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Introduction

Welcome to the Radford University Online Position Management and Employment Application System.
The Human Resources department has implemented this system in order to automate many of the paper-
driven aspects of the position description and employment application process.

You will use this system to:
*  Modify actions through approved channels.
¢+ Request to advertise
*  View applicants to your postings.
+ Communicate with Human Resources of your decisions regarding the status of each applicant.

The system is designed to benefit you by facilitating:
+  Faster processing of employment information.
¢+ Up-to-date access to information regarding all of your postings.
+ More detailed screening of applicants’ qualifications - before they reach the interview stage.

The HR department has provided these training materials to assist with your understanding and use of
this system.

Your Web Browser

This system is designed to run in a web browser over the internet. The system supports browser versions of
Google Chrome and Mozilla Firefox. Please notify your departmental IT professional or system
administrator of any significant issues that arise.

The site also requires you to have Adobe Acrobat Reader or other .pdf software installed. Acrobat Reader is
a free download available at http://www.adobe.com.

In SelectSuite, you can now use the back, forward and refresh buttons in your browser. You can also have
multiple sessions of PeopleAdmin running at the same time. These features were not available in 5.8.

Security of Applicant Data

To ensure the security of the data provided by the 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 logout of the system by clicking on the logout link located in the upper
right-hand side of your screen.

Resources
¢+ PeopleAdmin training materials can be found on the HR Website.

* You may also contact your assigned HR Contact. If you do not know your assigned HR Contact,
please contact HR at hr@radford.edu.



http://www.adobe.com/
http://www.radford.edu/content/human-resources/home.html
http://www.radford.edu/content/human-resources/home/about/staff.html
mailto:hr@radford.edu
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Getting Started

Login
Access to PeopleAdmin is available through single sign on. Access by going to your OneCampus Portal.

OneCampus

© O RADFORD UNIVERSITY

categories v  Search. Click. Done. Q, Search

= A & Ethan

After you log in, locate the SelectSuite PeopleAdmin icon.

Click on the icon to open. _
Selectsuite
For quick access in the future, select the PeopleAdmin
heart button to mark as a favorite on your

OneCampus portal.

0OV

Getting Access
If you need access, please fill out the administrative access form. You will receive an email when your
account has been established.

Here is a list of roles that are in the system:
e Originator
e Operational Management
e Administrative Management
e Senior Management

e President

e Sponsored Programs
e Budget

e HR

Definition of User Groups

» Originator - Supervisor or Manager


http://www.radford.edu/content/dam/departments/administrative/doit/documents/Administrative-System-Access-Request.pdf

* Operational Management - Chair or Director (includes Assoc. /Assistant) or any direct report to
Administrative Management.
* Administrative Management - AVP, Dean, or any direct report to Senior Management.
» Senior Management - VP, Provost, or any direct report to the President.
Note: - Administrative and Executive Assistants can initiate and/or approve actions using the User Group of
his/her supervisor if acting on their behalf

Navigation

This is the page you will see when you log in. It presents a dashboard that provides access to:

¢+ Items that need your attention - summary views of your inbox and watch list are available on the
home page.
¢+ Useful links and shortcuts

You will also see a navigation bar at the top that has tabs to provide access to the main a

Applicant Tracking System

Welcome, Ethan Jones My Profile Help ' logout ’

RADFORD UNIVERSITY

Employee v

Welcome to PeopleAdmin SelectSuite Home Page!!

To make a module selection click on the three dots on the left side of the screen.

Applicant Tracking System is to locate postings (applicants) and hiring proposals.

Position Management is to locate/modify position descriptions.

Performance Managemel ss performance reviews and tasks.

Employee Records modul r onboarding new hires effective May 28, 2019 and forward. In this module, new hires will be able to complete most of the forms online. Please DO NOT click on
this module if you wi d prior to 5/28/19

For assistance, please refer to the training materials and videos located on HR website.
Reminder: HR creates all postings with the exception of adjuncts.

fyou have any questions, please send an email to hr@radford.edu

Thank you

HR Administrator

16 Filled Postings
Last 30 days

SEARCH .
%

There are no results to be displayed.

Inbox Postings = Users 4 Hiring Proposals | Position Requests | Onboarding Tasks

BN AP W Classified Staff Faculty
Adiunct EEEEE 1500 Hour Wace

Alerts - On top of the page are posted by Human Resources contain reminders and information.

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

Watch List - You will notice that when you see postings in the site you will have the ability to watch an item
by selecting “Watch” under the Actions feature for a position description or a posting.
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Modules

The HR Suite is organized into modules.

Applicant Tracking - postings, applicants and hiring proposals

Applicant Tracking System Welcome, Ethan Jones My Profile Help logout

User Group
RADFORD UNIVERSITY
Employee v

Shortcuts ~

Inlemmnn fa Rannln b dmin CalacrCoira Wama Bamall

Position Management - position descriptions and roles

Position Management Welcome, Ethan Jones My Profile Help logout

User Group:
RADFORD UNIVERSITY

Employee v

Position Descriptions ~ Shortcuts ~

When switching between modules, use the three dots located on the left side
of the top banner.

Your system privileges determine the modules you can access and the tabs
available to you in each module.

How Pages Are Organized

You will see tabs displayed at the top of the screen for each module. For example in the Applicant Tracking
module, you will see Postings and Hiring Proposals. On the tabs where you access these kinds of information,
you must select the appropriate position type from the tab menu.

On pages that presents lists of similar items, typically these things are true:

* A check box is associated with each item to allow you to select more than one at a time for
bulk operations.

* An Actions option displayed on the right hand side will show a menu of bulk operations and
general actions.

*  The name of each item in the list is a link that opens the summary view.



+ The Action control on each item’s summary page presents a menu of actions you can take on the
item.

Search Option

After selecting a menu option, you will see a list in which you can perform a keyword search or you can
create saved searches that you will most commonly use.

Saved Searches w Q, Hide Search Opfions v

Search Tips

6

When using the search feature PeopleAdmin will search all text fields that you have access to. For example if
you search for John Smith in Applicant Tracking it will return results found in applicants, former supervisor,
reference or other job contact. Here are some helpful tips:

Text search is not case sensitive.

Enter whole words or use the * character as a “wild card”. For example, if you are looking for Janice
MacCullough’s profile but you are not sure how to spell her name, you might enter Jan.* (which will return
all names that start with the letters Jan) or *ccull* (which will return all names that contain that string of

letters). You must supply at least three letters in a row for any search that uses the wildcard character.

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 ! or - character. For example, to search for postings that contain the word

“director” but not “coordinator”, enter director !coordinator or director -coordinator.

To search for one or more out of a set of search terms, use the | (vertical bar) character. For example, to search
for postings that contain either of the words director or coordinator, enter director | coordinator.

You cannot do a search that only specifies what not to return, such as !coordinator.

You cannot 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.

Adding additional columns to your search view is optional if you want to filter by a particular field in
PeopleAdmin.



For example, maybe you want to see the number of active applications. Click on the More Search Options
link, which will expand and show the Add Column drop down list. Now select Active Applications from the

list.

Classified Staff Postings

To add a new column to the search results, select the column from the drop down list.

Saved Searches v Q Hide Search Options Vv

Add Column: | Add Column v
Workflow State: RalelsReZel[Fyyly] =

Academic or Calendar Year

Department:
All Submitted Applications

Alternate work schedule

Applicant Reviewer Access

Postings x Application Review Date
Closing Date

College/Unit
"Postings" € Delete this search? Gollege/Unit
1 Contact Name for Applicant
Contact Phone for Applicant
Created Date iecEeS]

(] Working Title Created From

Department

The column is now added.

=.-.r-r-ﬂ . i o ] -'-—f‘-'!'—-"-r-,rn e i S
Posfing Aol Wor e e
Working Tite By Dot Appicating  Slete
- [ L Mpmc— A Erowswwreics Dy ol (13000 0o Caeht
Bzl {_ypwme e il Fosver Fiard SCOHER [+ ] Lt
{dAav X When you take your cursor and hover over a column name, you will see options that

Department will allow you to sort or rearrange columns.

AV Sort ascending or descending order. | ¢ 3| Move the column over to the right or left.

¥ | Remove the column.




Making a change to your search options will give the ability to save that search. To save click on Save this

Search?

Ad hoo Search ~ 150 ol

Selecied seoeds D Clinir makiition
Prssting Mative
‘Warking Tiia T [Hanarirmei Applicationn Gtate

Wardlow

Craatad Data Chse Data

Ad hoc Search x Position Descriptions

Ad hoc Search @ Save this search?

[ Make it the defauit search?

MName |

Save this Search

Type a Name for this search and if you
want to make this search your default
click on Make it the default search?
then click on Save this Search button.

The customized search has now been saved. You can create multiple saved searches and to access them just

click on the search name to view that particular search.

Mo

Wicriang Tme T T Ty

ApOhCaUGE  CAoks Date

&

AT A Fisvirvesr A7

Aggiitatio
Pt yara [t

Open Saved Searches

Human Resources has created some default saved searches to make finding some information easier. Click

on Open Saved Search beside the search field to choose a particular search option. If you create your own

saved search, it will also show up in the list.

Under Postings, the following saved searches have been created:



Saved Searches

VISIBILITY) - SAVED SEARCH NAME

(Gldbal) - chsa data

{Glahal) - Postings

{Parsonal) - app review dats

{Parsonal) - App raview

(Glabaly - Workflow State of Posted
(Globaly - Postings w/Posted Closoe Date

(Global) - Postings w/Posted Date

Under Applicants, the following saved searches have been created:

¢+ Applicants

A i = Y #way ¥ 2 ' it F PEp— -

T it @ oy oty s W i i D 1 Wi coiarren B M g o 162

Export Option

The option to export search results into an excel spreadsheet is now available. Click on the Actions button
and select Export results. Please note that there a limit of 1000 lines that can be exported.

Rérview SCresreng

&N

efintemal Appliceiion Dets

el Arrmsers

June 15 207 & 0 Thoraminad SONgrng -
tar Hire June 21, 2017 at 1 R .

Juns F1, 2077 ot INH



Action Features

When viewing the list there is an Actions option for each row in the last column. If you take your cursor and
hover over the Actions option for a particular posting or position description, you will see what options are

available.
"l Applicarits” f)) Sedscted records () Clmar selection
Agpolicant Last Applicent First
Hams Harme Diocurmstts
At Minhy
Jacguebns

Poaiing Number

GO

COo00ap

Worklow Szats (Iriisonal

Hirad

RAecommend for Hire

Application Dats
Juna 15, 217 al 05334 P

dune 21, 27 al I=41 PM

Juna 21, 07 @t 09:52 P

Use the following button to perform a new action.
top right hand side of the screen for each module.

Actions v

The buttons are located on the

When taking a new action on an item you can use the left-hand menu to navigate through each section or use

the Next button to proceed to the next section.

Please Note: if you use the left-hand navigation, you will need to click on the Save button in each section
and check the blue bar at the top to make sure that the section was successfully updated before proceeding

to another section.

Exiiiting Posdthoan Deasecrigrtho -
g Fo ra i Emnploymend Conditions

& st >
& Porelelans Dhat il
& Panciieig: idiarm . L e
© Majrr Resoinonitsiti
B Achvar i T "
& Errd
b 3 Erusorytranil Comiftions
0 T
R
i

AR T A R P

' rit bakorw SUPFOAT O
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Position Descriptions

The position description is used to describe the key responsibilities of the position. They are used to:

¢+ Classify the position

+ Establish the correct pay band and pay range

+ Create the job advertisement

+ ldentify the screening criteria for selecting the best candidates to interview
¢+ Create the most appropriate interview questions

¢+ Develop the performance plan for the new hire

Without a good job description, it is highly unlikely the best candidate will be hired for the job.

Please Note: Positions will be added to PeopleAdmin once they are approved in Banner.

Begin a Personnel Action, Modify a Position or Request to Advertise.

You can begin several types of personnel actions or modifications to current employees or position descriptions
using PeopleAdmin.
Types of Modifications
e Budget Change
e Pay Change
¢ Review for change in duties
e Supervisor change
e Request to advertise

All updates are routed through the entire online approval process.

Position Modification
1. Log into MyRU Portal

2. Select the appropriate role, if needed.

P5. | Originator r  logo

3. Select Position Management module in the top right hand corner. —— GEMENT

APPLICANT TRACKING

12



4. Select an option (AP, Classified Staff, 1500 hr. Wage) under the Position Descriptions tab.

Position Management Welcome, Ethan Jones My Profile Help | logout
User Group:
RADFORD UNIVERSITY
Human Resources v

Position Descriptions ~ Classifications ~

AP
Welcome 0 Pe0  Ap pogirion Requests I
To make a modu i ide of the screen.
Applicant Trackir  C1assified Staff hiring proposals.
Pasition Manage  Classified Staff Position Requests
Performance Ma Faculty
Employee Recon
this module ifyg ~ Faculty Position Requests

1500 Hour Wage
For assistance, p ) | located on HR website.
Reminder: HRerr 1200 Hour Wage Position Requests
If you have any questions, please send an email to hr@radford.edu
Thank you

1d tasks.
fective May 28, 2018 and forward. In this module, new hires will be able to complete most of the forms online. Please DO NOT click on

Click on the working title that you want to perform an update on.

Poattian Efmiplivyon Ermiployas

HNumbar Working Tithe Dopartment Firnt Name  Last Name

COo0a! Ageriminkralive Aun .!\.;1:;:.|I|I|I-I|.”I furman Devalapman Joyos M= DGR
NN Eisding Autarmaban Teohnlcan Parlorg Manageiman INLITT Wallmis ATlenn w
copnar St Admirstiaton - Compubal Seitamia g livee IT-fiyatesrm Daryicas, MOy Hiiry it Aationm w
CO000n Famcaitive Asnomimi indorruaton Teoknology, WE Sl Flakziile Azbeann w
SO0 8 Fluiran Elehisir: o Ceenmgising Visan Henosices Carmsila Liprti Azt w
SO0 hdssripaEapihics Spacnalal Libirary Chirak Wayra Ao bern w

000 4 Padlicn Cifacar Pobos Dopatrneni Rl Jalwnsan b n

5. Select Modify Position Description.

-
Tk Atic O Pusilicn Descifpiion « w

.BI Tini Provwwsrsy EEmpdoyee Wi
YR c——
W ey Rusruian

Position Description: Human Resources Generalist (Classified Staff)

Curtenl Snkus: Sciive

Preinflian Typw: Clumnfisd Siaf Cipinbesc biy: Biynbait Apeind
Dispaititami ) Hrrmn Resturtes
(A00A)
Busraraary st Hasdury Pt Assscasiaties] ClassBalim

S Classiication  Egii

e revvwrm (e cetnin of e Tiie below, Page e preiaosd sdib on & ool Digihbgphesd &) 55 [ bose srpoes or rmmmang deia egee e grefnomi wh o
efeckrmr sl haghiighied m CEEEN haee anboisfed soccoeshilly,  Cnce all pnges haae ysfifdaled soccesablly, s me
Huded i The WorkBiow pdtions for Bve posting pess

i artine oe The Tils ueing (he poctions

Llvmai hostars T imebon
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6. Click on the Start button.

Position Descriptions / Classifsed Staff / Modily Position Description

Start Modify Position Description Position Request on Human Resources Generalist?

Onoé L his been started, hin position requesl will lock e positien description from other updates until the pogition request has compheled.

Stan

7. Complete the fields in the Position Details section and click on the Save button. If a field says, “This
field is required.” or has an asterisk beside it the item is required. You can click on Check Spelling to
spell check any words.

Punfis Fisgueiis Moty Posilicn Dessaigpinn Poslice Oftices | / Lol

Editing Poaition Racuest

Position Justification m m

F itk I - Checa phaling
B Nimdmg |
Pllamgnt Hir
sy Jik | |
[ il il
- -
B Ermpikispm Thrpms ol MAcali Picamlionn (i
(1 (RN [V
B Faipsirvinory Posliio s
& Poaiissn Do o
B I Lise Oy
F L} el aET W
Runsan e Posiion
Wil (Pl
prjiiai M Fees (o
i et el

14



8. Click on a section name that you want to make a correction for. You can -
also click on the Next button to navigate through each section. vty vt
Editing Pasition Aequest
o
© Adw
& Empl
o
.
& Hi

9. After you make a change in a section click on the Save button and
continue to the next section until all changes have been completed.

10. Click on the section labeled Position Requests Summary.

11. Review the summary to make sure that the information on the modify position description update is
correct and all required fields have been completed. You will be able to see what information was

changed.
If you see this icon beside a section name this means that all
Surnml Histary Settings required information in that section has been completed.
@ Role Edi
SR st e R If you see this icon beside a section name this means that not all
required information has been completed.
© Position Justification Edit
Position Justification

To go back to the section to complete the required fields or to make a change click on the Edit link beside the
section name. You will then see a red bar at the top of your screen to let you know what fields are missing
information.

- . - - o
Damens far :_.:.. — H.._..,-_.:.. an (Plasea ayplain tha naad 5o ramest modSestianl?
PSSV A TRlGT ] INGHRLGLGT DTRG0t RALTHD T BEG 1SE I Ea o 1S HRGLIN

L1 ¥:]
i
q
14
=
&

Make the corrections then click on the Save button. Check to make sure that the section has been saved
successfully then click on the Position Requests Summary link on the left-hand side navigation bar.

15
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12. When the position description is ready for routing click on the Take Action on Position Requests
button and route it to the proper group.

=

Maodify Position Description: Police Officer | (Classified Staff)

Curwry Sahun: D™

Pomtiass Tygns Chimifen Sxall sdbisl Oy Pty Clin
Uy et Ppnllaeg g el Favees ey T
GO
TR
© Position Justfcaton g
Toma of Lo d e o P st . ——— s R s = 1 -
— [ suppont R ke

13. Enter comments if needed. Comments should be relates to the modifications as they become part of the
history. You will notice that the item is check marked to add the position description to your watch list.
You may deselect this if you do not want the item in your watch list. Click on the Submit button.

16



Move directly to ‘Administrative
Management’

Comments tup:-u_nr_ﬂl}

¥ Add this position request to your watch
tist?

Submit Cancwel

Please Note: A blue bar will appear at the top of the screen to let you know that the item was successfully
transitioned.

n Posfion Hoquesizs was seccrsstulfy tranciboned, and i was added to your watch list

An email will be sent to the proper group to let them know that an action will need to be taken.

17



Seating an Employee

When a person’s hiring proposal is completed in the PeopleAdmin system, it will automatically associate the

new employee with the position description.

Viewing History

If needed there is an option to view the history of a position description. This will contain information such as
who performed an action, when emails were sent and how many days the position description was in a

particular state.

Under the Position Management module, select an option (AP, Classified, 1500 hr. wage) under the Position

Descriptions tab.
Click on working title that you want to view.

Click on the History tab.

Frownition Desriplons annihimn] Tafl / (eround X WOy Fintory

Position Description: Grounds Supervisor (Classified Staff)

Current Btatus. At

Podion Type Classi®ied Siaf Craalad by Syslaem Aocount
Dapartmant FM Lendecaping
(20
Hemsisry: Haspustt
Uinar Adidad

Inor wein ted B Iahind lagc ket

Pomition Descnptean Lipdated

# Limai s e & Tarwrsd | 8o bmnl et

- Tekin At Dy Posiitinn Dhscrijilion » w

* D ©
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Postings
HR will be creating Job Postings.

Print/View a Job Posting
When viewing a posting you have the option to see how the posting looks to the applicant and print it.

Paatings / Clasaifed Stefl /| Polcs Officer (Closed) ¢ Summary

Posting: Police Officer (Classified Staff) Eci

Currert Status: Closad

Paosition Type: Classified Staft Creatad by: Carmalla Carfer

Department: Polics Departrrarnt {werr Human Resoumces

(20006}

5u‘|‘|1ﬂ.ﬂ|1' Hiskary Battngs Appiicinrts Heqors Hirmg Poposals Associgied Position Descrpgor

There are three options:
e See how Posting looks to Applicant
e Print Preview (Applicant View)
e Print Preview

Use the print option in your internet browser to print the posting.

Viewing Applications
Once the job posting opens and applicants start applying, you can view the applicants by going to your opened
job posting.

1. Log into PeopleAdmin

2. Select the appropriate role (ex. Originator), if needed. POSITION MANAGEMENT W

APPLICANT TRACKING

3. Select Applicant Tracking module in the top right hand corner.

4. Select an option (AP, Classified, Faculty, Adjunct, 1500 hr. wage) under the Postings tab.

Clazafied Staff

Facuity
Facuity Posting Templates
Adjunct
Adjunct Posting Templotes

1500 Hour Wage

20



5. Search and click on work title that you want to view.

o dixin’ m- P P ey o n o Shbection T m
Postng Active Ve
Wiring Title Pl Tk v [ 2 it o Agrilaafayr frasin Cliam Dol
I FD0EF Wbcrmsaticon Teckmalogy, W17 730K a Nagmitsimbend  Chpen Lisstl s w
suadiiie Wt CiOinak M L pndncajryg DO 1 Hagaddiurds Mid wpacies 4 L
Annipdand 19 Fhe Lisai CAEETE Higatten Tiehivioral Goss Cean ool 017100 1 ¥ ilimid Jum F
Afiasinil el e Bopel i CARDO e i v i, Tapiaased of (90 1LY (1] Vg i i e ) Hif mjws P o L
Tl T i 0o Pofios Dsspaarfierd [POC0N - Wi Am A
W Dty @ [ ceanal CAID0nne i, Teiteaot of 11755 0 i riain] wan 11 -
6, CI ick On the Poalings £ Claanted Stafl £ Polioe Officer (Closed) / Summary
Applicants
— s . s g
tab. | Posting: Police Officer (Classified Staff)
Current Status: Clossd
Paaition Type: Clasaifed Staff Created by Carmalla Cartor
Dopartman: Poloos Dmpnrtrhm1 Cragniar: Human Hesouman
(200:08)
Smimary Flimtory Applicant Flaspcaris FHErirg Progpomnal Aanociaied Posison Deasorpian

A Applicants

AR Applicants” a Seiacied mcomds o Clear salacton?

Applicant Las Applicant First
Nama Pl Documants Posting Numbar  Workfiow Stabe (intemal) Applcation Dute

Yan Raini= Conoa2p Review by Department Jume 15, 2017 =t 0138 P

Lol L& CH0ooepP Hingrd June 21, 2017 @ 0147 PW




8. When viewing an application you will see following options to be able to View Posting Applied To

and Preview Application.

Applicant Tracking System

Welcome, Ethan Jones My Profile  Help

RADFORD UNIVERSITY

Postings ~

Applicants >

Hiring Proposals >

User Group:

Human Resources

Onboarding Events ~ Shortcuts ~

Postings / ... / Human Resources Assistant (Filled) / Applicant Review / Ethan Jones Hired

D Job application: Ethan Jones (Classified Staff)

Current Status: Hired
Application form: Staff Application

Full name: Ethan Jones
Address:

£19 Conn Comnns

Created by: Ethan Jones
Owner: Human Resources

Take Action On Job Application v

* View Posting Applied To

* Preview Application

(& Edit Application
NG/ Completed Hiring Proposal

@ Reactivate

9. Scroll to the bottom of the screen to view Document Types. You can either view/download each
document type individually or the application and attached documents at the same time. You will need
a .pdf reader installed to be able to view, save and print.

Reguired Documents
B recjuired acuments aodciacd
Optional Documents

Desearmmet Typs

0 Covnt Latior
@ Reoumas

LT caf Fscorrrrsnchaliog

Pdzarmus

Coesr Lotter 08-07-17 123807 {11.6 K&}

Flgyurme ON-07 -1 12: 028885 . 7 HE)

Recommendation Documents

My recoshnaisersc sibicri sudimiBiec

PDF Documeants

Crocvivaart Tygaa At
Application ey

Crormbsirsss] Docusmsn| Wimwy | Fasgansratn

Carvdsrminn St

POF comphsis

P cormpleie
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Exporting Applicant Information

Using the export feature is a good way to extract applicant information such as name, address, phone number,
email address, etc. when needing to contact the applicants (such as sending out rejection letters) or help with
creating the screening matrix. When exporting the information the system will export all applicants and the
information on the search grid and place it in an Excel spreadsheet.

1. Find the posting and click on the Applicants tab.

Posting: Police Officer (Classified St

Churrent Salue: Closed

Pramitay Type: Clasulfisd Sian NG
L Huirrimr Flasoiros|

Disguwrisnenl; Polices Dapartmsnd

G

T e b vy olumm b Thes ssancly peasiile, salsct s oolumes fror |

2. Click on Open Saved Search beside the search field and select Applicants with Address.

Al

. = e

i Spwyiaime

3. If needed, click on More Search Options then select the Add Column drop down list and chose
additional fields that you want to add to the search grid. You will need to select one field at time. (ex.
Phone, Email Address). There may be more than one field with the same name so you might have to
add and/or remove columns to make sure that the correct column is added.

Tes mikd m ey colue Bo iBe saarch reaulie, sslacfl e GaoliEnm fromm he drop oldsen el
Elwnr] Slanenivan w m Q) HMivle Semmst Cipiiosnm
fdd Clobhurmn I Alel ol
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[ieah Apspilication?

Winirdow Biais

AppEcnnts wiin Addresa” £ st thi

Apphcant Last  Applicant Firel |~ ARliEaboh hamag
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4. Click other Actions button and select Export Results.

GEMERAL
e Export results
=3
BUILE
Liblisked E:E_j,;—l:;r_;,r— e ERCTROTES
324

Leglng TR TR X L2

5. The results on the search grid will be downloaded into an Excel spreadsheet from the browser.

Downloading Multiple Applications

To download applications and/or documents for more than one applicant you can perform a bulk action.

Option 1: Download Applications as PDF

1. Place a checkmark beside the applicants’ name.

Sincrn LA bkt QAT Tl hetw Docutern o i) Bl WAoo Sk umb e [igse

2. From the Actions option, select Download Applications as PDF

Apphcari Lasl Narw  Applicand Fini harw  Docisments Bty Mumter rore Giase frimrmal dpplcetion Date
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Option 2: Create Document PDF per Applicant

1. Under the More Search Options, add a column labeled “Combined Document”.

Select the documents to download and click on

A dialog box will appear while the system is
generating the file then the .pdf file either will appear in
the browser or will ask you to download it.

e [
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2. Place a checkmark beside the applicants’ name.

3. From the Actions option, select Download Applications as PDF

*at dpperwres” () Seecwd oo ) T ——cnor
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Reviewing Screening Questions

If supplemental questions were added to a posting, you can view and/or export the questions and answers to
help screen the applicants.

When viewing the applicants section under a posting click on the Actions button to see the following options:

Al Angdic v u [T RIS TR o Vivai el
L Aggileard Lol Blamm  Aggeboait Faul Mars  Doouassis Prnilivng T Anamursy Hlaln laeosd) Aigsyzbazaliun Dale
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Ld - 1] IR N & @40 e & 01 N
Ve
PeopleAdmin e Tasn, fans Fulis [T T LT Y — !

e Review Screening Question and Answers

This option allows you to review the questions and answers in a statistical format. You have the option to
search for a particular answer or export the answers into a spreadsheet.

Answer Statistics for 7 Applicants

Cuastion 1
Famcyuiimd] Do you hees & baohedor' s degeea')
Armwarnd ey 0 of 7 [lL0W)

Avidlalide Anevweri

Ve Ol by O ol 7 [0,0%)

Quastion 2

[Flascpuimel] Fliyw rranrvg ymses i sugenionos o oo Tervs i This Gy of posilisn?
Apvwsmensl vy 0 ol 7 [[10%)
Ayl alHe AnEwers
3o e Dy O o T (0,009
|3 Gty by B ol 7 (0,0%)

15 Clhstsiii by O o 7 (0.0

e Download Screening Question Answers

This option allows you to download the applicant’s names and supplemental questions/answers. When
selecting this option the system will download the information into an Excel spreadsheet and will prompt you
to save or open the file.

26



Updating Application Status

After each step of the screening, interviewing, and hiring process, you should update each applicant with a
status.

1. Log into PeopleAdmin through your RU Portal.

2. Select the appropriate role, if needed. POSITION MANAGEMENT v

APPLICANT TRACKING

3. Select Applicant Tracking module in the top right hand corner.

4. Select an option (AP, Classified Staff, Faculty, Adjunct, 1500 hr. wage) under the Postings tab.

PR p— Y - —ry
ety TR ::_-1.- Feselnm Temm (e [r—
5. Click on the Applicants tab.
|| Posting: Executive Assistant (Classified Staff)
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Under the Actions option, select View Application beside the person that you want to view.

Appicar L Appieant Fesr
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When viewing an application you will see following option to be able to Take Action on Job
Application.

Foiliregs oy Wirker (Republintied) ¢ Sppicard Plerew [ by Mathes Hiresd Cewrrh =muit

Job application: Nishy Mathew (Classified Staff)

Corrent Stnbus iHimed e
Applcaiion Jorm: Applicaton View Possing Appsed 1
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Pt Wk 24847
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Select the appropriate status for the applicant. You can now go back to the applicant list and update a

status for another applicant.

The next page will explain how to perform a bulk action to update the status for multiple applicants.
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Bulk Action for Updating Application Status

If you do not want to update the status for each application individually, you can perform a bulk action to update
the status for several applicants.

1. When viewing the list of applicants place a check mark beside the names that you want to perform a bulk
update on.

"B Appicants” n de this search? Selected mecoeds u T et -IH:II!I

Appicant Frel € A N
s Documents  Posting Mumber  Workfiow Staie Oty Appication Date
....... Hirsat Jure 5. 3017 ot (5554 P
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P COOD0LP Recormrmensd for M Junee 21, 2007 &t 01241 PM 1 -
000 Hir= June 2, 2 052 P

2. From the Actions button, select Move in Workflow under the bulk action list.

Appslems Lssd Arrdar s Firal
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3. Either select a status to change on all applicants or select a status for each individual applicant.

Paatimgs /.. Grounds: Worker £ Appiicant Raview ¢ Bulk Workdiow Status Changs

-
Editirg; Warkflow States for £ Applcants

Grsiif
Apmbcant Corment Stafs  haw State Raasan FCmct
Limsr
r W harral Ly * Al =

Viewing History

If needed there is an option to view the history of a posting. This will contain information such as who
performed an action, when emails were sent and how many days the posting was in a particular state.

1. Under the Applicant Tracking module, select an option (AP, Classified Staff, Faculty, Adjunct, 1500

hr. wage) under the Postings tab.

2. Click on working title that you want to view.

3. Click on the History tab.
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Applicant Dispositions

Status Reason Other
Interviewed, Not Hired 1-Not enough experience N
Interviewed, Not Hired 4-Inadequate references N
Interviewed, Not Hired 5-Candidate withdrew N
Interviewed, Not Hired 6-Proficiencies not as strong as selected candidate N
Interviewed, Not Hired 7-No interest N
Interviewed, Not Hired 9-Lacks supervisory experience N
Interviewed, Not Hired 11-Not available for required hours N
Interviewed, Not Hired 12-Cannot meet applicant salary requirements N
Interviewed, Not Hired 13-Did not meet pre-employment requirements N
Interviewed, Not Hired 14-Requires relocation package N
Interviewed, Not Hired 15-Not willing to commit to contracted time N
Interviewed, Not Hired 16-Conflict of interest N
Interviewed, Not Hired 17-Preference Given to Placement Eligible Applicant N
Interviewed, Not Hired 22-Offer Declined N

Interviewed, Not Hired

23-Preference Given to Applicant with Veteran's Preference

Not in referral group

1-Not enough experience

Not in referral group

2-Lacks required educational background

Not in referral group

3-Does not meet minimum qualifications

Not in referral group

4-Inadequate references

Not in referral group

5-Candidate withdrew

Not in referral group

7-No interest

Not in referral group

8-Lacks required certification (s)/license(s)

Not in referral group

9-Lacks supervisory experience

Not in referral group

10-Experience not appropriate for position

Not in referral group

11-Not available for required hours

Not in referral group

15-Not willing to commit to contracted time

Not in referral group

16-Conflict of interest

Not in referral group

20-Applied After Review

Not in referral group

21-Unable to Contact Applicant

Not selected for interview

1-Not enough experience

Not selected for interview

4-Inadequate references

Not selected for interview

5-Candidate withdrew

Not selected for interview

7-No interest

Not selected for interview

9-Lacks supervisory experience

Not selected for interview

12-Cannot meet applicant salary requirements

Not selected for interview

16-Conflict of interest

Not selected for interview

17-Preference Given to Placement Eligible Applicant

Z | 2| 2|Z2|1Z2|2| 2 |Z2|12|2|2|2|2|2|2|2|2|2|2|2|2|2

Not selected for interview

23-Preference Given to Applicant with Veteran's Preference
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Hiring Proposals

Once you have identified the top candidates to interview, change the status of each candidate to ‘Recommend
for Hire’. At this status, you now have the option to begin the hiring proposal.

Create Hiring Proposal

1
2.

3.

Log into PeopleAdmin through your MyRU Portal.
Select the appropriate role (ex. Administrative Management), if needed.

POSITION MANAGEMENT v

APPLICANT TRACKING

Select Applicant Tracking module in the top right hand corner.

Select an option (AP, Classified Staff, Faculty, Adjunct, 1500 hr. wage) under the Postings tab.

danrker (FECLDiare

Fassufly Poaling Termpliins
s Worker (C ...
Al Frrinig eyl

CrRated D y57n) Hywr Wilge

Chanmt Hiss s s

Please Note: Each posting type may have different sections that will need to be completed. The following steps
will go through a staff hiring proposal.

5. Click on working title that you want to view.
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6. Click on the Applicants tab.
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7. Under the Actions option, select View Application beside the person that you want to start a hiring
proposal for.
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8. Select Take Action and move to Recommend for Hire.

Postings / ¢ Cwauncti Works [Papubliabed] ¢ Applicant Plavies @ Kishy Mty Hired et
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9. Click on Start Staff PD Hiring Proposal

Job application: Nishy Mathew (Classified Staff)
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10. The position from which you are creating the hiring proposal will automatically be selected. There is
another option which you can do a hiring proposal for a different position. This allows you to post one
job and one position number but fill multiple position numbers from the same pool of candidates.
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11. Scroll to the bottom of the screen and click on Select Position Description to continue.

CO0041 Roofing and Masan F omeman
OOk Bailed Choariios
CU004.3 Hurman Hesourcaes Genaralist

Sadect Position Description

Hiring Proposal

12. You will need to review each field and complete those that are blank. If a field states, “This field is
required” or has an asterisk beside it the item is required. You can click on Check Spelling to spell
check any words.

vem  Potegn Applicnm Mg Prpesals. |y Pefie e

Phitry Gt oy e £ fressagen
Poslice Requess P Py Pripaenal ¢ Cesanais Wik | Pl
EdHting Hining Propoasl Hetng
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B Hiseg Prinoesl Deciimans N
g Pipcms S
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13. Click on the Next button.

Funding Information

14. Complete required Fields. Verify the funding information. You can add multiple funding sources by
clicking on the Add Funding Entry button. You can remove an entry by placing a check mark beside
the Remove Entry option and clicking on the Save button.

Edtiting rtring Propusal Fumnaiing bieformmtion m m m
Viinnng P
B Hiiey " (R = Clmes snuiing
[}

Camiemme g sseases
vvvvvvvvv

Vi anvmaaRAE Fisca
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15. Click on the Next button.

Hiring Proposal Documents

16. If applicable, attached documents as indicated. Click on Actions beside the item to upload a new
document, create a new document using the system’s word processing capabilities or select an existing

document.

17. Click on the Next button.

Hiring Proposal Summary

18. Review the summary to make sure that the information on the hiring proposal is correct and all required
fields have been completed.

If you see this icon beside a section name this means that all required information in that section has been
completed. l

@ Funding Edit

Funding Details

If you see this icon beside a section name this means that not all required information has been completed.

o Pos&on Details Edit

To go back to the section to complete the required fields or to make a change click on the Edit link beside the
section name. You will then see a red bar at the top of your screen to let you know what fields are missing
information.

n Statn 10 Mumber (HP onlyl® s regquired, “Anhoipslsd Segm Cate® m redquirsd, "Bidldag® 8 i, "Rocm Mumber® s eequemmd, "Canpus Poet Offcs Bas® m moured, gnd "Campus

phons nuemier” m recuersd

Make the corrections then click on the Save button. Check to make sure that the section has been saved
successfully then click on the Hiring Proposal Summary link on the left hand side navigation bar.
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19. When the hiring proposal is ready for routing click on the Take Action on Hiring Proposal button
and select the proper action.

™ PD Hiring Proposal: Nishy Mathew (Classified Staff) = [ s eom riama ot |

Cormmre Simber Draft

>l | =
Poason Type Clessifed St Comtert by Pty Gime:
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W D 5
. - - Tidese
TN Pk o & Bakant
S Hnng Proposal B — T
T - L
e e
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20. Enter comments if needed. You will notice that the item is check marked to add the hiring proposal
to your watch list. You may deselect this if you do not want the item in your watch list. Click on the
Submit button.

x)

Sand it to Dapt Head (move to Dept Head)

Commants (optional)

Add this posilion requests Lo your walch
List?

Subimit Cancel

Please Note: A blue bar will appear at the top of the screen to let you know that the item was successfully
transitioned.

n Hiring Proposal was muscs isstully Sansisoned

Closing Out Posting

After the applicants have been dispositioned and proper paperwork has been submitted to Human Resources,
please notify the HR Consultant or Employment Services Specialist so that the posting status can be changed
to Filled.
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Reference Letters

The online reference letter functionality is available for faculty type positions. When a posting is created, there
IS an option to accept reference letters and a department can specify the minimum and maximum number of
requests to be sent.

When an applicant is completing their online application, they will see a section to enter reference information.
If a department specifies to accept online references, the applicant will be required to enter reference contact
information. A department can specify to either have the reference requests sent by email automatically after an
applicant has applied for a position or they can select to manually send the requests by email when they are
ready to receive the references.

The reference contact person will receive an email from the PeopleAdmin system that will contain information
about the position that the applicant has applied for and a link to a website asking to provide a reference. They
will be allowed to upload a file or write a recommendation directly into the system.

Accept Online References for a Posting

Please Note: If a Human Resources or Equity consultant will be creating the posting for the department please
make a note with the following information in the Additional Information section (under Position Details
section) when submitting the position description with recruitment information:

e Allow to accept online references and specify if the department wants to send the requests as soon as an
applicant has submitted their application or prefer to manually send the requests at a later time

e Minimum number of requests

e Maximum number of requests (optional)

e If applicable, reference provider special instructions

Reviewing References for an Applicant

When viewing an applicant’s information you will be able to check to see if a reference request has been
received, view the reference and send another reference request if needed.

1. Log into PeopleAdmin via the MyRU Portal.

Select the appropriate user group.

Select Applicant Tracking module in the top right hand corner.

Select an option (AP Faculty, Research Faculty or T&R Faculty) under the Postings tab.
Search and click on work title that you want to view.

Click on the Applicants tab.

Under the Actions option, select View Application beside the person that you want to view.

o N o o ~ w N

Click on the Recommendations tab. On the tab, it will let you know how many references have been
received.
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The Reference Requests section will list the names and email addresses of the people that a reference request
was sent to with the date and time that the email was sent. If a reference has been received, a date and time will
be listed under the Responded column. If needed click on the Resend link under the Notified column to send
the email request again.

The Recommendations section will list the references received for the applicant. Under Actions, there are two
options for the reference:

View - View the reference information
Delete and re-solicit - Delete the reference information and send another reference request email

The reference will contain provider and
recommendation details. If a reference
letter was attached it will appear at the
bottom of the screen.
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The attached reference letter will also appear under the documents section on the application.
Sending a Reference Request Manually

If Under Review by Department was selected in the Reference Notification field in the posting then reference
requests will be sent by email immediately after an applicant has applied for a position. Otherwise if this field

is left blank then the department will have the option to manually send the reference requests when it is needed.

When viewing the Recommendations tab underneath an applicant’s information there is, a Notified column
and it will have a “No” underneath it. When a department is ready to receive references for an applicant, you

can click on the Send link and the system will send an email to the reference contact.
41
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Approval Workflow Diagram

Operational Administrative Senior Human

Originator Management Management Management

Resources

Sponsored
Programs

President

User Groups Action

Sponsored Programs Required only for grant funded positions

Senior Management Can return an action to any previous user group
President Required only to review actions for direct reports
Operational Management, Administrative Management Can return an action to the previous user group
Budget Can return an action to senior management

HR Can return an action to any user group
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Glossary of Terms

Helpful terms and definitions can be found on SelectSuite Glossary of terms.

Contact Information

Department of Human Resources

Radford University
314B Tyler Avenue
P.O. Box 6889
Radford, VA 24142
540-831-5008
540-831-5128 TTY
540-831-6278 FAX
hr@radford.edu

http://www.radford.edu/content/human-resources/home.html
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