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INTRODUCTION

The People Admin Applicant Tracking System will be used to streamline the hiring process for supervisors
and simplify the applicant onboarding experience.

People Admin help organize candidates for hiring and recruitment purposes. This allow Human Re-
sources to collect information, organize applicants based on experience and skill set, and filter talent.
The applicant tracking system will give supervisors the ability to see and follow the progress of a job

posting (view candidates and hiring proposal processes).
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MOREHOUSE

COLLEGE

T AN FACULTY WORKFLOW

Job Description and Job Requisitions

In Pe&?le Admin, a job requisition and job description is prepared and submitted for
bappr al to authorize hiring. Once approved, a posting is created to advertise and open the
appllcatlon window.

suonisod Ajjhoe4 :y 1ed

=

FACULTY /ADJUNCT BUDGET& PLANNER

APPROVER APPROVER HR APPOVER

PROCESS 02 PROCESS 03

= Tracie Young (institutional) or APPROVERS:
Richard Williams (grant) s Nidia Harris-Reed
e Adrian Cheatham

« Undria Stalling (CFO) "Position Approved" for hire

An approved jOb descrlptlon and requisition is needed in order to post a position (Part B).

O
HR@MOREHOUSE.EDU
PEOPLEADMIN
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MOREHOUSE

COLLEGE

+“FACULTY JOB POSTING WORKFLOW

g ued

p
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c " Job Description and Job Requisitions
t:u In Peinle Admin, a job requisition and job description is prepared and submitted for
= Eppr al to authorize hiring. Once approved, a posting is created to advertise and open the
=, 'application window.
L
\d
.
w i 4\ JOB POSTING APPLICANTS APPLY BACKGROUND
“ L ONLINE CHECK

i } ]
'_J‘"

PROCESS 02 PROCESS 03 N
= If internal postings, send link = Human Resources initiates
directly to the applicants. Background Check. e

Dept. Chair and hiring committee * Successful Background
review applications. check initiates Office of the

Hiring manager selects Finalists Erovost 16 send ok Hiter.
and moves to interview pending

When signed, applicant is

7 5 moved to Onboarding. —=X
and then interviewed. Applicant is required to

Hiring manager moves selected . complete all onboarding
candidate to Request to Hire paperwork before beginning

@Emﬁﬁij{“r — —— work. -

i G
1%

Adjunct positions do not get posted.
A single post may have multiple vacancies but every employee hired must be tied to an approved requisition (Part A). @
MOREHOUSE.EDU PECPLEADMIN
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MOREHOUSE
NON-FACULTY WORKFLOW

COLLEGE

Vv Med

*
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STAFF APPROVER BUDGET& PLANNER
APPROVER

Hiring Manager T Nidi .
; . a Harris-Reed
AL Ry ROn i - Adrian Cheatham
+ Job Description
Approver Michael i " u
Johnson, HR T thw
Area VPs :

Kevin Booker

« Kendrick Brown
Henry Goodgame
Iretha Stoney

« Karen Miller
Paula Resley
Undria Stalling

« Thelbert Snowden

An approved job description and requisition is needed in order to post a position (Part B).
AALT - Academic Affairs Leadship Team

HUMAN RESOURTCE

R )
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MOREHOUSE
NON-FACULTY POSTING WORKFLOW | |

COLLEGE

d lJed
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JOB POSTING APPLICANT APPLY
ONLINE

Admin or Hiring Manager i * Human Resourc
creates posting from an 1o Background Chi
approved requisition. iring o Successful Ba
Select internal or external iy i check initiates
posting options. ST Human Resource
Select hiring committee.
Submit to HR to Post to the Sl Applicant is reg
Morehouse website. interview pending and then cul:lfplele all onk

interviewed. paperwork befao

Hiring manager moves work.

selected

candidate to Request to Hire

status.

A single post may have multiple vacancies but every employee hired must be tied to an
approved requisition (Part A).

HUMAN RESOURTCE

R )

STEP BY STEP USER MANUAL

S EC R ATD MILN




BEFORE YOU BEGIN

PeopleAdmin Hire supports the following browsers:
e Chrome (self-updating)

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

e 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.

ADOBE ACROBAT READER

The site requires installation of Adobe Acrobat Reader. This is a free download available 2
at www.Adobe.com. I

SECURITY OF APPLICANT DATA

0 To ensure the security of the data provided by applicants, the system will automatically logout
ﬁ after 60 minutes if it detects no activity. However, it is strongly recommended that users save

any work in progress and logout whenever away from the computer.
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Submit Job Requisitions/ Job Descriptions for Aproval

To access PeopleAdmin
1. Login to MyPortal - https://myportal.morehouse.edu/

2. Select the PeopleAdmin icon

0
PEOPLEADMIN

PeopleAdmin

3. Click For Morehouse Employees to login.

Morehouse College

For Morehouse Employees -
Please click here to login

Guest User Login ONLY

Username
Password

4. After logging in users will be directed to the welcome screen below. Confirm you are in the correct

< ¢ (] https://morehouse-training.peopleadmin.com/hr/ A e = %
[ Argos Web Viewer.. [7] Favorites (@ Login with Ellucian... [ Cigna Enrollment A, SE E-Verify |verify! SE E-Verif:Login [ Login - GeorgiaNe.. Q@ HowtoAddaText.. [ Home-GeorgiaNe.. —Q Pilates Power Gym.. [7] Formstack (@ Morehouse College... People Admin >

Position Management Welcome, Adrian Cheatham MyProfile Help logout

User Group:

A0 Applicant Tracking System

Human Resources

A0 Position Management
Shortcuts ~

14 Filled Postings
Last 30 days

Postings f) = Users 16z Hiring Proposals s Job Requests 5 Special Handling Lists

Admin

Morehouse College Employee
-

CURRENT STATE DAYS IN CURRENT STATE

Applicant Tracking System

HR 3

5. Position cursor over the ellipsis [...) in the top left corner of the screen and select
Position Management.

Position Management

O Applicant Tracking System

O Position Management
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6. Position cursor over Job Description and Requisitions and click the appropriate position type.
(Examples in this guide are based on the Non-Faculty option.)

@ MOREHOUSE

Home Job Description and Job Requisitions v
I Non-Faculty
Non-Faculty Job Requests
Faculty
Inbox Faculty Job Requests Postings  Users  Hiring Proposals  Job Requests  Special Handling Lists

SEARCH

There are no results to be displayed.

This option redirects you to the Position List screen where you can create new positions or manage existing positions.

7. 0n the Non-Faculty Job Description and Job Requisitions screen, click Create New Job Description
and Job Requisition button.

Home Job Description and Job Requisitions Shortcuts ~

Job Description and Job Requisitions / Non-Faculty ¥

Non-Faculty Job Description And Job Requisitions I EXS=mrsmsy

8. Enter a Position Title and complete Org Unit fields (all fields are required). Once fields are complete,
click Start Job Request (blue button at top right of screen).click Create New Job Description and Job
Requisition button.

Position Management Welcome, Adrian Cheatham  logout i
[#2Morehouse College User Group.
Hiring Manager v
Home Job Description and Job Requisitions ~ Shortcuts ~ I

/ Job Description and Job Requisitions / Non-Faculty / New Position Description ¥¥

% New Position Description
Start job Request
To create a new Job Description and Job Requisition, select a title and Organizational Unit. Select a Job Description and Job Requisition below to clone from an existi Description and

Job Requisition.

Position Title *

Organizational Unit
Division * Division bl

Department *

Saved Searches v Q More Search Options v

Clone an existing Job Description and Job Requisition?

STEP BY STEP USER MANUAL
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9. Enter the appropriate position justification detail in the Justification of Need & Position Justification
field and click Save & Continue. (All fields with orange asterisks are required.)

Home Job Description and Job Requisitions ~ Shortcuts ~
r— [ oo
=

10. After clicking Save & Continue, you will be directed to the Position Description Details screen.
Complete the following required fields:

Position Classification (select student or staff], Position Summary, Minimum Position Requirements
(enter education experience, including certifications, licenses, etc.), Required Knowledge Skills, and

Abilities, and Supervisor’s Name (ALl fields with an asterisk [*]).

(Rt oo gt O e e e

Pt vy

Grase P

P el

v, o5

. Required Knowledge,
Skalls, and Abilities.

Physical Demands

FLSA Classification

Job Request Number

+ Supervisor's Name [

9 STEP BY STEP USER MANUAL
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11. After adding the supervisor's name, click Add Essential Duties/Responsibilities Entry to add the
essential duties in the field. Click Save & Continue.

Essential Duties/Responsibilities

Add Essential Duties/Responsibilities Entry

Essential Duties/Responsibilities

Essential
Duties/Responsiblities

Percentage Of Time

Remove Entry?

Add Essential Duties/Responsibilities Entry
=

12. On the Budget Summary screen, click Add Budget Summary and enter details in
all required fields. Click Save & Continue.

45 Check spelling

« Benefits Eligible? “ * Required Information
This field is required.
Budget Summary

Job Type [Furtime ]
Position Type M
Pay Type

Job Funding

Is there an approved

‘ Add Budget Summary Entry '
e —

budget for this O
position?
Is this position grant
funded?
+ Hourly rate va |
This field is required
+ Relocation No v
This fie equired
+ Relocation Amount !:) L ]

equirec
+  Cell phone Allowance IN° "]
This field is requirec

+  Cell phone Amount
his i s required.
+  Desktop IN" V]
This field s required
+ Desktop Amount l_") 00 ]
WS fi

<

+  Laptop |'No vl

+ Laptop Amount b Dd

= e
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13. Supervisory Position: This screen provides a list of supervisors. Select the appropiate supervisor
name. Click Save & Continue to bypass this screen (if the position is not supervisory position).

Org Unit Human Resources

First Name Adrian

Last Name Cheatham

Email 4711568783610923556_1715657392_3402_1_emailaddress@zed.zed

Job Description and Job Requisitions (Filter these results
SR Ll s cacus ED X Delete this search?

n 2 3 4 5 6 7 8 9 .. 5 56 Next—
Employee First ~ Employee Last (Actions)
Employee ID Position Title Position Number Name Name Department Supervisor Status Job Type Created Date Hiring Manager
Director of
(None) TESTS e Rermarees Active FullTime e S Actions v
g\der;?a m)
Director of
O (None) TEST 5 Test 0000 E:;S:{ - Q?!QSTCES Active Full-Time T;%’;OA'MZDZA R ’éﬁ ;‘g[';‘am Actions v
[Cﬁ\:sr;pa m)

14. Position Document: Users have the option to attach supporting documents for review by the budget
office. (Example: If a position is being waived, click actions and select upload new to attach the position
wavier form.]) If there are no supporting documents, click on Save & Continue to bypass this page.

=3 e ey
°

15. Approvals: Enter the information in the required fields.
Click Save & Continue

Home Job Description and Job Requisitions ~ Shortcuts ~
Job Requests / Non-Faculty / Edit
Editing Job Request
Approvals =
Prov & Gontinue

© Position Description D.
© Budget Information

© Position Documents

© Supervisory Position

Hiring Manager Name ([Adrian Cheatham
Job Description
Job Request Summary Approver Approved

Job Description
Approver Name

VP Approved
VP Name

Chief of Staff Approved

I STEP BY STEP USER MANUAL




16. Job Request Summary: This screen shows all information created
for the position. Each completed category will have a green check © Position Justification  Edit
mark. Each category has an edit button that allows users to make
corrections, if necessary. If the category contains missing information,
it will be orange. Users must click Edit to complete the missing infor
mation before proceeding to the next screen.

@ Position Description Details  Edit

®@ Budget Information Edit

@ Supervisory Position  Edit

@ Position Documents Edit

® Approvals  Edit

17. To move the Position Description/Job Requisition along in the workflow, | x
click the Take Action and select Job Description Approver). Once the Select (move to VP)
requisition and Job description has been approved by all approvers (VP, Sommeatggnal

Provost, Budget and Planning/Grants, CFO and final review Human Re
sources. A confirmation email will be sent from hrl@morehouse.edu to
inform the hiring manager that the requistion has been approved.

Hiring managers will receive an email notification indicating that their o ([Eeanea
requisition has been approved. This email will include next steps and
instructions, which the hiring manager must follow to request the
postion to be posted.

Keep working on this Job
Request

. L . Cancel (move to Canceled)
18. Once the job requisition has been approved by all required approvers, you
Select (move to Job Description

will receive an email notification with instructions on how to request your Approver)
position to be posted internally or externally. It is crucial to follow these Select (move to Divisional Dean)
instructions promptly to ensure the timely posting of the position.

» Your Job Requisition has been approved. —

The following position request is at the status of: Position Approved Keep working on this Job

Request

Position Title: Tight Ends Coach

WORKFLOW ACTIONS
Position Request Number: S1544PR
Cancel (move to Canceled)
Department: Athletics-General Select (move to VP)

Please login to review/approve this request. http://morehouse.peopleadmin.com/hr/actions/3815 Select (move to Provost)

POSTING INSTRUCTIONS:

* It is] REQUIRED for you to Login to the_People Admin to request your position to be posted external or
internal.

Click on the 3 blue dots on the top left side of the page
Click on the Applicant Tracking System *Blue Platform*

Click on Postings

STEP BY STEP USER MANUAL
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Request to Post a Position

AFTER receiving an email notification that a position has been approved, users should login to PeopleAdmin and
complete a request to post the position.

1. Login to MyPortal - https://myportal.morehouse.edu/

2. Select the PeopleAdmin icon

0
PEOPLEADMIN

PeopleAdmin

3. Click For Morehouse Employees to login.

Morehouse College

For Morehouse Employees - Please click here to
login

4. On the PeopleAdmin homepage on the left top screen. Click the ellipsis(...) next to the Applicant
Tracking system header. Select Applicant Tracking System.

Applicant Tracking System

O Applicant Tracking System

O Position Management

4@ Employee Records

O STEP BY STEP USER MANUAL
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16. Job Request Summary: This screen shows all information created '
for the position. Each completed category will have a green check © Position Justification  Edit
mark. Each category has an edit button that allows users to make
corrections, if necessary. If the category contains missing information, @ position Description Details  Edit
it will appear orange. Users must click Edit to complete the missing

information before proceeding to the next screen. © Budget Information  Edit

@ Supervisory Position  Edit
@ Position Documents  Edit

@ Approvals  Edit

17. To move the Position Description/Job Requisition along in the workflow,
click the Take Action and select Job Description Approver). Once the ilack isoymsiolith
requisition and Job description has been approved by all approvers (VP, Comments (optional)
Provost, Budget and Planning/Grants, CFO and final review Human Re
sources. A confirmation email will be sent from hrldmorehouse.edu to
inform the hiring manager that the requistion has been approved.

Hiring managers will receive an email notification indicating that their
requisition has been approved. This email will include next steps and
instructions, which the hiring manager must follow to request the
postion to be posted.

Submit Cancel

Keep working on this Job
18. Once the job requisition has been approved by all required approvers, Request

you will receive an email notification with instructions on how to
request your position to be posted internally or externally. It is crucial
to follow these instructions promptly to ensure the timely posting of the Seleck bnove te jol Dasarhitien

position. Approver)

Select (move to Divisional Dean)

Cancel (move to Canceled)

Your Job Requisition has been approved.

The following position request is at the status of: Position Approved
Position Title: Tight Ends Coach

Position Request Number: S1544PR

Department: Athletics-General

Please login to review/approve this request. http://morehouse.peopleadmin.com/hr/actions/3815

STEP BY STEP USER MANUAL
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Request to Post a Position Internally or Externally

AFTER receiving an email notification that a position has been approved, users should login to PeopleAdmin and
complete a request to post the position.

1. Login to MyPortal - https://myportal.morehouse.edu/

2. Select the PeopleAdmin icon

0
PEOPLEADMIN

PeopleAdmin

3. Click For Morehouse Employees to login.

Morehouse College

For Morehouse Employees - Please click here to
login

4. On the PeopleAdmin homepage on the left top screen. Click the ellipsis(...) next to the Applicant
Tracking system header. Select Applicant Tracking System. Confirm you are in the correct User Group
(Hiring Manager)

User Group

Applicant Tracking System
Hiring Manager v

O Applicant Tracking System
| Hiring Manager I
o Human Resources
0 Position Management Payroll

Search Committee Member

Work-Study Supervisor
@ Employee Records

O STEP BY STEP USER MANUAL
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5. To create a new posting click Postings from the top menu.

PEOPLEADMIN

Home Postings ~ Applicants ~ Hiring Proposals ~ Onboarding Events ~

6. Click on the Posting drop-down menu and select the appropriate
position type. (Examples in this guide are based on the Non-Faculty
option.)

@ MOREHOUSE

Postings ~ Applicants ¥

Hiring Proposals ~

Non-Faculty

Faculty
Student Work-Study
Inbox Student Work-Study Posting Templates petings . | :Users. || HWing PIOpOSES
SEARCH

7. On the Non-Faculty Postings page click Create New Posting.

Home

Postings ~ Applicants ~ Hiring Proposals - Shortcuts ~
Postings / Non-Faculty ¥¥
s + Cr=ate New Posting
Non-Faculty Postings
To add a new column to the search results, select the column from the drop down list
Saved Searches v

m Q More Search Options v

Posted Positions x

S CEEN VAN MIEN
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8. Users can create postings using a variety of options. Click Create from Job Description and Job
Requisition tab. Select the position you would like to post.

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 Posting

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

< ™ Create from Job Descrigtion And Job Requisition \>

Copies in most of the inforn| from a job description and job requisition. _4

— |<ﬁ — STEP BY STEP USER MANUAL




9. Click Create Posting from this Job Description and Job Requisition

Q Print Preview

a Print Preview (Employee View)

Create Posting from this Job Description and Jo
Requisition

* View Supervisor

* Modify and Request to Fill

10. Enter the Title, Division and Department. all fields with an orange asterisk are required fields. Click
on create new posting

Noew Posarg
pE—— )

11. Position Details: This is the first page of the posting. Complete the fields marked with an
asterisk (*)
e Number of Vacancies
e Advertise for position
e Click save and continue

Positions details will appear on the left of the screen.

Editing Posting
®@ Budget Information
®@ Supplemental Questions
@ Applicant Documents
® Guest User
@ Internal Posting Docum...
© Search Committee Members
@ Ranking Criteria
© Reference Letter

Summary

A )

BAS@ (B[ [S/4(BHIHMY
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12. Budget Information: This page is for review only. This information has been approved by Business and

Finance and cannot be edited. Click Save & Continue.

Home Postings ~ Applicants ~ Hiring Proposals ~

Postings / Non-Faculty / 060301 training Test 1 (Posted) / Edit: Budget Information

Editing Posting Budget Information

@ Position Details

© Budget Information

@ Supplemental Questions [ Check spelling

© Applicant Documents Budget Summary

© Guest User | TEST
@ Internal Posting Docum... z:f::mentmmum

@ Search Committee Members

© Ranking Criteria B I = &|T » <« i=

100-540-7116-60

@ Reference Letter Fund Org Account

Program
Summary
Salary [50,000
Percentage Funded |1 00

Restricted/Unrestricted | nrestricted v

[ Remove Entry?

Add Budget Summary Entry

Budget Detalils

Benefits Eligible? O
Job Type | Full-Time h
Position Type Please select v

13. Supplemental Questions: Supplemental /Posting Specific (screening) questions are individual
questions that can be used to qualify/disqualify candidates, or rank applicants based upon a score. If

there are no screening questions click Next.

Postings / Faculty / Professional Sa / test1111 (Deaft) / EGt Supplkmental Questions
. . Supplemental
Editing Posting Questions.
© Posting Detasts Inchuded Supplementsl Qusstions

Postion  Pequred  Cawgory Question Status

1 Uncatogorized How tid you hoar about this ampioyment opportunity? activo

9 STEP BY STEP USER MANUAL
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13. Supplemental Questions: Supplemental /Posting Specific (screening) questions are individual
questions that can be used to qualify/disqualify candidates, or rank applicants based upon a score.
there are no screening questions click Next.

Postings / Faculty / Professional Sta / 1ast1111 (Deaft) / EGt: Supplemental Qusstions
< . Supplemental
Edting Posting Questions
© Posting Detals Incuded Supplemental Cusstions

Poston Required  Category Quéstion

Uncatogortzed How i you hoar about this arpioyment opportunity?

Adding Screening Questions
Available Supplemental Questions
To add screening questions click el
Add a Question.
To search from a list of existing questions, 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. Select a
question from the list.

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 bubdnin dokediaduedustel
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 o s

will have their question at a “Pending” status awaiting HR's s e o e .
approval. N *

_—

Step 2: Please select answer type: select either Open Ended posy
or Predefined Answers - described in the following sections. Ctegny

Step 3: Enter answer choices or select answer format based
upon your selection in step 2.

Possible Answers

# Open Ended Answers

Predefined Answers

/\3‘ )

D ECRENNM VAN MIEN
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Adding Closed Ended Questions . 5 0 G004 VR B R ST
Closed Ended questions require a Expiace

. . Do you have expenence working in an office emwronment?
multiple-choice answer. For example:

Do you have experience working in an
office environment?
Possible Responses: Yes or No L

9 Prodefined Answers.

After selecting the “Closed Ended” radio Empy answers il b axcuced

Click and drag possible answers to reorder them.

button, enter the answer choices that i
candidates can choose from in the boxes S
labeled “Possible Responses”. In this

case, you would enter:

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

e No

Describe any work experience rekevant 1o this positon

Experience

Adding Open Ended Questions sion* fessis oawk sacomsa B b i bt

Open Ended questions do NOT require a
multiple-choice answer. For example:

Possible Answers.

 Open Ended Answers

Describe any work experience relevant Prias e
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 Posting/Requisition, and every applicant who applies to this Posting/Requisition will
be asked this question.

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.

Postings / Faculty / Professional Sta® / test1111 (Deaft) / Eot Supplemental Questions
Ediing Posting Supplemental Questions.

© Posting Detals Included Supplemental Cusstions

© Guest

© Appicant Documents % Riguared Canegoey Quéstion

© Posting Documents Uncategorized How did you hoar about this ampioyment opportunity?

Summary

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 next to the relevant question.

9
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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 it.

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.

Quosbon

How o5 you hear about this employment opportunity?

Posatie Assawes. Procelions Optons
Answor
Pubiic Job Posting

Internad Job Posting
Agency Roterral
Advortisement/Pubication
Porsonal Roterral

Weobsito

Other

When you have finished adding screening questions for this Requisition, click the Next button.

14. Applicant Documents Page/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.
e Resume will be required.
e Transcriptis required for faculty positions.
e Curriculum Vitae required, faculty transcript is required
e The other documents can be optional
e Personal ID items are for HR use only. (Please do not click)
e Once you select the required documents click on save and continue.

© Supplemental Questions 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 thes item.
Applicant Documents Order  Name Not Used Optional Required
© Guest User
@ nternal Posting Docum. Resume ®
© Search Committee Members
©FRanking Criteria ] coverterer ®
©Reference Letter
- . "
Sumemary B anscripes
[E]  veuerof Recommendation O
Copy of Official Drivers License ®
[:I Copy of Official State 1D O
7 Copy of Official Passport ®
Passport/Drivers License O
] social security Card O

)

2@ (=_ (S
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15. Guest User Page: Users are only able to view the applicants to the Posting(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 Postings(s) to which they are assigned. When the Posting 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 sao | [ <<rrer | [

Click on the Create Guest User Account button. The system will automatically generate a Guest Usermame. 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 Reciplent 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

To add a Guest User 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 will then 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.

Guest User Save << Prev m

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 Emall Address of Guest User Reciplents. 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
qu200

Password
941931 Update Password
Email Addresses of Guest User Recipients

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

)
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16. Internal Posting Document: Users have the option to attach documents you would like the applicant to
view before completing their application such as your departmental organization chart, Strategic Plan,
etc.

e |f you opt to add documents,
e Click on action icon then upload new to attach
e Save and continue
If you select to bypass adding documents click on Save and Continue

Home Postings ~ Applicants Hiring Proposals v Shortcuts v

Postings / Non-Faculty / Applications Developer (Draft) / Edit: Internal Posting Documents

Editing Posting i
et osig osmans
Position Details
@B nformation

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

© Applicant Documents
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

© Guest User doc, .docx, .pdf, .rtf, rtx, .txt, .uff, tf, jpeg, Jpe, Jpg. png. xIs and xisx. All documents uploaded will be converted to .pdf for security.
Internal Posting Docum... PDF conversion must be completed for the document to be valid when applicable.
© Search Committee Members Document Type Name Status (Actions)

©Ranking Criteria

Marketing Plan 5
© Reference Letter e
Summary
Print Ad Text %
Work Study Business Profile ’»
Actions v

Work Study Off Campus Agreement

17. Search Committee: This section is a special user group that can be assigned to users that you already
have in your system for the sole purpose of being able to a see a posting they have been assigned to and
review the applicants that have applied to that posting. Search committee members can then log in with
their normal user login and view only the postings they have been assigned.

Once you have users assisgned then you can click on Add Existing User and a list of Search Members
will appear. If you wish to make them the Committee Chair, check the Make Member The Committee

Chair box.

Home Postings > Applicants ¥ Hiring Proposals v Shortcuts ~

Postings / Non-Faculty / Applications Developer (Draft) / Edit: Search Committee Members

Editing Posting .
Search Committee Members pm Save & Continue
Positon Detalls
© Information
© Supplemental Questions Assigning Search Committee Members.
© Applicant Documents Using the top section labeled "Search" allows you to find existing users in the system that have been previously approved as Search Committee Members or Chairs. If a user
1 does not have the Search Committee Member or Chair user group In their account, you will need to find or create their account in the "New Search Committee Member"
© Guest User

New Search Committee Member

@ Internal Posting Docum. ;
= Using the "New Search Committee Member™ section allows you to find an existing user In the system to add as a search committee of request a new account altogether

Existing Account

© Ranking Criterta If you enter either the username or email of a user, the system will return their account In the search results and allow you to request them to be added as a Search
Committee Member by clicking the "Add Member" button. This s only a request; Human Resources will need to approve this user as a potential search committee member
user In the system before they can begin logging In as the user group

© Reference Letter

Sumit

New Account

If you search for an existing account under the "New Search Committee Member” using the username or email address and do not find the user you are seeking, you may
complete the form In this section to request an account be created for them. Once you press the submit button, the requested user account will be pending review by
Human Resources for approval. Users will receive an email once their account IS approved.

Search Committee Members

tree Members have been assigned to this Posting yet.

tiser—  Create New User Account

STEP BY STEP USER MANUAL

~-ADMIN




18. Ranking Criteria: Users have the option to rank the applicants.
If you are adding a new ranking criteria question click on
e Add a Criterion.
e Select the questions or click on a “Add a new one”
e Then click on submit and save and continue.

If you select to not use the ranking, by pass by clicking Save and Continue

Asutable Dvaluative Critera

Comogey [y

Add Camegory  Dwncrigtion

Canl ot D v s wiank! A & e e

bt Cot

19. Reference Letter: Users have the option to request references from the applicants. It is required to
have a minimum of 2 or more reference.
* You have the option of adding a reference deadline date.
e Click save and continue.

Pekmes ot o

% Check spelling
References

Minimum Requests

Maximum Requests

Recommendation MMDONYYY )
Deadline

Summary

Provider Special
Instructions

Confirmation Message
To Pravider
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20. Summary: When users reach the end of your Posting ,the system will then bring you to a summary
page where you can review the posting and then move to the next level approver.
e The Position Details tab should have a green check mark beside it. If you need to make corrections
click on edit tab.
e |f you are missing required fields the position tab will be orange.
e You will need to click on edit and complete the missing information.

Please review the detalls of the Posting below. Page titles prefaced with an X and highlighted in RED have errors or missing data. Page titles prefaced with a checkmark and highlighted in GREEN have
validated successfully. Once all pages have validated successfully, you may take action on the Posting using the actions listed in the Workflow actions for this posting pane.

@ Position Details Edit

21. Once all required information is competed. Click on Take Action On Posting.
e Move to the next level approver.
e At the top of the screen you will see a message in blue with Posting was successfully transitioned

HR.
Take Action On Posting v

* See how Posting looks to Applicant
g Print Preview (Applicant View)

Q Print Preview
[ Add to Watch List

Once the Hiring Manager sends the posting to Human Resources, the Office of Human Resources will review and
finalize it. The posting will then be posted either internally or externally. The Hiring Manager will receive an
email notification with next steps and instructions on viewing applicants’ resumes and moving the applicants
through the workflow to make a final hire.

NOTIFICATION

The position Title Verizon Innovative Learning: Mentor working in the department of Chemistry has/béei
approved to be posted on the Morehouse College Website,

Please read below for detail Instructions:

o After you login confirm you are in the correct User Group (the user group is on the right under
User Groups. (Hiring Manager, General or Chair)

o Navigate to the Posting at 10079

o Click on the Applicants Tab

o Click on the applicant’s name to view the resume and application

Moving th licant through the Workil

o It is REQUIRED for the hiring manager to move the applicant through the workflow.

o Select Take Action on Job Application

o Itérview pending (This is when the Hiring Manager is in the process of interviewing
applicants)

(This is selected once the Hiring Manager has interviewed the applicant)
must submit Interview documentation to Human Resources for each

applicant interviewed.
o Once the Hiring Manager has selected a final applicant Click on Take Actions and select
+*RECOMMEND FOR HIRE/VERBAL OFFER**

The Office of Human Rq¢ T i fers mpl f the Pre
m: ffers to faculty emple

o Verbal offers to staff employees are based on the approved requisition and a representative from the
Office of Academic Affairs will make offers to faculty cmployces.

o The Office of Human Resources will request background checks for faculty and Staff final
applicants.

o The official offer leters will be sent to applicants from the Office of Human Resources for (staff
positions) or the Office of Academic Affairs for (faculty positions).

o The Office of Human Resources will send the onboarding forms once the applicant has signed the
official offer letter.

« Morehouse College hires new employees on the st and 15th of each month.

Thank you,
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Search For Postings As A Hiring Manager

AFTER receiving an email notification that a position has been approved, users should login to PeopleAdmin and

complete a request to post the position.

1. Login to MyPortal - https://myportal.morehouse.edu/

2. Select the PeopleAdmin icon

PEOPLEADMIN

PeopleAdmin

3. Click For Morehouse Employees to login.

Morehouse College

For Morehouse Employees - Please click here to

login

4. To search for postings in the system, you will go to the Posting tab on the top menu and select the
appropriate position type. The system will return your default posting search results.

You can customize your search results based on how you wish to view the posting data. There is a key
word search where you can type in a word and search for the posting. Our most common fields are

indexed to return in a keyword search.

Saved Searches v w Q More Search Options v

If you click on More Search Options you can use the Add Column feature which allows you to add additional fields

to your search results.

w M
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SEARCH TIPS

Text search is not case sensitive.

Searches normally return items that contain all your search terms. For example, if you enter facilities
manager, the search returns items that contain both these words.

To exclude search results, use the - character. For example, to search for postings that contain the word
“director” but not “athletic”, enter director !athletic or director -athletic, placing a space before the ! or -
character.

To search for a phrase that contains a dash or a space, enclose the entire phrase in quotation marks:
“director - athletic”.
You can’t do a search that only specifies what not to return, such as !coordinator.

You can’t do a search for a word or phrase that was selected from a drop-down list, such as the name of
a state, but you can use filtering to find the information. The procedure below for viewing applicants who
reside in a specific state gives an example of how to do this.

To Search for Items on a Page
The text search box allows you to search for specific words or names:

Select More search options to expand the search tools area.

Use the searching and filtering tools to narrow down the results that the system presents:
* You can add columns if the information you need is not included on the page.

e Use advanced filters (if any are available] to narrow down the results.

Use the column controls to organize and sort the search results:
Move a column to the left or to the right using its left and right controls.
Delete a column using its delete control if you do not want to display it. If you need to add it back later, use the
add columns control to do so.
Order the search results by sorting a column in ascending or descending order using its up and down controls.

“All Postings” () ¢ Delete this search? Selected records ) » Clear selection?

Odav x
Position Title Posting Number Department Workflow State Last Status Update

Senior Budget Analyst ASOO1F General Accounting 0 Manager June 03, 2014 at 0328 PM
Office Manager ASD02P Operations EEOQ Officer June 03, 2014 at 0355 PM
udito 03P General Accounting 0 Human Resources june 03, 2014 at 04:15PM

Bus. and Tech. App. Specialist AS004P Operations Closed September 02, 2014 at 12:00 AM

/\3‘ )
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To search for a Specific Applicant
Applicant is a customizable term. Common synonyms: candidate or job seeker.
1. In the Hire module, select Applicant Search from the Applicants Area

Home Postings ~ Applicants ¥

You can enter the applicants last name in the Search area and click Search

Saved Searches v

Select More search options to expand the search tools area.

Use the searching and filtering tools to narrow down the results that the system presents:
You can add columns if the information you need is not included on the page.
When you search for applicants by name, your search results include all applicants who included the
name anywhere in their applications.
Sorting the results by applicant name can help you find the person you are searching for.
From the Add column menu, select (Applicant Detail Parent) Lookup State. This adds a column to
the table of applicants, showing the state listed in each person’s address.
Use the ascending or descending order sorting control associated with the new Lookup State column
to group applicants by state.

To Export Search Results

From the Actions menu, select Export Results. The search results are saved in .xls format. Depending
on your browser, the file may automatically download to your computer’s download folder, or you may be
prompted to choose whether you want to open or save the file.

To save a search

When you save a search, you have the option to set it as your default search. This is your only opportunity to set
it as the default search.

People with administrative access can share saved searches by tagging them as

Personal - Group or Global searches. Non-administrative(HR) users can only save personal searches.:

1. After you have used the search and filtering controls to present the search results the way you want to
see them, select Save this search. The Saved Search area expands.

2. Give the search a name that will help you remember its purpose.
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1. Select one of the following:

e Personal Saved Search - Only you will have access to this search.

e Group Saved Search - The search will be available to all users within the groups that you specify. Select at
least one group from the list that appears when you select the Group Saved Search option. To select more than
one group, hold down the Ctrl key while you select the groups.

e Global Saved Search - The search will be available to all users within your organization.

) Personal Saved Search '/ Group Saved Search © Global Saved Search

[J Make it the default search?

) overwrite saved Search:’ Select saved search

Save this Search

4. If this search presents the information you will normally want to see when you navigate to this page, you may want to
select Make this the default search.

5. Select Save this search. The search tab refreshes to present the name you have given the search. This tab remains
available for the rest of your session. The next time you log in, the search is available from the list of saved searches
in that area.

You can delete your personal saved searches when they are no longer useful to you.

To Run a Saved Search
1. Access the list of items you need to search.
2. From the Saved Searches menu, select the search you want to run. A new tab presents the search results.

To Delete a Saved Search

1. Access the list of items you need to search.

2. From the Saved Search menu, select the search you want to run. A new tab presents the search results.

3. Select the Delete this search (X) control placed just after the name of the search and the number of search results
returned. A message asks you to confirm that you wish to delete the saved search.

29
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Reviewing Applicants

1. Select from the Posting menu.

2. Locate the posting that you wish to review applicants and open it to the Applicants tab.

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

Posting: English Adjunct Instructor (Main) Edit
Current Status: Posted

Posmon Type Main Created by Sample User
Depariment Liberal Arts & University Owrer. Human Resources
Transfer
Summary History Settings Applicants EfQibilty List Repornts Hinng Proposals
Open Saved Search v Search: Search More search options

To see who has applied to a posting
e Open the Applicants tab to open the list of applicants.

To view an application
e Click on the Applicants Last Name or hover the Action button and click View Application

To view one applicant’s application materials together

1. If the list of applicants does not include the 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.

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

on the posting.

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 the following:
e 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.
e See the selected applicants” materials separately: From the Actions menu, select Create Document PDF per Applicant.

The system creates a PDF containing all the documents that you request.

)
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Changing the Applicant Status

While reviewing an application, you can 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)
WORKFLOVY ACTIONS

Current Status: Under Review by HR
Application form: Apphcation

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

123 West Rd

Paris ,CT

Usemame: TomThumb
Email #2@aol.com
Phone (Pnmary)

Phone (Secondary)
Position Type: Main

Department Liberal Arts & University
Transfer

Summary

& Personal Information Edit

Contact Information

The Hiring Manager will select the applicant to interview and move to Interview Pending status under Take
Action. If an applicant is not selected to interview, the hiring manager should select Not Interviewed, Not

Selected Email Now, and an email will be sent to the applicant.

The Hiring Manager will select the final applicant and move to Interviewed Statuses under Take Action. If an
applicant is not selected as final candidate, the hiring manager should select Interviewed, Not Selected Email

at Filled, and an email will be sent to the interviewee.

Once applicant is chosen for position, the hiring Manager will select Recommended for Hire/Verbal Offer under

Take Action.
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For Human Resources Use Only

When an applicant has gone through the evaluation process and becomes the finanlist/selected candidate, a link
to begin the hiring proposal will appear. The specified user will be able to begin the hiring proposal.

1. Select the Start Hiring Proposal link.

| Applicant Review / Thomas Thumbson Finalist

Thumbson (Vain)

Created by: Thomas Thumbson & Edit
Owner Dean/Department Head

2. Click Start Hiring Proposal.

Start ATS Hiring Proposal

To approve a hiring proposal or move it in the workflow

1.
2.
3.

4.
5.

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

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.
3.
4.

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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Next Steps for the Human Resources Team

Human Resources will request background check and reference to be complete

Once References and Background has been received-Human Resources will start the Hiring ProposalHuman
Resources will send the official offer letter.

After letter has been signed, HR will send onboarding forms using the Employee Records Module.

When applicant completes the onboarding forms, the documents will go directly to
Information Technology Services (ITS), Parking, Payroll, Benefits. Each of these areas will be required to process

the applicant’s forms.
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