cover Letter, Transcripts 2016AS085F Under Review Hiring Manager July 25,20 pawniload Screening v

Question Answers
Johnson-Wood Trisha Resume, Transcripts, Cover Letter 2016AS085FP Under Review Hiring Manager July 26, 20 "3

Import Application Data

Changing the Status of Applicants

While reviewing an application, you must change the status of applicants as you review their
credentials, interview them, and make a final decision. To change the status of one applicant,
click the “Take Action on Job Application” button.

Postings ! English Adjunct Instructor (Posted) / Applicant Review / Thomas Thumbson Under Review by HR

Job application: Thomas Thumbson (Main)
Current Status: w by HR
Application form: A;

Full name: Thomas Thumbson Created by, Thomas Thumbson
Address Owner. Human Resources

123 WestRd

Paris ,CT

Usemame: TomThumb
Email #2@aol.com
Phone (Primary). Finaks
Phone (Secondary) Mired
Position Type: Main

Department. Liberal Arts & University
Transfer

Summary

& Personal Information  Eait

Contact Information

Changing the Status of Multiple Applicants

To move a group of applicants to a new workflow state

1. From the list of all applicants on the posting, check the boxes associated with the
applicants of interest.

2. From the Actions menu, select Move in Workflow. The Editing Workflow States page
opens.

3. Do one of these things:
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= Use the Change for all applicants box to select the workflow state for all the
applicants you selected, or

= For each applicant listed on this page, select the new workflow state.

4. If required, select the reason that best explains why you are moving the applicants in the
workflow. You can select a reason for each applicant even if you moved all of them in

the workflow together.

5. When you have moved all applicants to the appropriate workflow states, select Save
Changes to update them.

Editing: Workflow States for 1 Applicant

Change for all applicants  Select a workfiow state.

Applicant Current State New State Reason

Thomas Thumbson Under Review by HR Select a workflow state.

b Save changes sl or Cancel

HIRING PROPOSALS

When an applicant has gone through the evaluation process and becomes the finalist/selected
candidate, the candidate must be moved to “Recommend for Hire” and then the link to begin the
hiring proposal will appear. The Department Head/Hiring Manager will be able to begin the
hiring proposal by selecting the Start Hiring Proposal link.

/ Applicant Review /| Thomas Thumbson Finalist

Thumbson (Main)

Created by Thomas Thumbson

Owner Dean/Department Head : :
S s <a
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To approve a hiring proposal or move it in the workflow

1.

N

w

&

5.

From the Hiring Proposals menu, select the appropriate position type.
e e TR ——

@ Soeed Search “All Hiring Proposals” [

Tt Nasw Lovt Mame ey v gmael Mot Cvpurenem Srna Lawi vpuied

Locate and open the hiring proposal for the applicant of interest.

Open the Take Action on Hiring Proposal menu and move it to the appropriate
workflow state. A confirmation box opens.

If required, provide an explanation for moving the applicant to this workflow state.

Select Submit to move the hiring proposal to the selected workflow state.

Your organization's process determines how the offer is generated and presented to the applicant.

To print a hiring proposal

1.

2.

Locate the hiring proposal and open it for viewing.
Select Print Preview. The system presents a printable view.
Use your browser's Print feature to print the document.

Use your browser's Back button to return to the main view of the hiring proposal.

When the hiring proposal is finalized, the applicant will be moved to Hired.

At this point, you will want to go to the Posting and move it to filled. This will complete the
close out process of your posting in PeopleAdmin.
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