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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. 

http://www.adobe.com/
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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/ ) 
 

 

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: 
 

 

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. 

https://txwes.peopleadmin.com/hr/login
https://txwes.peopleadmin.com/
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Entering Posting Information 

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

previous posting. 
 

 

 
 

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. 

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. 
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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. 
 

 
 
 

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. 
 

 

 

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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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. 
 

 

 

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 
 

 

 

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. 
 

 

 

 

 
 

 

 

 
 

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. 
 

 
 
 

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. 
 

 
 
 

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. 
 

 

 

 

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. 

 

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.  
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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. 
 

 

 

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. 
 

 

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. 
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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. 

 
 

 

 
 

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. 

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. 
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REVIEWING APPLICANTS 
 

 

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. 
 

 

 
 

 

 

To see who has applied to a posting 
 

1. Locate and open the posting. 

 

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. 

https://cravencc-sb.peopleadmin.com/help/6749089e1e7125d22953e3497bde68462e53738a/Content/02_users_groups_org/t_helping_users.htm
https://cravencc-sb.peopleadmin.com/help/6749089e1e7125d22953e3497bde68462e53738a/Content/02_users_groups_org/t_helping_users.htm
https://cravencc-sb.peopleadmin.com/help/6749089e1e7125d22953e3497bde68462e53738a/Content/02_users_groups_org/t_helping_users.htm
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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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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. 
 

 
 

 
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: 

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.   
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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. 
 

 

 
 

 
 

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. 
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To approve a hiring proposal or move it in the workflow 
 

1. From the Hiring Proposals menu, select the appropriate position type. 

 
 

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

 

3. Open the Take Action on Hiring Proposal menu and move it to the appropriate 

workflow state. A confirmation box opens. 

 

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

 

5. 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. Locate the hiring proposal and open it for viewing. 

 

2. Select Print Preview. The system presents a printable view. 

 

3. Use your browser's Print feature to print the document. 

 

4. 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. 


