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INTRODUCTION TO APPLICANT TRACKING

The Applicant Tracking module will serve to:

Post positions

Accept applications

Facilitate the pre-employment process
Hire applicants into positions

Initiate the Onboarding process (New Hire processing)

LOGGING IN

To log in to the PA7 Applicant Tracking Module for Undergraduate and Graduate

positions, navigate to www.auemployment.com/hr using your web browser and click

on the SSO Authentication link and login using your AU credentials.

New Hires Please Enter Credentials Below:

Username

Password

Log In

Authenticate with single sign-on?550 Authentication




OR go to the Employees tab in AU Access and click on
the PeopleAdmin icon located under the Employee Tools PEﬂPlEAd min

section.

USERS GROUPS

User Groups are determined by each division's Human Resources Liaison and the

Central Human Resources Department.

Access to functions in the system is determined by the user group's scope:

« Department Scope - access to individual department(s)
» Division Scope - access to all departments in a division

* Organization Scope - access to all divisions and departments

User Groups and their scope for Student Module:
* Initiator - Department Scope

* HRL-Student - Division Scope

* Graduate Admin - Organization Scope

* Graduate School - Organization Scope

o Student Employment - Organization Scope

* Records - Organization Scope



WELCOME PAGE

After logging in, users will be directed to their Home Page.

Applicant Tracking System Welcome, Amy Bruce My Profile

g AURURN UNIVERSITY

Stucden! Employment

Postings = Applicants = Hiring Proposals = Shortcuts ~

38 Filled Postings

Postin, Users 7 Iring Proposals 30 Onboarding Tasks = Special Handling Lists
Inbox =0 " = Last 30 days
SEARCH ’
Filter
TITLE CURRENT STATE DAYS IN CURRENT STATE
Dir Employment Final Review
Cli

B Voo Faccry [ Temporary Fmplayment Sardess
I Stodenl | Faculty

Client Service Representative Temporary Employment Services

Home Page Features:

e |nbox: Pending postings and hiring proposals for review

e Watchlist: Postings and hiring proposals reviewed by users can be added to the
user's Watchlist.

e Shortcuts: Shortcuts to custom searches for postings and hiring proposals can be

created.




CREATING AN UNDERGRADUATE STUDENT

1. Hover over the Postings link at the top of the Home Page, located on the blue
| banner and select Student.

Home Postings > Applicants ~

Non-Faculty

Non-Faculty Posting Templates

Temporary Employment Services
Inbox Student

Student Posting Templates

CC AL

2. Click on the Create New Posting button, located on the right side of the page.
There are a few options for creating postings.

Home Hiring Proposals = Shortcuts =

Postings / Student Employment T

Student Employment Postings

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

Q More Search Options v

Options for creating a posting:

Create from Position Type: This option will provide a completely blank form to
create a posting. - use this option when creating a position for the first time.

Create from Job Description: This option is not available for Student positions.

Create from Posting: This option will allow users to duplicate an existing posting.
Keep in mind there will be no existing entries if no position has been posted
previously.



| *J

3. Select Create from Position Type.

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 Job Descriptions

Copies in general information from a job descriptions. You will need to
provide specific information inside the posting.

Create from Posting

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

4. Complete Position Title then select the appropriate Division and Department and
select Create New Posting.

NOTE: Do not uncheck the ‘Accept online applications? box. When this box is
unchecked no one will be able to complete an application, including direct hires.

Home Hiring Proposals ~ Shortcurs ~

Postings / Student Employment/ New Posting 5%

-
New Posting Create New Posting Cancel

Organizational Unit

Division Human Resources (Human Resources) i

Department | Employment {10106103) »

Online Applications

Accept onling applications?

Special offtine application instructions

5. Complete all required fields on the Posting Details, Advertising & Budget Details
and Posting Contacts pages. To progress to each page, use the Next button, or
navigate using the sidebar menu.

There will be a number of required fields to complete. These fields will be notated by
an asterisk and red outline. The form may not be submitted until these fields are
completed.



Posting Types - Select Recruitment Type:

» Direct Hire - This process is used when a department has already identified the
candidate they are wanting to hire. Direct Hire postings will be privately posted so
only the selected candidate can apply.

= Direct Hire postings can remain open to hire multiple individuals.

» Recruitment - used when a department needs applications to review. Recruitment
postings will either be advertised on the website for applicants to apply or HR will
add applications from a pooled posting.

* Recruitment postings will be closed to ensure departments are receiving
an up to date applicant pool.

Editing Posting

Position Details Save

Budget Detalls

& Docu 1= Needed to Apply = Check spelling
To create a Pasri

® Guest User firsz complete the information on this screen, then dlick the Next burton or select the page in the left hand navigation menu. Proceed through all secrions complering all necessary

nformation, To mit the Posting to Human Resources, you must go to the POSTINg Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary
@ Supplemental Questions Page from the je vigation menu. Once 3 summary page appears, hover your meuse over the crange Action button for a hst of possible approval step options,
Summary ;

Position Information

Requisition Mumber
Recruitment Type ;—;mm aedect ™
Home Org Name Employment
« Homae Org Mumber l I
This field is required
Division Name Human Resources
«  Check Distribution l Please select N -|
This feld is required
+ Location Number l I
This field is reguired.
+ Position Tide

Studant Asalstant, Human Resources

= Position Number

Editing Posting
» _ You can navigate through the pages of the
posting form using the sidebar menu or the
Budget Details Next button. You can save your changes by

selecting the Save or the Next button on each

® Documents Needed to Apply
page of the form.

@ Guest User
@ Supplemental Questions

Summary



Recruitment Postings Only: On the page labeled Documents Needed to Apply, users
will identify the documents they will require applicants to attach to their applications.

= Not Used - no document will be able to be uploaded
= Optional - document type is optional but not required to submit application

* Required - document type to submit application

Editing Posting

o M
Pocuments Needed o Apply et
Documents Needed 1o Apply Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used” cannot be attached to this item

Guest User
BGuestie Crder  Name Mot Used Optional Required
@ Supplemental Questions
Summary 11 Resume &®
Cover Letter @

Recruitment Postings Only: Guest Users are only for non-users whom will need to be
able to review applications (i.e. Supervisors who are not an initiator or HRL).

To create a Guest User, simply click on Create Guest User Account. A username and
password will be automatically generated for you. Add email address(es) of recipients
needing to review applications to posting and click Update Guest User Recipient List.

Editing Posting
el s CE e

Click an the Create Guest User Account buttan The system will automatically generate a Guest Username. You may update the passward 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 Recipbent List 1o notify the review committes users

d or to skip this section, click the Next button
redentials
may view this posting by using these credenrials

Username

gul57a3
Password

C4Z=1N Update Password

Email Addresses of Guest User Recipients
Email addresses (one per line}

|va;r;|2tfauhuu1.udu ]



Recruitment Postings Only: Supplemental Questions should be used to initially screen
applications. You may set these up or HR can set them up based on what is provided
in the posting.

Editing Posting A
Supplemental Questions Save m Save B Continue

& Position Details
@ Budger Derails
& Documents Needed to Apply Adding New Posting Questions: Click on the butten labeled "Add a Question™ A pop up section will appear where you can add an existing question or create a new one

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

Supplemental Questions

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

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

5
Add a question

Posiuon Required Category Queston Stams

Summary Page and Submitting for Review:

The last page of the posting form is the Summary page. This will provide users with a
one page view of all pages of the posting form. Ensure each section has a green
check mark - this means the section is complete. Orange exclamation marks signifies
that the page has required fields that must be completed.

| Posting: Student Assistant, Human Resources (Student Employment)  Edit Take Action O Posting

Current Status: Draft

Pesition Type: Student Created by: Amy Bruce
Employment Cwner: Amy Bruce
Depantment: Employment

(10106103)

Summarny History Setungs Hiring Proposals

Please review the details of the Posung below. Fage tithes prefaced with an X and highlighted in RED have errors or missing data. Page ttes prefaced with a checkmark and hightighted in GREEN have validated successfully, Once all pages have
validared successfulty, you may take action on the Posting using the acrions liszed in the Workflow actions for this posting pane

@ Position Details  Edit

Pasition Information

6. When users are ready to submit the posting for review, hover over the orange
button that says Take Action on Posting.

INITIATOR VIEW: HRL-STUDENT

Keep working on this Posting Keep working on this Posting
WORKFLOW ACTIONS WORKFLOW ACTIONS
Cancel (move to Canceled) Cancel (move to Canceled)

Submit for Review (move to Return for Review (move to

Student - HRL) Initiator)
Approve (move to Student
Employment)



Users who have created postings as an Initiator must send the posting to an HRL-
Student user role in order to send the posting to other user roles for review.

7. To transition the posting form to the next reviewer, the HRL-Student user will
select the appropriate workflow action from the dropdown list by hovering over
the Take Action on Posting button. When the confirmation box appears, select
Submit.

Approve (move to Student Employment)
Comments (optional)

Submit Cancel

If the posting was successfully transitioned, the following banner will appear at the
top of the screen.

o Posting was successfully transitioned

Applicant Tracking System

Direct Hire Postings: Once Student Employment transitions the Posting to ‘Open,
Not Posted’, the department will receive an email with a direct link to the posting.
The department will provide link to the direct hire so they are able to complete an
application.

Recruitment Postings: Once Student Employment transitions the Posting to
‘Posted’, the position will be posted on the website for students to apply. Once a
student completes an application, the application will automatically be ‘Forwarded
to Department’.

10



CREATING A GRADUATE STUDENT POSTING

All Graduate Assistant, Graduate Research Assistant and Graduate Teaching
Assistant postings are required to utilize the templates created by the Graduate
School.

1. Hover over the Postings link at the top of the Home Page, located on the blue
banner and select Student Posting Template.

Home Postings ~ Applicants >

Non-Faculty

Non-Faculty Posting Templates

Temporary Employment Services
Inbox Student

Student Posting Templates

Crap il

2. Select the appropriate template for the position by clicking on the Position Title.

Student Posting Templates

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

=
“Posting Template® o Detete this search? m
(Actions)
Position Title Posting Template ID Status Created Date Last Updated
Graduate Teaching Assistant 7485 approved June 17, 2020 at 02.29 PM June 17, 2020 at 0234 PM Actions w
istant 310 approved Jure 22, 2020 at 01:37 PM June 23, 2020 at 05:29 AM ACTHONS w
Graduate Assistant 7518 approved June 23, 2020 at 08:30 AM June 23, 2020 at 08:30 AM Actions v

11



3. Click on the Create Posting from this Posting Template link on the right side of
the page.

™| Posting Template: Graduate Teaching Assistant (Student)
Current Status: Appraved & Print Preview
Position Type. Student

DOrganizational Unit. Auburn
University (Auburn University)

0 Create Posting from this Posting Template

Summeary

@ Position Details
Position information

isition Number

4. Edit the Position Title for your department then select the appropriate Division
and Department and select Create New Posting.

NOTE: Do not uncheck the ‘Accept online applications? box. When this box is
unchecked no one will be able to complete an application, including direct hires.

Postings ~ Applicants > Hiring Proposals > Shortcuts ~

Postings / Student/ New Posting W

)ij New Posting _
Create New Posting Cancel

* Required Information

Position Title * Graduate Teaching Assistant |

Organizational Unit

Sk
Division | Human Resources (Human Resources) ~ |

*
Department [Employment (10106103) v|

12



Posting Types - Select Recruitment Type:

» Direct Hire - This process is used when a department has already identified the
candidate they are wanting to hire. Direct Hire postings will be privately posted so
only the selected candidate can apply.

= Direct Hire postings can remain open to hire multiple individuals.

* Recruitment - used when a department needs applications to review. Recruitment
postings will either be advertised on the website for applicants to apply or HR will
add applications from a pooled posting.

» Recruitment postings will be closed to ensure departments are receiving
an up to date applicant pool.

5. Complete all required fields on the Posting Details, Advertising & Budget
Details and Posting Contacts pages. To progress to each page, use the Next
button, or navigate using the sidebar menu.

NOTE: Review posting carefully and ensure all fields are edited that contain ‘Please
Complete’.

Editing Posting

Position Details Save & Continue
@ Budget Details

@ Posting Contacts #s Check spelling

To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu.
Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting Summary
@ Posting Documents Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left navigation menu, Once a
summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

* Required Information

© Supplemental Questions Position Information

Summary

@ Documents Needed to Apply

@ Guest User

Requisition Number

Recruitment Type Please select ¥

Home Org Name Employment
* Home Org Number Please complete
Division Name Human Resources

#  Check Distribution HRTKL, Time Keeping Locations v

+ Location Number Please complete

13




Editing Posting You can navigate through the pages of the
posting form using the sidebar menu or the
Position Details
Next button. You can save your changes by
Budget Details selecting the Save or the Next button on each

® Documents Needed to Apply page of the form.

@ Guest User
@ Supplemental Questions

Summary

Recruitment Postings Only: On the page labeled Documents Needed to Apply, users
will identify the documents they will require applicants to attach to their applications.

= Not Used - no document will be able to be uploaded
= Optional - document type is optional but not required to submit application

* Required - document type to submit application

Editing Posting
m N,
- ~ Documents Needed ta Apply << Prev Save & Continue
Documents Needed 1o Apply Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used” cannot be attached to this item

© Guest User

Order  Name Mot Used Optional Required
@ Supplemental Questions
ARy P ®
Cover Letter ®

Recruitment Postings Only: Guest Users are only for non-users whom will need to be
able to review applications (i.e. Supervisors who are not an initiator or HRL). To
create a Guest User, simply click on Create Guest User Account. A username and
password will be automatically generated for you. Add email address(es) of recipients
needing to review applications to posting and click Update Guest User Recipient

Editing Posting
el s CE e

Click an the Create Guest User Account buttan The system will automatically generate a Guest Username. You may update the passward if needed

r5 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
the Update Guest User Recipient List to notily the review committes users

You can also notify th
all of the email addre:

ished or to skip this section, click the Next button
ser Credentials

sers may view this posting by using these credenrials
Username

gul57a3

Password

CAZ=IN Update Password

dresses of Guest User Recipients

Emal ses [one per line)

|rubr:r;|..‘&- aubum. ey ]
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Recruitment Postings Only: Supplemental Questions should be used to initially screen
applications. You may set these up or HR can set them up based on what is provided
in the posting.

Editing Posting A
Supplemental Questions Save m Save B Continue

& Position Details
@ Budger Derails
& Documents Needed to Apply Adding New Posting Questions: Click on the butten labeled "Add a Question™ A pop up section will appear where you can add an existing question or create a new one

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

Supplemental Questions

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

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

5
Add a question

Posiuon Required Category Queston Stams

Summary Page and Submitting for Review:

The last page of the posting form is the Summary page. This will provide users with a
one page view of all pages of the posting form. Ensure each section has a green
check mark - this means the section is complete. Orange exclamation marks signifies
that the page has required fields that must be completed.

| Posting: Student Assistant, Human Resources (Student Employment)  Edit Take Action O Posting

Current Status: Draft

Pesition Type: Student Created by: Amy Bruce
Employment Cwner: Amy Bruce
Depantment: Employment

(10106103)

Summarny History Setungs Hiring Proposals

Please review the details of the Posung below. Fage tithes prefaced with an X and highlighted in RED have errors or missing data. Page ttes prefaced with a checkmark and hightighted in GREEN have validated successfully, Once all pages have
validared successfulty, you may take action on the Posting using the acrions liszed in the Workflow actions for this posting pane

@ Position Details  Edit

Pasition Information

8. When users are ready to submit the posting for review, hover over the orange
button that says Take Action on Posting.

INITIATOR VIEW: HRL-STUDENT

Keep working on this Posting Keep working on this Posting
WORKFLOW ACTIONS WORKFLOW ACTIONS
Cancel (move to Canceled) Cancel (move to Canceled)

Submit for Review (move to Return for Review (move to

Student - HRL) Initiator)

Approve (move to Student
Employment)

15



Users who have created postings as an Initiator must send the posting to an HRL-
Student user role in order to send the posting to other user roles for review.

9. To transition the posting form to the next reviewer, the HRL-Student user will
select the appropriate workflow action from the dropdown list by hovering over
the Take Action on Posting button. When the confirmation box appears, select
Submit.

Approve (move to Student Employment)
Comments (optional)

Submit Cancel

If the posting was successfully transitioned, the following banner will appear at the
top of the screen.

o Posting was successfully transitioned

Applicant Tracking System

Direct Hire Postings: Once Student Employment transitions the Posting to ‘Open,
Not Posted’, the department will receive an email with a direct link to the posting.
The department will provide link to the direct hire so they are able to complete an
application.

Recruitment Postings: Once Student Employment transitions the Posting to
‘Posted’, the position will be posted on the website for students to apply. Once a
student completes an application, the application will automatically be ‘Forwarded
to Department’.

16



REVIEWING APPLICATIONS

1. Applications may be

accessed by viewing the Postings ~ Applicants ~
posting. From the Welcome Non-Faculty
Page, hover over the Non-Faculty Posting Templates
Postings heading and select Temporary Employment Services
Student. Inbox Student

Student Posting Templates

2. From your list of postings, click on the title of the posting you want to view

Student Employment Postings

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

Saved Searches v Q More Search Options v

Student Postings x

"Student Postings" @ Delete this search? Selected records o Clear selection?
(Actions)
Posting Active
(| Position Title Number Department Applications ~ Workflow State Closing Date
] Test Worker Liberal Arts Administration (134500) 0 Draft Actions v
J Student Worker StuQ0001P Communication (134001) 1 Open, Not Posted Actions v
[ Lifeguard STOQ002P Campus Recreation (181651) 1 Open, Not Posted Actions v
[ GA Test STO0003P Business Administration (123000) 4 Open, Not Posted Actions v

3. Select the Applicants tab.

Posting: Student Assistant, Human Resources (Student Employment)

Current Status: Open, Not Posted

This posting is not available to applicants via search results but may be accessed directly at http://auburnu-sb.peopleadmin.con

Position Type: Student Created by: Amy Bruce
Employment Owner: Student Employment
Department: Human Resources

(101061)

Summary History Settings Applicants Reports Hiring Proposals

17



4. Select the last name of the applicant you want to view.

Applicants x

"Applicants” o Delete this search? Selected records o Clear selection?
(Actions)
Applicant Last Applicant First
[] Name Name Documents Posting Number  Workflow State (Internal) Application Date
Robertson Kannon STOO010P Forwarded to Department June 22,2020 at 12:49 PM Actions v
] Hudson Kari STO0O10P Forwarded to Department June 22, 2020 at 01:08 PM Actions v
C Bruce Walker STO0010P Forwarded to Department June 23, 2020 at 08:20 AM Actions v

9. The application will contain the applicant's student information, any employment
history, and any attachments such as resume, cover letter, etc..

™| Job application: Kannon Robertson (Student Employment)

Current Status: Forwarded to Department

* View Posting Applied To
Application form: Student Application

* Preview Application
(& Eait Application

Full name: Kannon Robertson Created by: Kannon Robertson o
@ View Hiring Proposal
Address: Owner: Initiator
@ Reactivate
test
test, AL test

Username: kdawgtest

Email: kdawgtest@zed.zed
Phone (Primary): 555-555-5555
Phone (Secondary):

Position Type: Student
Employment

Department: Human Resources
(101061)

summary Documents Recommendations (0 of 0) History Reports

6. At the bottom of the PDF Documents

application, there is a
feature that will combine

. . Document Type Actions
the application and =
attached documents into Application Miew
one PDF document. To
view, select Combined Combined Document Generate

Document.
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CHANGING APPLICANT STATUS

It is important to know that the system is only able to give one user group the ability
to change application statuses. This user group is Initiator. If an HR Liaison user
needs to change application statuses, they must change their user group to Initiator.

To change user roles, navigate Welcome, Amy Bruce My Profile
the top of the screen and use the User Group:
dropdown menu to change the
Initiator ~

user group to Initiator.

— Users whose primary user group is Initiator will not need

Take Action On Job Applicati . .

ALl | to take any action in order to have the ability to change
Keep working on this Job

i application statuses.
application

WORKFLOW ACTIONS

Select (move to Selected for
Interview) On the selected application, hover over the Take

Select (move to Not Action On Job Application button and choose the

e s appropriate application status.
Email at Filled)

Select (move to Interviewed,
Not Selected - Email at Filled)

Select (move to Posting Closed -
Not Filled)

To change multiple application statuses at once, select the check boxes next to
each applicant's name and hover over the Actions button and select Move in
Workflow.

Applicants xX

Applicants” @) Selected records () Clear selection?

GENERAL

Applicant Last Applicant First Review Screening

| Name Name Documents Posting Number  Workflow State (Internal) Application Date .
Question Answers

Robertson Kannon STOOO1QP Forwarded to Department June 22,2020 at 12:49  pewnload Screening v
Question Answers

Hudson Kari STO0010P Forwarded to Department June 22,2020 at 01:08 v
Export results

Bruce Walker STO0010P Forwarded to Department June 23,2020 at 08:20 v

I Test Karen STO0010P Recommend for Hire June 23, 2020 at 08;24| Move in Workflow v

Download Applications as
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Select the appropriate application status and select Save Changes. It can take a few

minutes for this change to update the applicant list.

i—l Editing: Workflow States for 3 Applicants

Applicant

Kannon Robertson

Kari Hudsen

Walker Bruce

Change for all applicants | Selected for Interview

Current State

Forwarded to Department
Forwarded to Department

Forwarded to Department

New State

Selected for Interview

Selected for Interview

Selected for Interview

Reason

Group
Prompt

User

20



CREATING AN UNDERGRADUATE STUDENT
HIRING PROPOSAL

A hiring proposal form serves as the mechanism that hires a candidate into a
position. It's a form that will be updated as pre-employment steps are completed. A
hiring proposal may be created by an Initiator or HRL-Student user and will follow a
predetermined workflow.

= Undergraduate Hiring Proposal Workflow

Initiator
(Sends Offer Letter)

Initiator HRL-Student

|

Records
Finalized

1. Initiator creates Hiring Proposal and transitions to ‘HRL-Student’ for review.
2. HRL-Student user reviews and submits back to Initiator.

3. Initiator sends offer letter in PeopleAdmin

4. Candidate signs offer letter in PeopleAdmin

5. Initiator sends hiring proposal to Records for final review
- Onboarding Center creates Onboarding Event and assigns Student New
Hire Checklist

6. Records finalizes hiring proposal.

21



1. From the Welcome Page,
hover over the Postings
heading and select Student. Non-Faculty

Non-Faculty Posting Templates
Temporary Employment Services
Inbox Student

Student Posting Templates

Postings ~ Applicants ~

ol il W il M |

2. From your list of postings, click on the title of the posting you want to create a
hiring proposal from.

Student Employment Postings

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

Saved Searches v Q More Search Options v

Student Postings x

"Student Postings" @ Delete this search? Selected records o Clear selection?
(Actions)
Posting Active
[ Position Title Number Department Applications ~ Workflow State Closing Date
O Test Worker Liberal Arts Administration (134500) 0 Draft Actions v
I Student Worker Stun0001P Communication (134001) 1 Open, Not Posted Actions v
O Lifeguard STO0002P Campus Recreation (181651) 1 Open, Not Posted Actions v
] GA Test STO0003P Business Administration (123000) 4 Open, Not Posted Actions v

3. Select the Applicants tab.

Posting: Student Assistant, Human Resources (Student Employment)

Current Status: Open, Not Posted

This posting is not available to applicants via search results but may be accessed directly at http://auburnu-sb.peopleadmin.con

Position Type: Student Created by: Amy Bruce
Employment Owner: Student Employment
Department: Human Resources

(101061)

Summary History Settings Applicants Reports Hiring Proposals
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To create a hiring proposal, the applicant status must be at the workflow state of
Recommend for Hire from the posting.

4. Select the last name of the applicant you are wanting to create the hiring
proposal for.

Applicants x

"Applicants" @) Selected records ) Clear selection?
(Actions)
Applicant Last Applicant First
Name Name Documents Posting Number Workflow State (Internal) Application Date
Test Douglas STO0011P Recommend for Hire June 24, 2020 at 02:30 PM Actions v
[ 1 Test Larry STO00D11P Recommend for Hire June 24, 2020 at 02:37 PM Actions v
Smith Maria STOO011P Recommend for Hire June 27, 2020 at 04:50 PM Actions v
] Testing Chris STO0011P Recommend for Hire June 27, 2020 at 04:55 PM Actions v

5. Click on Start Undergraduate Hiring Proposal, located on the right hand side of
the page

™ Job application: Maria Smith (Student Employment)

Current Status: Recommend for Hire W view Posting Applied To
Application form: Student Application

* Preview Application

Full name: Maria Smith Created by: Maria Smith

Address: Owner: Initiator 0 Start Undergraduate Hiring Proposal
Test

Test, AL 36830

Username: Mariatest

Email: mariatest@zed.zed
Phone (Primary): (555) 555-5555
Phone (Secondary):

Position Type: Student
Employment

Department: Human Resources
(101061)
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6. The next screen will verify you are creating for an Undergraduate Hiring
Proposal, as well as what candidate and position you are starting a hiring

proposal for. Click the Start Undergraduate Hiring Proposal button to proceed or
Cancel to go back to the previous page.

Starting Undergraduate Hiring Proposal
Applicant: Maria Smith

Posting: Student Admin Worker, Human Resources

Start Undergraduate Hiring Proposal |4 Cancel

7. Most information will copy over from the application and posting, scroll to the
bottom to view and complete required fields under Hiring Proposal Information.

Hiring Proposal Information

% Position Number ST0000
Requisition Number ST00011P
Division

Hiring Proposal Number

+ Finalized Pay Rate I
This field is required.

+ Hire Date [ |

This field is required.

+ Enrolled Student [ M ]

This field is required.

% Type of Hire [ Please select B ]
This field is required.
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To progress to each page, use the Save & Continue button, or navigate using the
sidebar menu

Save & Continue

Editing Hiring Proposal

Hiring Proposal

& Budget Details

& Documents

Hiring Proposal Summary

Budget Details will copy over from the posting, you do not need to visit this tab unless
you need to edit the FOAP provided on the posting.

There are no required Documents on the Documents tab for Undergraduate Hiring
Proposal, visiting this tab is not necessary.

Summary Page and Submitting for Review:

The last page of the posting form is the Summary page. This will provide users with a
one page view of all pages of the posting form. Ensure each section has a green
check mark - this means the section is complete. Orange exclamation marks signifies
that the page has required fields that must be completed.

C
\ ] Take Action On Hiring Proposal v

Q Print Preview
Undergraduate Hiring Proposal: Maria Smith (Student Employment) Edit 3 sdaoweten i

Current Status: Draft

Position Type: Student Created by: Amy Bruce
Employment Owner: Amy Bruce
Department: Human Resources

(101061)

Applicant: Maria Smith

Posting: Student Admin Worker,

Human Resources

Summary Histary Settings Reports

@ Hiring Proposal Edit

Applicant Information
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8. When users are ready to submit the posting for review, hover over the orange
button that says Take Action on Hiring Proposal.

INITIATOR VIEW: HRL-STUDENT

Keep working on this Hiring

Keep working on this Hiring
Proposal

Proposal

WORKFLOW ACTIONS
WORKFLOW ACTIONS
Cancelled (move to Cancelled
( ) Cancelled (move to Cancelled)
HRL (move to HRL) e e
Initiator (move to Initiator)
Records (move to Records)

9. To transition the posting form to the
next reviewer, the Initiator or HRL-
Student user will select the appropriate
workflow action from the dropdown
list. When the confirmation box
appears, select Submit.

Initiator (move to Initiator)
Comments (optional)

Submit Cancel

Onboarding and New Hire Processing

Onboarding Events are initiated by the Onboarding Center once the hiring proposal
is in the workflow state of ‘Records’. All new hire processing will be handled in the
Onboarding module of PeopleAdmin and by the Onboarding Center. Departments do
not need to have new hires complete paperwork - this process is now electronic.
To learn more about the Onboarding module, visit aub.ie/pa7.
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CREATING A GRADUATE STUDENT HIRING
PROPOSAL

A hiring proposal form serves as the mechanism that hires a candidate into a
position. It's a form that will be updated as pre-employment steps are completed. A
hiring proposal may be created by an Initiator or HRL-Student user and will follow a
predetermined workflow.

= Graduate Hiring Proposal Workflow

Background Check

Initiat i

nitiator Owner: Initiator HRL/Dean Review
\

Rfeco_rds Graduate School Graduate §choo|

Finalized Admin

1. Initiator creates hiring proposal and submits to Background Check
- The Background Check workflow state sends an email trigger to the
candidate with instructions to complete a background check.

2. Once the Initiator has verified a completed background, the Initiator sends the
hiring proposal to HRL/Dean for review.
- Department uploads signed Position Description required for all GA positions.
- Department uploads Teaching Assistant Certification of Eligibility for
Employment - required for all International GTA positions.

3. HRL-Student user will review and submit to Graduate School Admin for review.

4. Graduate School Admin reviews hiring proposal for accuracy then submits to
Graduate School for approval.

5. Graduate School approves and sends to Records for final review.
- Onboarding Center creates Onboarding Event and assigns Graduate Checklist.

6. Records reviews and finalizes hiring proposal.
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1. From the Welcome Page,
hover over the Postings
heading and select Student.

Postings ~ Applicants ~

Inbox

oA DTL

Non-Faculty

Non-Faculty Posting Templates
Temporary Employment Services
Student

Student Posting Templates

2. From your list of postings, click on the title of the posting you want to create a

hiring proposal from.

Student Employment Postings

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

Saved Searches v

Student Postings x

"Student Postings" @ Delete this search? Selected records o

. Posting

(N Position Title Number
J Test Worker

[ Student Worker Stu00001P
[ Lifeguard STO0002P
(| GA Test STO0003P

+ Create New Posting

Q, More Search Options v

Clear selection?

Department

Liberal Arts Administration (134500)
Communication (134001)
Campus Recreation (181651)

Business Administration (123000)

(Actions)
Active
Applications ~ Workflow State Closing Date
0 Draft Actions v
1 Open, Not Posted Actions v
1 Open, Not Posted Actions v
a4 Open, Not Posted Actions v

3. Select the Applicants tab.

Current Status: Open, Not Posted

Department: Human Resources
(101061)

Position Type: Student Created by: Amy Bruce
Employment Owner: Student Employment

Posting: Student Assistant, Human Resources (Student Employment)

This posting is not available to applicants via search results but may be accessed directly at http://auburnu-sh.peopleadmin.conm

Summary History Settings Applicants Reports Hiring Proposals
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To create a hiring proposal, the applicant status must be at the workflow state of
Recommend for Hire from the posting.

4. Select the last name of the applicant you are wanting to create the hiring
proposal for.

Applicants x

"Applicants" o Selected records o Clear selection?
(Actions)
Applicant Last Applicant First
Name Name Documents Posting Number Workflow State (Internal) Application Date
Test Douglas STO0011P Recommend for Hire June 24, 2020 at 02:30 PM Actions v
] Test Larry STO0011P Recommend for Hire June 24, 2020 at 02:37 PM Actions v
(] Smith Maria STO0011P Recommend for Hire June 27, 2020 at 04:50 PM Actions v
Testing Chris STO0O011P Recommend for Hire June 27, 2020 at 04:55 PM Actions v

5. Click on Start Graduate Hiring Proposal, located on the right hand side of the
page

™ Job application: Chris Testing (Student Employment)

Current Status: Recommend for Hire W view Posting Applied To
Application form: Student Application

Full name: Chris Testing Created by: Chris Testing
Address: Owner: Initiator
Test

Test, AL 36830

Username: Christest

Email: christest@zed.zed

Phone (Primary): (555) 555-5555
Phone (Secondary):

Position Type: Student
Employment

Department: Human Resources
(101061)

29



6. The next screen will verify you are creating for an Undergraduate Hiring
Proposal, as well as what candidate and position you are starting a hiring

proposal for. Click the Start Graduate Hiring Proposal button to proceed or
Cancel to go back to the previous page.

Starting Graduate Hiring Proposal
Applicant: Chris Testing

Posting: Student Admin Worker, Human Resources

Start Graduate Hiring Proposal  [RSSElleE]

7. Most information will copy over from the application and posting, scroll to the
bottom to view and complete required fields under Hiring Proposal Information.

Hiring Proposal Information

* Position Number GAOODO

Banner Position Number - Example: STO000, GBO00O, GACO00

Requisition Number STO0011P

Hiring Proposal Number

# Finalized Pay Rate This field is required.

Enter appropriate hourly, monthly or annual rate based on type of position. Example: ST positions are hourly, GA positions vary

+ Hire Date [ 1

This field is required.

+ Enrolled Student [ e ]

This field is required.

* Type of Hire [ Please select o
This field is required.
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To progress to each page, use the Save & Continue button, or navigate using the
sidebar menu

Editing Hiring Proposal

@ Budget Details
& Documents

Hiring Proposal Summary

Budget Details will copy over from the posting, you do not need to visit this tab unless
you need to edit the FOAP provided on the posting.

Required Documents

GA and GTA Graduate positions require certain documents to be uploaded.
* GA positions require a signed Position Description.

* International GTA positions require a Teaching Assistant Certification of Eligibility
for Employment.

Uploading Required Documents

On the Documents tab, hover over Actions by the appropriate document name and
click on Upload New.

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

Document Type Name Status (Actions)
Pay Evaluator First Draft (Non-Faculty) Actions v
Pay Evaluator - Copy Signed by Compensation (Non-Faculty) Actions v

Pay Evaluator - All Signatures (Non-Faculty) Actions v

Other Document Actions v

Upload
New

Dreaft Offar | attar (Eaciilh
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Name your documents, complete a description (optional), choose your file and click
on Submit.

Upload a Other Document
To upload your document, provide a name and description of the document. To choose a file to upload, click the Choose File button and select the file from your computer. When you are ready
to submit your document, click the Submit button.

Name | Other Document 06-28-2

Description ‘
File to upload Choose File No file chosen

Link to Online Other Document

Once you successfully upload a document, the document name will appear under the
name column for that appropriate document type.

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

Document Type Name Status (Actions)
Pay Evaluator First Draft (Non-Faculty) Actions v
Pay Evaluator - Copy Signed by Compensation (Non-Faculty) Actions v
Pay Evaluator - All Signatures (Non-Faculty) Actions v

Other Document @06-2&20 11:26:47 (CDT) Actions v
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Summary Page and Submitting for Review:

The last page of the posting form is the Summary page. This will provide users with a
one page view of all pages of the posting form. Ensure each section has a green
check mark - this means the section is complete. Orange exclamation marks signifies
that the page has required fields that must be completed.

™| Graduate Hiring Proposal: Chris Testing (Student Employment)  Edit

Current Status: Draft a Print Preview
Position Type: Student Created by: Amy Bruce [ Add to Warch List
Employment Owner: Amy Bruce

Department: Human Resources
(101061)

Applicant: Chris Testing

Posting: Student Admin Worker,
Human Resources

summary History Settings Reports

@ Hiring Proposal  Edit

Applicant Information

8. When users are ready to submit the posting for review, hover over the orange
button that says Take Action on Hiring Proposal.

INITIATOR VIEW: HRL-STUDENT

Keep working on this Hiring Keep working on this Hiring
Proposal Proposal
WORKFLOW ACTIONS WORKFLOW ACTIONS
Cancel (move to Canceled) Cancel (move to Canceled)
Select (move to Background Sc—;leclz(move to Background
Check) Chee
Select (move to Graduate
Admin)
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9. To transition the posting form to the
next reviewer, the Initiator or HRL-
Student user will select the
appropriate workflow action from
the dropdown list. When the
confirmation box appears, select
Submit.

Onboarding and New Hire Processing

Select (move to Background Check)
Comments (optional)

Submit Cancel

Onboarding Events are initiated by the Onboarding Center once the hiring proposal
is in the workflow state of ‘Records’. All new hire processing will be handled in the
Onboarding module of PeopleAdmin and by the Onboarding Center. Departments do
not need to have new hires complete paperwork - this process is now electronic.
To learn more about the Onboarding module, visit aub.ie/pa7.

APPLICANT TRACKING SYSTEM AND PROCESS

ASSISTANCE

For questions or help using the system, please contact Student Employment or the
Graduate School using the contact information below.

Please visit our Project PeopleAdmin website at aub.ie/pa7 for additional resources
and to access the PeopleAdmin Helpdesk to report system issues to our team.

Student Employment

Amy Bruce
robera2@auburn.edu
(334) 844-16T1

Graduate School

Julie Reece
reeceju@auburn.edu
(334) 844-2125
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