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INTRODUCTION

Welcome to the Central Ohio Technical College Online Hiring System. The Human Resources
department has implemented this system in order to automate many of the paper-driven aspects of
the employment application process.

You will use this system to:
1) Review / Create Position Descriptions
2) Review / Create Advertising Requisitions
3) Search and Review Applicants
4) Create Hiring Proposal Forms
5) Communicate electronically with Human Resources, Hiring Managers, Applicants, and Search
Committee Members

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 and Positions
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. Should you have any questions, please contact Sherry Abbott in the Office
of Human Resources at cabbott@cotc.edu or 740.364.9550.

Your Web Browser

The Employment Application System is designed to run in a web browser over the Internet. The
system has tested as compatible with these browsers: Internet Explorer 8 and 9, Firefox 13 and
later, Safari 4 and later, and Chrome. Other browsers may work but have not been tested.

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

It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site, or open a new browser window from your existing window. This may cause
unexpected results, including loss of data or being logged out of the system. Please use the
navigational buttons within the site.

Security of Applicant Data

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

PeopleAdmin User’s Guide Page 2


mailto:cabbott@cotc.edu
http://www.adobe.com/

GETTING STARTED

Open an internet browser and enter jobs.cotc.edu/hr to access the system as a hiring manager.

Logging In To Your Account:

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

Central Ohio Technical
College

Username

Password

The Office of Human Resources maintains your user account and grants you access to different
departments. HR also will indicate what email notifications you will receive. Your user name
is always a maximum of eight (8) characters long consisting of the first initial of your first name
and the first seven letters of your last name. If your last name is shorter than that, it will be
your full last name.

Upon your initial login, your password will be the same as your username. Once entered, you will
be prompted to change your password to complete your login.
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The Welcome Screen appears after you log in, and should appear similar to the following screen:

inbax | Peapleadmin

IR | erucanT TRACKNG

[T0] Postings  Hiring Proposals 1 My Profie  Help

User, y o Ele wpu

Welcome to your Online Recruitment System

& Inbox (0 items need your attention| Shortcuts.
Disgiaying 18mS for 870uD “SuUDeVISOTMBNger"
Postngs (1) | Hiing Fropoaais (1) Actns (0
Job Title Type Current State. Owner
Wy Links
Useful Links
(Go elpful videos for slaff training on the use of PA7 )
w s
£} Watch List (1 items) (Ho ts access your PeopleAdmin system)
pacp AC - Customar Portal Login
Postings (1) | Hing Propusals () Actons (best practice library, customer support portal, customer community)
Job Title Type Current State State Owner

NAVIGATION

Depending on your role in the hiring process you may have multiple roles in PeopleAdmin. Before
proceeding confirm that you are using the proper role. For nhow be sure you are using your
Supervisor/Manager role by reviewing the callouts on the welcome screen below.

moox_ | Peapleadmin
APPLCAN

ges  [BuperasorManager[¥] &  logout

Welcome to your Online Recruitment System Set d ropdown to “Su pervisor/l\/l a nager”
£ Inbox (0 items nes Shoro
Ospiyna tems
Postings (0)
Job Title Type Current State Owner
iy Links
Useful Links
elplul videos for staf training on the use of PAT )
£} Watch List (1 iem: (How Applicants access your PeopleAdmin system)
PespibAdTI MOPAC - Cestomer Fortl Login
Postigs (0) | Hireg Propossls (0} Acsons {1 (best practice library, customer support portal, customer community)
Jdob Tite: Type Current state state Ovner
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Now move to the position management function...

Set dropdown to “Position

Welcome to your Online Recruitment System

£ Inbox (0 items need your attention)

Disgiaying foms fur group “Supervisaranager”

Postiogs () | Hiring Proposals (8)  Acsons (0

Job Tine: Type

3 Watch List (1 iwms)

Posliogs (0) | Hirig Proosals (8)  Actons (1

Jdob Titie: Type

Postings _Hiring Proposals

Curret State

Current State State Owner

SupervisoriMansger User. you have 0 messages. | Supensorianager[¥] & logout

Shortcuts

My Links,

Useful Links

(Go here for helplul videos for staff training on the use of PAT )
(How Applicants access your PeopieAamin system)

Peapleidmin OPAC - Customer Farial Login

(best practice library, customer suppart portal, customer community)

Notice that the screen header is now orange and the dropdown you just changed shows “Position

Management.”

Welcome to your Online Recruitment System

&£ InbOX {0 iters need your attention)

Disglaying ems for grous “SupsrvisoaManager”.

Postegs (1) Miing Proposals (3)  Actions (0)

Job Title: Type

B Watch List (1 items)

Postgs (1) Miing Proposals (3)  Actins (1)

Job Title: Type

PeopleAdmin User’s Guide

Current State

Current State State Owner

User, you e wson

Shartcuts

My Links

Useful Links

(Go here for helpful videos for staff training on the use of PA7 )
ur Agpieant Portal

(How Apphcants access your PeopleAdmin system)

Peogieidrin MOPAC - Customes Porsi Logn

(best practice Ibrary, customer support portal, customer community)
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POSITION DESCRIPTION ACTIONS

From this screen you have the ability to find, review, and edit existing position descriptions or
create a new position description.

Position Description options are broken down into different Requests in the online system.

Modify Existing Position Description and Submit Advertising Requisition
Modify Existing Position Description (no Advertising Requisition)
New Position Description

Modify Existing Position Description and Submit Advertising
Requisition

This is the process to use to begin the posting/advertising process for an existing position. In
the PeopleAdmin system, you will need to review and confirm or update the position description
before beginning the advertising process. Other than requests that will create a brand new position
description in the system, most requests will be updates to existing position descriptions.

Under Position Descriptions in the orange header, click on Position Descriptions. Then click on
Main.

Main Actions

Supervisorilanager sz, you have 0 messages. [Superdsorianager[z] (@) gout

@ Saved Search “All Positions™

Classification Pasition Employes Employes Last
) Name

Classification Titie Wiorking Title Cade Humber

CZ] Your screen should like this

but your list of positions
will differ.
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From this screen you may choose the position to modify or search for it using the search box. There are more
search options just to the left of the search box. However, in this training example the "Division Secretary”
position is chosen simply by clicking the classification title...

Classifications | My Profila  Help

SupervisariManager User, youhave O nesssges.  SupsnasianagH[E] ¢ legout

Main Position Descriptions

Open Saved Search v Search: | Seasch | wore searcn options.
Al Positions. o
& Saved Search "All Positions” I Achons.
r— = S — T oo s
- =8 . . May 05, 2012 i 04:51 pm long v
d Click the title to choose. arch 20,2002 DA an  Ackonay

2]

The resulting screen should look like the one below but with the position description you selected. Scroll down
through your screen to review the entire description for the position you selected...

inbox .| PeopleAdmin

[ITAEET | | POSTION MANAGEMENT ™

IEL PG | Classifications | My Profile  Help

Supervisor/Manager User, you have 0 messages. | SupenisorManager[¥] & logout

D Position Description: Division Secretary (Main)
Current Status: Active
= PrintPraview (Employee View)
Position Type: Main Created by: System Generated

Depariment Academic Affairs & PrintPreview

& Modiy Existing Position and Submit Advertising
Requisition

% Wodify Existing Position (no Advertising Requisition)

Summary History

@ Classification

Classification Details

Classification Title: Division Secretary
Classification Code: 65
Working Titie:
FLSA: Non-Exempt
Position Type: Staff
Senior ABP? Ne

Next, choose Modify Existing Position and Submit Advertising Requisition and the following screen will
result...

i{H‘@‘ inbox |- PeopleAdmin
'gm& FOSTION HANAGEWENT ™

(LTSN | Classifications | My Profle  Help
SupervisoriManager User, you have 0 messages. | SupenvisorManager[v] € logout

Position Descriptions / Main J Modify Existing Position and Submit Advertising Requisition

Start Modify Existing Position and Submit Advertising Requisition Action on Division Secretary?

Once it has been started. this action will lock the position description from other updates until the action has completed
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Click Start and the following screen, the Classification section, will result...

Home Pasition Descriptions Classifications | My Profile Help

Supervisor/Manager User, you have 0 messages. | SupendsorManager[¥] € logout

Actions | .. | Modify Existing Position and Submit Advertising Requisition / Division Secretary ! Edit

Editing Action Classification

Classification

© Position Details

@ Proposed Job Duties

© Sepplementa Dacumena.. HR edits the classification

@ Advertising Requisitio... .

© Applicant Dacuments when needed. So click one

© Posfing Specific Quest.. of the Next>> buttons to

© Search Committee Demog... . .
Action Summary move to Position Details.

Only HR can edit the classification so just click one of the Next>> buttons and you’ll land on the
following screen where you see the POSITION DETAILS.

On the next page of this guide, review the callouts on the Position Details screenshot below
which notes the fields that HR edits; you can edit all the fields except those noted. When you're
done click the Next>> button at the top right or bottom right of the screen.

TIP
You can go through each tab of the position description and update anything that has
changed on the position. Or, for example, if you only need to add or change job duties,
you can go to that tab directly and just modify the job duties that you are changing.
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You will be able either to click directly to the tab
you wish to modify or you can go through each
page and update anything that has changed on the

position. For example, if you only want to add or
change job duties, you can go to that tab directly and

just modify the job duties that you are changing. s beObleAtinin
POSITION MANAGENENT ¥

Position Descriptions

SupervisoriManager User, you have 0 messages. | Supervisor/Manager[¥] & logout

Edting Acton Position Details

@ Classification
*% Check spelling
Position Details
* Required Information

@ Proposed Job Duties
Employee Information
© Supplemental Documenta...
@ Advertising Requisitio... Employee First Name: HR edits emp|0yee name
@ Applicant Documents Employee Last Name: d d
@ Posting Specific Quest. Employee ID: an ID ata.
@ Search Committee Demog... T
Action Summary
Classification Titie:  Division Secretary
Classification Code: 365
FLsw: o Eermst HR edits the fields between the arrows.
Position Type: Staft
Senior ARP? No

“ Working Title (from tie):

Working Title: Division Secretary

* Postionhumber: | HR edits the position number.

* posion Satus:

Hiring Range {from fitle):

Hiring Range: HR edits the hiring range.

* RiTmeParTime:

Closure Codes:
‘ FIE
* Cost Share Postion?

(Full-Time Faculty Only)

,_.
-

* Contract Length:

Department Information

Free text field o
Contact(s):
Contact
PhoneExtersion, 00658

Contact Email: emaladdress@zedzad

Supervisor Name: Dr. Doctor
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Job Duties

After continuing to the next page, you will be on the “"Proposed Job Duties” tab.

On this screen, please list in order of importance, and in detail, the job function and duties assigned
to this position and estimate the percentage of time given to each function.

Note: Percentage of total time for all job duties should equal 100%. However,
PeopleAdmin does not calculate the total of all percentages.

Edit each percent of time and duty, and/or click the Add Proposed Job Duties Entry button if you
need to add a new entry. You may copy and paste from another document.

You may Check spelling on the page by clicking the link at the top of the screen.

To delete an entry, click the Remove Entry? check box just below the entry you need to delete,
then click save or just click the Next>> button when you’re ready to move to the next tab. The
entry will be marked for deletion and then deleted at final approval in HR.

Actions Modify Existing Position and Submit Advertising Requisition | Division Secretary | Edit

Editing Action Proposed Job Duties
© Classification
¥ Check speling
© Position Details
Proposed Job Duties i
Proposed Job Duties e Check spelllng

© Supplemental Documenta Percent of total time: 60
@ Advertising Requisitio

© Applicant Documents

© Posting Specific Quest. Duty:

@ Search Committee Demog

Action Summary
[ Remove Entry?

Percent of total time:

Responsibility / Duty:

) Remave Entry?

Percent of total time:

Responsibility / Duty:

e To delete an entry, click the Remove Entry?
e check box just below the entry you need to
delete, then click save or just click the Next>>
button when you're ready to move to the next
tab.

e T p—

Responsibility / Duty:

7] Remove Eniry?

| Ada Proposed o Duties Enty

You may click the "Continue to Next Page” button to go to additional tabs.
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Supplemental Documentation

Although rarely used, on the supplemental documentation tab you may attach additional
documentation to send to Human Resources with your position request. Supplemental

documentation may include any supporting correspondence between department heads or cabinet
members approving the changes.

(& Central Ohio Technical College HR Site = Action Edit :: PeopleAdmin - Windows Internet Expl

File Edit View Favorites Tools Help

zg

[ x @yConvert ~ PRselect

@U - \g, https://cotc-sb.peopleadmin.com/hr/actions/50/ edit tab=4 -9 | =) ‘ ‘y‘ X H-Tl Google £ -
¢ Favorites o5, [l Leave Request Home (2 http--hr.osu.edu-policy-p... @& http--hr.osu.edu-Policy-e.. | http--oaa.osu.edu-assets-.. g} The Curious Bank Person... [JJ] Central Ohio Technical C... & eReports - The Ohio State ..

{& Central Ohio Technical College HR Site = Action ...

Editing Action

© Classification
© Position Details

@ Proposed Job Duties
O Advertising Requisitio._.
@ Applicant Documents

O Posting Specific Quest...

Action Summary

Supplemental Documenta...

@ Search Commitiee Demog...

B - ~ [ @ v Pagev Safety~ Tooks~ @<

Position Descriptions Classifications | My Profile Help

Faith Phillips, you have 0 messages. | Supenisor/Manager[¥] & logout ifphillip)

Actions | .. | Modify Existing Position and Submit i isition / Financial Aid Coordi I Edit

Supplemental Documentation Save

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

Document Type  Name Status (Actions)
Organizational Chart Actionsy

Memo Actions

€ Internet | Protected Mode: On 3 v ®10%

W =8 BB 0

To attach a document, hover your cursor over the Actions link next to the document type to select
the appropriate option to upload an electronic document, or, you may cut and paste a
document by choosing “Create New"”. Be sure you click the “Save” link button to confirm
your document attachment(s), then click “Next”.

Once a document is attached, you can view or remove it by selecting the appropriate option on the
Supplemental Documentation tab.

PeopleAdmin User’s Guide
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Advertising Requisition Form

If you are requesting to fill a position, you will need to fill out the advertising requisition form. If
you are not filling your position, you may continue to the next page.

(€ Central Ohio Tec! lege HR Site = Action Edit = PeapleAdmin - Windows Intermet Explorer T —— - | (] e S
File Edit View tes Tools Help @3Convert ~ [ Select

@Uv [&] https.//cotcb.peopleadmin.com/h/actions/50/ edititab=5 -8 | &“,‘ % | [28 Googe p -

oy Favorites 75, [l Leave Request Home (2 http--hr.osu.edu-policy-p... &) http--hr.osu.edu-Policy-e.. ] http--0aa.osu.edu-assets-.. [} The Curious Bank Person... [JJ] Central Ohio Technical C... 2] eReports - The Ohio State

. W ®
& Central Ohio Technical College HR Site s Action ... i v B v = g v Pagev Sefetyw Tools+ @+

Editing Action Advertising Requisition Form sae | [=<pev |

@ Classification .
¥ Check spelling ]
@ Position Details
© Proposed Job Duties Advertising Requisition Form
@ Supplemental Documenta... Posting date:
Advertising Requisitio... X
Closing date:
@ Applicant Documents

Open Until Filled: B
@ Posting Specific Quest...

@ Search Committee Demog...

Action Summary X )
Special Instructions to
Applicants:

[7] Careerbuilder com
[T Columbus Dispatch
[T Coshocton Tribune
[ HigherEdJobs.com
[T InsideHigherEd
Ifyou plan fo E!dvenise [T Mount Vernon News
E’::‘;r::ilsvi'“g'::::rfege [7] National Association of Multicultural Education (NAME)
[7] Newark Advocate
[7] Ohio Diversity Ofiicers Collaboration (ODOC)
[l Pataskala Standard
[Z] The Chronicle of Higher Education
[] Zanesville Times Recorder

@ Internet | Protected Mede: On fa v~ H100% -

one
£

The Posting and Close date fields are dates you can enter to allow the system to automatically post
your job on the web for applicants to begin applying once the advertising requisition is approved
and position is posted. The Close Date (unless Open until Filled is checked) will automatically close
your job on the date entered.

You will need to enter details of any specific instruction or required document an applicant should
attach in the “Special Instructions to Applicants” field.

If you plan to advertise externally, you may choose from the source list (maximum of three) or
indicate sources not listed in the applicable field.
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Advertising Requisition Form - Continued

4 Central Oho Technical Coliege HR Site = Action Edit = Peopledmin - Windows Intermet Expiorer T

Fle Edt View Favortes Took Help X @Conven v Mscect

i Fovorites s 1 Leave Request Home 2 http--h.osu.edu-policy o Policy-e... & hitp ... @ The Curious Bank Pesson... [Jll Central Ohio Technical C... 2 eReports - The Ohio State .
1 Centrsl Ohio Technical College HR Ste = Action .- a-8-

OO = (2 s/ o propemincom v cicn

T3 | % (28 Googee P~

U @ v Pagev Safetyv Toolsw v

| Careerbuilder. com
Columbus Dispatch

| Coshocton Tribune
] HigherEdJobs.com

If you plan to advertise | D it

“Lm_w. bl | Mount Vemon News

‘adverising sources: National Association of Multicutural Education (NAME)

] Newark Advocate
] Ohio Diversity Oficers Collaboration (ODOC)
| Pataskala Standard
1 The Chronicle of Higher Education
| Zanesville Times Recorder

Please list any other
advertising sources:

Direct Hire? =]

PeopleA(h’h Better Talent Better Future Copyright 2012 All Rights Reserved Lastreresh: 0810772012 1216 P

Internet | Protected Mode: On G-

Select "NO” at the Direct Hire drop-down link. Save and click *“NEXT".

/& Central Ohio Technical College HR Site 5 Action Edit  PeopleAdmin rer = | | e
File Edt View Favorites Tools Help [ x @ycomven ~ [RSelect
@U - \g, hitps://cotc-sb.peopleadmin.com/hi/actions/48/edit7tab=6 A | ‘ =] ‘ ‘y‘ X Google Rl
i Favorites 5% (] Leave Request Home g | http—-hr.osu.edu-policy-p... | http--hr.osu.edu-Policy-e.. g | http—-oaa.osu.edu-assets-... ) The Curious Bank Person... [Jl] Central Ohic Technical C...  &| eReports - The Ohio State .. =

25 - | 4 Centrel Ohio Technical . |

@ Acadenmic Calendar - Univ...

&

~ B v oS-

Page~ Safety = Took~ @+

Inbox |- PeopleAdmin

POSITION MANAGEMENT ¥
Position Descriptions Classifications | My Profile Help

Faith Phillips, you have 0 messages. | Supenisor/Manager[v] &  logout (fphillip)

Actions | ... | Medify Existing Position and Submit Advertising Requisition / Financial Aid Coordinator / Edit

m

Editing Action Applicant Documents

© Classification
Order Name Included? Required?
© Position Details
& Proposed Job Duties 1 Resume/Curriculum Vitae i} [}
& Supplemental Documenta...
@ Adveriising Requisitio... 2 Cover Lefter o &) L
Applicant Documents
3 Other Document o [m]

@ Posting Specific Quest..

Search Committee Demog.. or Cancel

Action Summary

Dene

€ Intemet | Protected Mode: On A v HIN% v
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The Included and Required Applicant Documents fields will allow you to specify which
documents you would like an applicant to attach when they apply to your job. By checking a
document under “Included”, applicants will have the option to attach, but are not forced to attach.
By checking a document under “Required”, applicants will be required to attach these
documents before they can complete applying to your job. Select “Save”, then click “Next.

g Central Ohio Technical College HR Site = Action Edit :: PeopleAdmin - Wi =nra g
Fle Edit View Favortes Tools Help | % @ Comvert = PiSelect
& () = [&] nttpsi/cotcsb peopleadmin.com/ h/actions 40/ ecit tab=7 - B[ 2[4 ] x|[4 ceogte o~

<l Favorites 55 [H] Leave Request Home @] http--hr.osu.edu-policy-p... | http--hr.osu.edu-Policy-e.. | http--oaa.osu.edu-assets-.. g} The Curious Bank Person... [Jl] Central Ohio Technical C.. ] eReports - The Ohio State ...

58 - | @ Central Ohio Technical ... x | @& Academic Calendar - Univ... -~ v [ dsh v Pagev Safety~ Tools~ @+

Position Descriptions Classifications | My Profile Help

Faith Phillips, you have 0 messages. SupervisnrfManagarE € logout (fphillip)

Actions | ... | Modify Existing Position and Submit g R ! Financial Aid C | Edit
Editing Action Posting Specific Questions
@ Classification - R
Add a question
© Position Details
© Proposed Job Duties Position Required Category Question Status

@ Supplemental Documenta...

@ Advertising Requisitio... L4

@ Applicant Documents
Posting Specific Quest...
© Search Committee Demog...

Action Summary

@ Internet | Protected Mode: On v ®100% v

el N

To add supplemetal questlons based on the posting qualifications, click on the “Add a quest|on” link
to select from available supplemental questions that applicants must respond to for consideration.
Enter a key word to locate specific questions.
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@ ‘Central Ohio Technical College HR Site = Action E

copleAdmin - Wi lorer

L | )

File Edit View Favorites Tools Help [ x @iConvert ~ [Select
@uv \g https://cotc-sb. lead om/hr/actions/49/edit format=htm|&a it &eic ntroller= s 1=add_ b=7 ~ 9 \ @\‘1\ x\ 2§ Google o~
¢ Favorites 55 [H] Leave Request Home | hitp--hr.osu.edu-policy-p... & hitp--hr.osu.edu-Policy-e.. @] http--oaa.osu.edu-assets-... @) The Curious Bank Person... [Jl] Central Ohic Technical C.. ] eReports - The Ohic State ... =

88+ | @ Central Oio Techrical .. | @ Academic Calendar - Univ.. |

B~ v [ dh v Pagev Safetyr Tookw @+

Add a Question

Available Supplemental Questions

E Keyword:
Question

Category: | Any
Add Category

Editing Action
Classification

Position Details

Proposed Job Duties
Supplemental Documenta...

Advertising Requisitio...

000 C e

Applicant Documents
Posting Specific Quest...
@ Search Committee Demog...

Action Summary

Actions | ... | Modify Existing Position and Submit /

1 Please describe the attributes that will make you a strong candidate for this position

Uncategorized Do you have higher education teaching experience?

Uncategorized Do you like to work weekends?

Uncategorized Do you have higher education experience?

Uncategorized Do you have previous security related experience?

Do you have led,

and experience with on-line interactive student information systems?

1 Do you have with MS Office suite of products?

Uncategorized Are you a Professional Engineer (P-E J?

Uncategorized Do you have a minimum of two years exp in a Higher

experience in Student Records/Registration?

and

1 Do you have

of Microsoft Office Word and Excel and computer data entry experience?

Uncategorized

years exp in a Higher

L Do you have an ite's degree and/or equivalent combination of education and experience?,

Uncategorized Do you have a Master's degree in engineering technelogy, or related field or currently enrolled in a

regionally accredited Master's degree program ?

Uncategorized Do you currently hold a Ph.D. or are you A B.D?

OO0 OO0 0 0 3 o0ooOoOoOog

Uncategorized Do you have a Master's degree in special education, social sciences, rehabilitation, or an
7

equivalent of education and

Displaying 1 - 15 of 566 in total
S

e simim | Mot

Do you have a Bachelor's degree or significant experience in Student Affairs and a minimum of two
her Ed ?

Inbox

‘Watch List

PeopleAdmin

sssages. | Supenisor/Manager[~| € logout phillip)

I

Add a qu

Status

.

]

€ Intemet | Protected Mode: On

-

H100% ~

Click on the “"Add a Question” at the bottom of the screen to add a supplemental question not listed
on the available supplement questions.

PeopleAdmin User’s Guide
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Search Committee Information

If you are using a search committee, which is required for faculty and director-level staff positions,
you will need to enter information about each member on the Search Committee Information tab.

/& Central Ohio Technical College HR Site & Action Edit & PeopleAdmin - Wi o
File Edit View Favorites Tools Help | % @ convert + Flselect
@U' [IE] hitps://cote-sb peapleadmin.com/hi/sctions 4/ edititab=8 - ale[a]x] 29 cocgie o~

< Favorites - 55 (Bl Leave Request Home ] http--h du-policy-p.. €] http--hr.osu.edu-Policy-e... ] http--oaa.osu.edu-assets-... | The Curious Bank Person... [l Central Ohio Technical C.. ] eReports - The Chio State ...

= >
25 - | & Central Ohio Technical .. % & Academic Calendar - Univ... b v Pagew Sofetyv Took~ @

g&f[‘é& W 0 ANAGEMENT ¥

Position Descriptions Classifications | My Profile Help

Faith Phillips, you have 0 messages. | Supenisor/Manager[=] & logout (fphillip)

Actions | ... | Modify Existing Position and Submit Advertising Requisition / Financial Aid Coordinator | Edit

n

Editing Action Search Committee Demographics Save

© Classification
Search Committee Information
© Position Details

@ Proposed Job Duties Add Search Committee Information Entry

save | [ << prev | [EESS
& Supplemental Documenta. .. -

& Advertising Requisitio..

& Applicant Documents
& Posting Specific Quest...
Search Committee Demog...

Action Summary

@ Internet | Protected Mode: On 43 v ®100% v

Click on Add Search Committee Information Entry and enter the requested information.

Click Add Entry to save the information. Repeat these steps for each member of the search
committee.

Save and Click the “"Next” page button.
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Saving/Approving the Position Description & Advertising
Requisition

After clicking to Next page button, you should see a screen similar to the following. Scroll down
through this screen to review the information you entered.

& Central Ohio Technical College HR Site = Action Show = PeopleAdmin - Wi = | @ |
File Edit View Favorites Tools Help \ % @ Convert ~ [H)Select
@U + [ https//cotc-sb.peoplesdmin.com)hi/actions/49 - B[E[%]x|[2 coogte Rl

< Favorites 55 [H] Leave Request Home ] http--hr.osu.edu-policy-p... & http-hr.osu.edu-Policy-e.. ] http--oaa.osu.edu-assets-... &) The Curious Bank Person... [Jl] Central Ohio Technical C.. ] eReports - The Ohio State ...
B8]~ @ Central O Technical .. * | & Academic Colendar -Univ.. fi ~ B ~ = @ v Pager Sofeyr Toosr @+ 7

Inbox | PeopleAdmin

‘Watch List POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help

Faith Phillips, you have 0 messages. SuperwsovfManagevE € logout fphillip)

Actions | ... | Modify Existing Position and Submit I Financial Aid Ci ! Summary Search Results: Previous | Next

Modify Existing Position and Submit Advertising
Requisition: Financial Aid Coordinator (Main)  Edit
Current Status: Draft

Position Type: Main Created by: Faith Phillips
Department: Financial Aid Owner: Faith Phillips
Summary Histary Settings

& Classification Edit

Classification Details

Classification Title: Financial Aid Coordinator

Classification Code: 396
Working Title:
FLSA: Exempt

€ Internet | Protected Mode: On

2R =

The last step is to select one of the choices by clicking the Take Action on Action button at the
top right of the page. You may choose Keep working on this Action, Cancel Action, or
Reports to President (Move to Reports to President), which forwards this position to
the next level for approval.

Inbox | PeopleAdmin

Watch List POSITION MANAGEMENT v

Supervisor/Manager User, you have 0 messages. |SupenisorManager[¥] ¢ iogout

Take Action On Action v

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

Reports to President (move to
Reports to President)

The position description and advertising requisition will be routed for approval. If any changes are
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required, you will be notified by the approver via PeopleAdmin or email/direct conversation.

Once all approvals have been obtained, Human Resources will prepare the job posting in
PeopleAdmin and route to Supervisor/Manager for approval.

PeopleAdmin User’s Guide Page 18



Modify Existing Position Description (No Advertising Requisition)

This is the process to use to update a position description without advertising a job opening.

Under Position Descriptions in the orange header, click on Position Descriptions. Then click on
Main.

e [EEITDYNERNONN | Clossifications | My Profle  Help
Main

SupervisoriManager User, you have 0 messages | SupenisorManager¥] € iogou
Main Actions

Main Actions

Search: [:Seareh |  wore searcn cotens

You will then see a list of the positions with which you may work.

Inbex | Peoy

ZUOH | Classifications | My Profils

SupervisariManager User, youhave O nesssges.  SupsnasianagH[E] ¢ legout

Pasition D
Main Position Descriptions
e e S search: Sean]
Al Positions. o
& Saved Search "All Positions™ lubeliog
Classification Pasition Employee Employee Last
Code taumber © tarme Last Updted
5 12000851 pm

s Your screen should like this but =~ fezamesn =
your list of positions will differ.

From this screen you may choose the position to modify or search for it using the search box. There are more
search options just to the left of the search box. However, in this training example the “Division Secretary”
position is chosen simply by clicking the classification title.

Inbex | PeopleAdmin

ZUOH | Classifications | My Profis  Help

SupervisariManager User, youhave O nesssges.  SupsnasianagH[E] ¢ legout

Main Position Descriptions

Open Saved Search v Search: Search
Al Positions. o
© Saved Search "All Positions” Lubciom
Cusacaton Twe Workng e === E— = T Lostupastea hetons)
o = e . Click the title to choose. CaTEE T

The resulting screen should look like this but with the position description you selected. Scroll down through
your screen to review the entire description for the position you selected.
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inbox .| PeopleAdmin

[ITAEET | | POSTION MANAGEMENT ™

IEL PG | Classifications | My Profile  Help

Supervisor/Manager User, you have 0 messages. | SupenisorManager[¥] & logout

D Position Description: Division Secretary (Main)
Current Status: Active
= PrintPraview (Employee View)
Position Type: Main Created by: System Generated
Department Academic Affairs

& PrintPreview
& Modiy Existing Position and Submit Advertising
Requisition

% Wodify Existing Position (no Advertising Requisition)

Summary History

@ Classification

Classification Details

Classification Title: Division Secretary
Classification Code: 65
Working Titie:
FLSA: Non-Exempt
Position Type: Staff
Senior ABP? Ne

Next, choose Modify Existing Position (no Advertising Requisition) and the following screen will result:

Home [[OSTTSMVSSSINONS | Classifications | My Proile  Help

- Ele koo

Start Modify Existing Position (no Advertising Requisition) Action on Division Secretary?
Once it as been started, 11is action wil lock e POsMion dESCrIBtion from oher UPJATeS Unti he action has compieted

start

Click Start and the following screen, the Classification section, will result:

Home |[LESUTEREEMINRERM | Classifications | My Profle

Classification | save |
Selected Classification
Classicalion Detais HR edits the classification
R when needed. So click
Classification Titke: Division Secretary k
st coae either Next>> button to
Working T move to Position Details.

LS Non-Exempt

Position Type: st
Senior ABP?
Hirng Range:

Job Famiy:

Only HR can edit the classification so just click one of the Next>> buttons and you’ll land on the
following screen where you see the POSITION DETAILS.
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On the next page of this guide, review the callouts on the Position Details screenshot below
which notes the fields that HR edits; you can edit all the fields except those noted. When you're
done click the Next>> button at the top right or bottom right of the screen.

TIP
You can go through each tab of the position description and update anything that has
changed on the position. Or, for example, if you only need to add or change job duties,
you can go to that tab directly and just modify the job duties that you are changing.

PeopleAdmin User’s Guide Page 21



You will be able to either click directly to the tab

you wish to modify or you can go through each
page and update anything that has changed on the mbox. .| PeopleAdmin
position. For example, if you only want to add or T —
change job duties, you can go to that tab directly and
just modify the job duties that you are changing. Supervisorfanager User, you v 0 messages. ¢ ogou

Actions ! ... | Modify Existing Positi Ivertising Requisition) | Division Secretary / Edit

Editing Action Position Details

@ Classification
" Check speling [¥]
Position Details
* Required Information
@ Proposed Job Duties
Employee Information
© Supplemental Documenta...

Action Su,—nmaw Employee First Name: .
cpoyee astriame: | 1R €0its employee name
Employee ID: and ID data.

Position Infermation

Classification Title: Division Secretary

Classification Code: 365

FLSA: Non-Exe ot o .
e HR edits the fields between the arrows.
Position Type: Staff
Senior A&P? No

* Working Title (from title):
Working Title: Division Secretary
Position Number: ACADDSEC42020

Position Status: Reaular M

: Position Number:

HR edits the position number.

* Poston Status:

Hiring Range (from title):

Hiring Range: HR edits the hiring range.

* RulTmePatTime:

Closure Codes:
: FIE
" CostShare Positon?

(Full-Time Faculty Only)

,_.
5

* Contract Length:

Department Information

TFree text field “l
Contact(s):
Contact
PhoneExtersion, oo oea

Contact Email: emailaddress@zed zed

Supervisor Name: Dr. Doctor
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Job Duties

After continuing to the next page, you will be on the “"Proposed Job Duties” tab.

On this screen, please list in order of importance, and in detail, the job function and duties assigned
to this position and estimate the percentage of time given to each function.

Note: Percentage of total time for all job duties should equal 100%. However,
PeopleAdmin does not calculate the total of all percentages.

Edit each percent of time and duty, and/or click the Add Proposed Job Duties Entry button if you
need to add a new entry. You may copy and paste from another document.

You may Check spelling on the page by clicking the link at the top of the screen.

To delete an entry, click the Remove Entry? check box just below the entry you need to delete,
then click save or just click the Next>> button when you’re ready to move to the next tab. The
entry will be marked for deletion then be deleted at final approval in Human Resources.

Actions Modify Existing Position and Submit Advertising Requisition | Division Secretary | Edit

Editing Action Proposed Job Duties
© Classification
¥ Check speling
© Position Details
Proposed Job Duties i
Proposed Job Duties e Check spelllng

© Supplemental Documenta Percent of total time: 60

Action Summary
[ Remove Entry?

Percent of total time:

Responsibility / Duty:

) Remave Entry?

Percent of total time:

Responsibility / Duty:

e To delete an entry, click the Remove Entry?
e check box just below the entry you need to
delete, then click save or just click the Next>>
button when you're ready to move to the next
tab.

Responsibility / Duty:

7] Remove Eniry?

| Ada Proposed o Duties Enty

[FSEeTl oo |

You may click the “"Continue to Next Page” button to go to additional tabs.
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Supplemental Documentation

On the supplemental documentation tab you may attach additional documentation to send to
Human Resources with your position request. Supplemental documentation may include any
supporting correspondence between department heads or cabinet members approving the changes.

(@ Central Ohio Technical College HR Site = Action Edit :: PeopleAdmin - Windows Internet Expl =il g

File Edit View Favorites Tools Help | % @ Convert = PiSelect
@U =[] https./cotc-sb.peopleadmin.com hr/actions/50/ edititab=4 - alzalax | [#9 Google o~

¢ Favorites - ¢l [H] Leave Request Home ] http--hr.osu.edu-policy-p... & http--hr.osu.edu-Policy-e... ] http--oza.osu.edu-assets-... ) The Curious Bank Person... [Jl] Central Ohio Technical C.. ] eReports - The Ohic State ...

{& Central Ohio Technical College HR Site = Action (IR - ) d® v Pagev Safetyr Tools~ @~

Position Descriptions Classifications | My Profile Help

Faith Phillips, you have 0 messages. SupervisnrfManagarE € logout (fphillip)

Actions | ... | Modify Existing Position and Submit Ry ! Financial Aid C I Edit

Editing Action Supplemental Documentation Save

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

© Position Details

Document Ty Name Status [Actions)
@ Proposed Job Duties [ L )
Organizational Chart Actions ¥

Supplemental Documenta...
Memao Actions v

@ Advertising Requisitio... L4

save | [ <<prev | b
@ Applicant Documents -

@ Posting Specific Quest...

©@ Search Committee Demog...

Action Summary

@ Internet | Protected Mode: On v B100% v

27)W = & B 0

To attach a document, hover your cursor over the Actions link next to the document type to select
the appropriate option to upload an electronic document, or, you may cut and paste a
document in the “Create a New Memo” section. Be sure you click the “Save” link button to
confirm your document attachment(s), then click “Next”.

Once a document is attached, you can view or remove it by selecting the appropriate option on the
Supplemental Documentation tab.
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Saving the Position

After clicking Next>> button, you should see a screen similar to the following. Scroll down through

this screen to review the information you entered.

| )
| x @jConvert - [select
@U < [ hitps./cotc-sb.peoplesdmin.com/hi/actions/49 B | [#q Goog= o -

o5 [H] Leave Request Home | hitp--h du-policy-p... &| http--hr.osu.edu-Policy-e.. &| http--oaz.osu.edu-assets-.. @) The Curious Bank Person... [Jl| Central Ohio Technical C.. &) eReports - The Ohio State ..

- ~ ] @ v Pagev Sefety~ Tools~ @+

' Favorites

‘Watch List

Position Descriptions Classifications 1 My Profile Help
Faith Phillips, you have 0 messages. SupervisovfManagevE € logout (fphillip)

Actions | ... I Modify Existing Position and Submit I Financial Aid Ci ! Summary Search Results: Previous | Next

D After reviewing the data click the Take Action on Action button -

Current Status: Draft

Position Type: Main Created by- Faith Phillips
Department- Financial Aid Owner: Faith Phillips
Summary History Settings

& Classification Edit

Classification Details

Classification Title: Financial Aid Coordinator

Classification Code: 3%
Working Title:
FLSA: Exempt

€ Intemet | Protected Mode: On fa v B00% v

The last step is to select one of the choices by clicking the Take Action on Action button at the
top right of the page. You may choose Keep working on this Action, Cancel Action, or
Reports to President (Move to Reports to President), which forwards this position to
the next level for approval.

Inbox | PeopleAdmin

Watch List POSITION MANAGEMENT ¥

Supervisor/Manager User, you have 0 messages. | SupenvisorManager [»| ¢ logout

Take Action On Action »

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

Reports to President (move to
Reports to President)

The position description will be routed for approval. If any changes are required, you will be
notified by the approver via PeopleAdmin or email/direct conversation.
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Establish a New Position Description

For newly created positions at the college, Human Resources first will set up the fundamentals such
as classification, position number and hiring range and inform you when its ready. As a
supervisor/manager you will then simply follow the procedures for modifying an existing position

outlined in the previous sections.
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REVIEWING APPLICANTS

After logging in to the system, you can move your cursor over the “Postings” link on the
navigation bar then click "Main” to view postings at the different work-flow stages.

Posted or Active Postings: Postings that are Active are either currently posted on the applicant
site, or no longer posted but contain applicants still under review.

Draft Postings: These are postings that are not currently approved by HR or are waiting to
appear externally based on the Position Open Date.

Closed Postings (removed from web): Postings that are filled or cancelled will be here.
Direct Hire Postings: These are postings normally for temporary appointments that are not

posted on the applicant portal. Selected applicants submit application materials to the direct hire
posting link for review.

Viewing Applicants to your Active Postings

e —
@ Central Ohio Technical College HR Site 1 Posting Index : PeopleAdmin - Windows Internet Explorer T e s et
File Edit View Favorites Tools Help \ % @ Convert ~ [ Select

@'\)‘- [&] netps:/c

¢ Favorites 5% [ Leave RequestHome g hitp--hr.osu.edu-policy-p... &) http--hrosu.edu-Policy-c.. &] http--oaa.osu.edu-assets-... @) The Curious Bank Person... [Jl] Central Ohio Technical C.. & eReports - The Ohio State ...

otc-sb. Jhr/postingsTs?%5BK%5D=Eposition_type_id=1&ab=&job_application_id=Biconnect with=&action_definition_id=Bcommit=Searchis’t ~ (& | @“f‘x”-‘—l&‘oog“s R

_ »
/& Central Ohio Technical College HR Site : Posting .. - v [ @@ v Pagev Safetyv Toolsv @+

Inbox | PeopleAdmin

_Wﬂlcll List APPLICANT TRACKING v

Postings Hiring Proposals | My Profile Help
Faith Phillips, you have 0 messages.
Set drop down to
Postings | Main
“ : P
Applicant Tracking’
Main Postings
(e S e Search: | | [Seach | fidre search options
Ad hoc Search @  Active Postings
Ad hoc Search (3 ltems Found)  Save this search?
[ Working Title Position Number Posting Number Active Applications. Posted Date Department Workflow State (Actions)
[C] srFinancial Ald Acvisor  FAIDSADV151050 PATO0001P 1 08/13/2012 03:41 PH Financial Aid Posted Actions v
[ Financial Aid Coordinator ~ FAIDCOORD51050 PA700005P 1 08/24/2012 01:31 PH Financial Aid Posted Actions v
[C] srFinancial Ald Avisor  TEMFAIDSADV251050 PATO0010P 1 08/27/2012 02:00 PH Financial Aid Approved for Direct Hire Actionsy
i) Error on page. €D Internet | Protected Mode: On 5 v H100% ~
m - =
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Viewing Applicants to your Active Postings - continued

{& Central Ohio Technical Callege HR Site :: Posting Index = PeopleAdmin - Windows Intemet Explorer

mg

File Edit View Favorites Tools Help

[[ x @jConver ~ PRselect

@U' [&] https://cotc-sb /hi postings?s%5Bk%5D: n_type.id=1&tab=&job_spplication_id=Blconnect_with=Raction_definition_id=&commit=Searchés’ ~ & | & [ é#] x| [*9 Googie

R
¢ Favorites - 57 [H] Leave Request Home | hitp--hr.osu.edu-policy-p... @ http--hr.osu.edu-Policy-e... @] http--oaa.osu.edu-assets-.. |G The Curious Bank Person... [JJ] Central Ohio Technical C.. g eReports - The Ohio State ...
— = »
| @ Central Ohio Technical College HR Site : Posting .. | & - - [ @ v Pagev Safety~ Toolsv @~

Inbox | PeopleAdmin

Watch List APPLICANT TRACKING v

Postings Hiring Proposals | My Profile Help

Postings | Main

Main Postings

Open Saved Search ¥ search:| | ‘ Search ‘ Hide search aptions

Add Column: |Add Calumn [=]

Draft -
Approved for Later Posting =)
Approved for Direct Hire

Posted 2

Position Number: | |

Workflow State:

Posting Number: | |
Financial Aid

Department:

Working Title: |

Ad hoc Search © | Active Postings

Ad hoc Search (3 ltems Found)  Save this search?

Faith Phillips, you have 0 messages. |Supenisor/Manager[+] & logout (fphillip)

]

& Internet | Protected Mode: On

P E =B

a v R100% -

Click on the “More Search Options” link to review the postings at the appropriate status. To view the
details of a specific posting and/or applicant materials, click on the box beside the posting link, then

hover your cursor over the “Actions” link and select from available search options.

Click on the posting title to view the details of a specific posting then “Applicants” at the top of the
posting bar to view application materials of active applicants. See available sort options (first/last

name) and other options listed beside each link above the applicant listing.
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Viewing Applicants to your Active Postings - continued

& Central Ohia Technical College HR Site 1 Job application Index - PeopleAdmin - Windows Intemet Explorer -
File Edit View Favorites Tools Help % @ Convert ~ [ Select
@\J = [ nttps://cotc-sb.peoplesdmin.com/ hr/postings/1626/job_spplications EECREET R

»

75 [MI Leave Request Home & http--hr.osu.edu-policy-p... &) http--hr.osu.edu-Policy-¢.. & http--oaa.osu.edu-assets-.. @) The Curious Bank Person... [Jl] Central Ohio Technical C.. &) eReports - The Ohio State ..
% v B - = & v Page~ Safetyr Tooksv @+

Postings Applicants Hiring Proposals | My Profile M__

Sherry Abbott, you have 0 messages. | Human Resources E| ¢ logout

7z Favorites

/€ Central Ohio Technical College HR Site :: Job app...

Postings | Main | *Test posting (Posted) | Applicant Review

D Posting: *Test posting (Main)  Edit

Current Status: Posted
& See how Posting looks to Applicant
Position Type: Main Created by: Sample Human
Department: Extended Campus Resources & Print Preview (Applicant View)
Owner: Human Resources 2 Print Preview
Summary History Settings Applicants Reports Hiring Proposals Associated Position Description

Open Saved Search v Search:| | [[Seach| More search options

Active Applications (%)

& Saved Search: "Active Applications” (1 liem Found) @
[ Last First Supplemental question Application Workflow State Workflow State (Actions)

Name Name Documents Score Date (Internal) (External)

August 07, 2012 at 01:55 Actic
] Applicant Sample 0.0 Dmg Recommend for Hire In Progress clonsy
D Internet | Protected Mode: On 45+ H100% ~

W = B "D
The posting data is divided into tabs, listed across the top, starting with "Summary”. The
Applicants tab is a listing of who has applied to this posting. Additional information is also provided
on this screen, including their date applied, status, etc. You may click through the other tabs at the
top of the screen to view more details about the Posting, including history and saved reports.

See additional screening and download options available at the drop-down link below.
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Viewing Applicants to your Active Postings - continued

& Central Ohio Technical College HR Site = Job application Index « PepleAdmin - Windows Intemet Exlorer I w o T |
File Edit View Favorites Tools Help % @ Convert v [ Select
& () = [&] nttpsy/cotcsb peopleadmin.com/ h/pestings/812/job._spplications - B[2]4] x| ceoste |

<l Favorites 5 [H] Leave Request Home g http--hr.osu.edu-policy-p... ] http--hr.osu.edu-Policy-e.. ] http--oaa.osu.edu-assets-.. G The Curious Bank Person... [Jl] Central Ohio Technical C.. ] eReports - The Ohio State ...

»

| @ Central Ohio Technical College HR Site : Job app... i v B v ) @ v Pagev Safetyv Tools~ @~

D Posting: Head Coach, Women's Softball (Main)

Current Status: Closed/Removed from Web
See how Posting loaks to Applicant

Position Type: Main Created by Sherry Abbott

Department- Athletics Owner- Human Resources = Print Preview (Applicant View)
=

Summary History Applicants Reports Hiring Proposals Associated Position Description

Open Saved Search v Search: Search More search options

Active Applications

m

& Saved Search: "Active Applications” (2 liems d Actions
GENERAL
Last First ‘Supplemental question " ‘Workflow State Workflt  Review Supplemental )
5 Name Name Documents Score Application Date {Internal) {Extern Question Answers
December 18, 2011 at 04:33 Download Supplemental
Starcher Don 00 Referred to Department InProg|  Question Answers
pm
November 16, 2011 at 05:40 Export results
[ west Jennifer 00 Referred to Department In Prog
pm BULK

Download Applications as
PDF

Create Document PDF per
Applicant

@ Internet | Protected Mode: On v H100% v

From the screen shown above you may perform a number of tasks,
including:

e Sort and view applicants by different criteria

e Print applications and documents

e Change an applicant’s status
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Sorting & Filterin Appllcants by Different Criteria

{& Central Ohia Technical College HR Site :: Job application Search & imin - Windows Internet Explorer
File Edit View Favorites Tools Help % @ Convert ~ [B Select

- @[B[6]x

¢ Favorites 5/ [H] Leave Request Home & http--hr.osu.edu-policy-p... &) http--hr.osu.edu-Policy-e.. &] http--oaa.osu.edu-assets-.. @) The Curious Bank Person... [Jl] Central Ohio Technical C.. & eReports - The Ohio State ...

Soogle o |

@\J = [ nttps://cotc-sb.peoplesdmin.com/ hr/postings/698/job_spplications

(@ Central Ohio Technical College HR Site = Job app... fp v B v 1 @ v Pagev Safetyv Toolsv
Department: FORENSIC SCIENCE Owner: Human Resources = Print Preview W
TECHNOLOGY
Summary History Settings Applicants Reports Hiring Proposals Associated Position Description
Open Savea|search v Search:| | [[Seach| wore search options |

Ad hot Search (x]

Ad hoc Searghy(17 llems

und) Save this search?

X ;i;:e Documents ;gz‘:me"m ueston Grenl AL mt’::::;; s m{:&‘:; e thctons)
Michelle 0.0 August17,2011at0453pm  Under Review In Poal In Progress Actions¥ 1
Ackerman George 0.0 Way 26, 2012 at 10:29 am Under Review In Pool In Progress Actions
Adkins Jefirey 00 ::emberog‘ 20110845 fer Review In Pool In Progress Actionsy
Akhtar Anmad 0.0 July 26,2011 at12:18 am Under Review In Pool In Progress Actionsv
Bullock Elicia 00 July 25,2011 at 09:39 pm Under Review In Pool In Progress Actionsv
Campagna Anthony 0.0 August10,2011at09:22am  Under Review In Pool In Progress Actions
Cleveland Barbara 00 October 06, 2011 at 02:54 pm  Under Review In Poal In Progress Actions v I
Culver Mark 00 August18,2011at08: 14 pm  Under Review In Poal In Progress Actionsy
Dadisman Michelle 0.0 :;memherﬂ&, 2011 8t03:21 Under Review In Pool In Progress Actionsy
Davis Lucy 00 August04,2011 at0452pm  Under Review In Fool In Progress Actions v
Henthorn Jason 00 July 17,2011 at 09:53 pm Under Review In Pool In Progress Actionsy
Malone Amy 00 August 19,2011 at0558 pm  Under Review In Pool In Progress Actionsv i
D Internet | Protected Mode: On 4 - -

To sort applicants by Name, Date Applied, etc., click the arrow at the top of the data column you
wish to sort. The order in which applicants are displayed will change accordingly.
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Sorting & Filtering Applicants by Different Criteria - continued

{& Central Ohio Technical College HR Site = Job application Index :: PeopleAdmin - Windows Intemet Explorer o D |
File Edit View Favorites Tools Help % @Convert ~ [N Select
@U @[] https //cotc-sb.peopleadmin.com/hr/postings/699job_applications -5 ‘ B “,| X ]T] Google £ -
¢ Favorites 5l (M| Leave Request Home | hitp--hr.osu.edu-policy-p... @ http--hr.osu.edu-Policy-e... @] http--0aa.osu.edu-assets-.. |G The Curious Bank Person... [JJ] Central Ohio Technical C.. 2] eReports - The Ohio State ... .

= —
{@ Central Ohio Technical College HR Site :: Job app... i v B v = # v Pagev Safetyr Toolsv @+
Department: FORENSIC SCIENCE Owner: Human Resources £ Print Preview .
TECHNOLOGY
Summary History Settings Applicants Reports Hiring Proposals Associated Position Description
Open Saved Search v Search:| | [[Seach| Fide search opiiong
Add Column: [ Add Column [=]
Draft ion?: | r |
Inactive
Active/inactive:
Draft &
Under Review by HR (=
Workflow State:
Referred to Department
Under Review In Pool -
Active Applications (x] W
& Saved Search: "Active Applications" (17 lierms Found) @
Last First Supplemental question Workflow State Workflow State (Actions)
e Name Documents Score T (Internal) (External)
D Wolfe-White Jamie 0.0 June 04, 2012 at 11:36 am Under Review In Pool In Progress Actionsw
[ Ackerman George 0o Way 26, 2012 at 10:29 am Under Review In Pool In Progress Actions¥
O Proctor Donald 0.0 Way 07, 2012 at 12:25 pm Under Review In Pool In Progress Actions¥
[ spil Sarina 0o March 06,2012 at06:15 pm  Under Review In Pool In Progress Actions¥
November 17, 2011 at 09:17 Actic
[ Sstevens Lisa 0.0 Under Review In Pool In Progress clions v =
& Internet | Protected Mode: On G v ®10% -

a med gy

You may choose to show Active Applicants, Inactive Applicants, or both. This is performed by
clicking on both “Active/Inactive” (active Applicants are those still under review) and “Inactive
Applicants” (inactive Applicants are no longer under review) and the applicable Workflow Status.
Click “Search” to refresh the screen.
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Viewing and Printing Applications

To view a single application, click on the applicant’s last name from the "Active Applications"

screen.
& Central Ohia Technical College HR Site :: Job application Index = PeapleAdmin - Windows Internet Explorer T o o

File Edit View Favorites Tools Help % @ Convert ~ [B) Select

Soogle o -

@\J - |(¢ https://cotc-sb,peopleadmin.com/hr/postings/699/job_applications -~ 8 ‘ 2] “7| x |

¢ Favorites 5/ [l Leave Request Home i http--hr.osu.edu-policy-p... & http--hr.osu.edu-Policy-e... @] http--0aa.osu.edu-assets-.. |G The Curious Bank Person... [J] Central Ohio Technical C.. 2] eReports - The Ohio State ...

(& Central Ohio Technical College HR Site :: Job app... [ - = v Pagev Safetyv Tools~
Position Type: Main Created by Sherry Abbott =TI FTEVIEW [APPICATTT VIEwW) -
Department: FORENSIC SCIENCE Owner Human Resources & Print Preview
TECHNOLOGY
Summary History Settings Applicants Reports Hiring Proposals Assaciated Position Description
Open Saved Search v Searcll:\ \ ‘ Search | More search options
Active Applications o

& Saved Search: "Active Applications” (17 lierms Found) @

Last First ‘Supplemental question S Workflowr State Workflow State {Actions) =
O name Name Documents Score OPDRCHIiS [kt {Internal) (External)
Wolfe-White Jamie 00 June 04, 2012 at 11:36 am Under Review In Pool In Progress Actions v

1 Ackerman George 0o May 26, 2012 at 10:29 am Under Review In Pool In Progress Actionsy

O Prodor Donald 00 May 07, 2012 at 12:26 pm Under Review In Pool In Progress Actionsy

B sprui Sarina 00 March 06, 2012 at 06:15 pm Under Review In Pool In Progress Actionsvy
November 17, 2011 at 09:17 . Actionsy

[ stevens Lisa 0.0 Under Review In Pool In Progress: cuons
pm
Novemnber 09, 2011 at 08:45 A v

1 Adkins Jefirey 0.0 Under Review In Pool In Progress EoTS
am

O cievelang Barbara 0.0 October 06, 2011 at 02:54 pm  Under Review In Pool In Progress Actions¥
September 18, 2011 at 03:21 A

Bl Dadisman Michelle 0.0 . Under Review In Pool In Progress EoTS
pm

O walone Amy 0.0 August19,2011at05:58 pm  Under Review In Pool In Progress Actions¥

O cumver Mark 0.0 August 18,2011 at08:14 pm  Under Review In Pool In Progress Actionsv

[ Apend Michelle 0.0 August17,2011at04:53 pm  Under Review In Pool In Progress Actions ¥ i

https://cote-sb.peopleadmin.com/hr/job_applications/12177 @ Intemet | Protected Mode: On - -

™ =G TITEY
= | ] =" o202

After clicking on this link, the applicant’s application will appear in a new browser window.

& Central Ohio Technical College HR Site : lob application Show = PeopleAdmin - Windaws Internat Bxplorer T P=ron x|
File Edit View Favorites Tools Help % @jConvert ~ [ Select

@Qv [&) nttps://co

i Favorites 55 (B Leave Request Home | http—-hr.osu.edu-policy-p... | http—-hr.osu.edu-Policy-e.. @) http--03a.05u.edu-assets-...

<b.peapleadmin.com/hr/job_applications/ 12108 EIERE |29 Google o ~|

»

The Curious Bank Person, . Central Ohio Technical C... ] eReports - The Ohio State

»

(& Central Ohio Technical College HR Site :: Job app... i v B v 0 fh v Pagev Safetyv Took~ @@~

Postings Applicants Hiring Proposals | My Profile M =

Sherry Abbott, you have 0 messages. | Human Resources E ¢ logout
Postings | ... | Part-Time Faculty Forensic Science Technology (Posted) / Applicant Review | Jamie Woife White Under Review In Pool Search Results: Next
D Job application: Jamie Wolfe-White (Main) ke Action On Job Ap
Current Status: Under Review In Pool
Application form: General Application & View Posting Applied To
& Preview Application
Full name: Jamie Walfe-White Created by: Jamie Wolfe-White \T‘ Edit Application
Address: Owner: Supervisor/Manager
™) Reactivat

Username: jw306103 eectvate
Email:
Phone (Primary):
Phone (Secondary):
Position Type: Main
Department: FORENSIC SCIENCE
TECHNOLOGY
Summary Recommendations (0 of 0) History

© Personal Information

Personal Information
First Name: Jamie
Middle Name:
Last Name: Wolfe-White
Done €D Internet | Protected Mode: On ;-
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Viewing and Printing Applications - continued

To print @ PDF copy, hoover your cursor over the “Actions” link then select “Create Document PDF per
Applicant” or click the “Last Name” link to download/prlnt all appllcatlons as listed below.

(& Central Ohio Technical College R Site & Job application Index = PeapleAdmin - Windows Intemet Explorer (0 — oo |
File Edit View Favorites Tools Help & Convert + [ Select
G =[] netpsicotcsbp in.com/hr/postings/639/job_applications MERREET £~
¥ Favorites . 55 [H] Leave Request Home @] http--hr.osu.edu-policy-p... &] http--hr.osu.edu-Policy-e.. ] http--oaa.osu.edu-assets-... @ The Curious Bank Person... [Jl] Central Ohio Technical C.. &) eReports - The Ohio State ... -
/& Centrsl Ohio Technical College HR Site = Job spp... fi ~ B - 1 d® v Pagew Safetyr Tools~ @+

Open Saved Search v Search: Search |  More searc
Active Applications
& Saved Search: "Active Applications” (] Actions
GENERAL
Last First Supplemental question Workflow State Workfl  Review Supplemental )
O ame Name Documents Score AR (Internal) (Extern  Question Answers
HEd| “White Jamie 0.0 June 04,2012at11:36am  Under Review In Pool InProg Download Supplemental
ks Question Answers
o George 00 May 26, 2012 at 10:28 am Under Review In Pool INPIOg  Exnort Aoplicants without
B Procto Denald 00 May07,2012at1225pm  Under Review In Pool InProg EMal
Export results
[ spril Sarina 00 Warch 06, 2012 at 06:15 pm Under Review In Pool InProg
BULK
November 17, 2011 at 09:17
[ Stevens Lisa 00 om Under Review In Paol InProg  Nove to Posting L
November 09, 2011 at 08:45 WMave in Workdlow
[ Adkins Jefirey 00 m Under Review In Pool InProg| Email Applicants
Download Applications as
O cleveland Barbara 00 October 06,2011 at 02:54 pm  Under Review In Fool InProg| pPDF
September 18, 2011 at03:21 Create D it PDF py
[ Dadisman Michelle 00 . Under Review In Paol nProg osicant =
pm
B Malone Amy 00 August19, 201121 0558 pm  Under Review In Paol In Prog I
O cuner Mark 00 August 18,2011a108:14 pm  Under Review In Pool In Progress
E Avend Hichelle 00 August17, 201150453 pm  Under Review In Pool In Progress
] campagna Anthony 00 August10,2011a109:22am  Under Review In Pool In Progress
B pavis Lucy 00 August 04, 20110452 pm  Under Review In Fool InProgress
B axntar Anmad 00 July 28, 2011 at 12:18 am Under Review In Pool In Progress
[E Bullock Elicia 00 July 25, 2011 3 09:39 pm Under Review In Pool InProgress
https//:ut: b.p create apphcant pdfs & Intemet | Protected Mode: On A v R]10% -

To close the wmdow, cI|ck the "CIose Window" link, or click the X in the upper right- hand corner of
the window (this will NOT log you out of the system — it will simply return you to the list of Applicants
on the “View Applicants” screen).
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To view and print multiple applications at the same time, perform the following
steps:
1. Check the boxes next to the corresponding Applicants whose applications you wish to print or
click the “Last Name” link to view/print all. These boxes are located on the left side of the page.

& Central Ohio Technical Callege HR Site =: Job application Index :: PeopleAdmin - Windows Internet Explorer =NNON X
File Edit View Favorites Tools Help & Convert + [ Select
G- (] hitps:/fcotc-sb.peopleadmin.comyhr postings/699/job_applications - alal4]x] [ 49 Google L -

¢ Favorites 5/ [H] Leave Request Home 2] hitp—-hr.osu.cdu-policy-p... &) http—hr.osu.edu-Policy-c.. | http--oas.osu.edu-assets-... [@ The Curious Bank Person... [JJ] Central Ohio Technical C.. & eReports - The Ohio State ...

. D
/& Central Ohio Technical College HR Site :: Job app... % v B - 1 dm v Page~ Safety~ Tookv @~

Posting: Part-Time Faculty Forensic Science Take Action On Posting v
Technology (Main)  Edit
ay ( ) i See how Posting looks to Applicant
Current Status: Posted
2 view fiow)
Pasition Type: Main Created by: Sherry Abbott & Print Preview (Applicant View)
Department: FORENSIC SCIENCE Owner: Human Resources £ Print Preview
TECHNOLOGY
Summary History Settings Applicants = : = =
x
Select the document type(s) to use.
WSS Searche L_; Application and All Documents
@ Only These Document Types
7| Application Data
Active Applications (x) V| Resume/Curriculum Vitae
V] Cover Letter
& Saved Search: "Active Applications" (17 liems Actions
GENERAL
Last First te Workfl Review Supplemental )
Name Name Documents Submit Cancel (Extern Question Answers
Wolfe-White Jamie v s “‘// In Poal inProg Download Su
Question Answel
Ackerman George 0.0 May 26, 2012 at 10:29 am Under Review In Pool INPT08  £yport Applicants without
Proctor Dnald 00 May 07, 2012 a1 12:25 pm Under Review In Pool nProg =M
Export results
Spruill Sarina 0o March 06, 20123t 06:15 pm  Under Review In Pool In Prog
BULK
November 17, 2011 at 09:17
Stevens Lisa 0.0 - Under Review In Pool InProg  Move to Posting
November 09, 2011 at 08:45 i e
Adkins Jefirey 0.0 Under Review In Pool INProg Email Applicants
am
Download Applications as
Cleveland Barbara 00 October 08, 2011 at 02:54 pm  Under Review In Pool InProg  PDF -
« 1 '
https:/cote-sb o postings/699/job_applic select-document-type-menuia=Bicheck_all=18iresult{13408]=1&resuft[13381]=1 uresult € Intemet | Protected Mode: On

2. Hoover cursor over the “Actions” link. Select “"Download Applications as PDF” option
from drop-down list. Select document type(s), submit.
3. A new window will appear (it may take several moments to load). This window contains all the

applications you selected to print.
4. Print from your browser”s menu to print the application(s).
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Viewing and Printing Attached Documents (Cover Letters,
Resumes, etc.)

This process is very similar to printing applications, except the documents appear in the Adobe
Acrobat Reader software. This is done to preserve the integrity of the documents” formatting, and
to assist in preventing viruses from entering the system via documents attached by Applicants.

To view and print a single document (such as a resume or cover letter) that the
applicant attached when applying for the Posting, click the link of the document under the column
labeled “"Documents” from the "Active Applicants" screen.

/& Central Ohio Technical College HR Site : Job application Index :: PeopleAdmin - Windows Internet Explorer =HNNON X
File Edit View Favorites Tools Help & Convert = [ Select
@-uv [£] hitps//cotc-sb.peapleadmin.com/hr/postings/1649/job_applications A ] ‘ @‘%‘ X | [£3 Google o~

i Favorites < [H] Leave Request Home | hitp--hr.osu.edu-policy-p.. g http—-hr.osu.edu-Policy-e.. g] http—-oaa.osu.edu-assets-.. |G The Curious Bank Person... [l Central Ohio Technical C... ] eReports - The Ohio State ..
- p »
(& Central Ohic Technical College HR Site : Job app... fir ~ B - 1 - Page~ Safety~ Tools~ @~
D Posting: Accounting Manager (Main)  Edit Take Action On Posting v
Current Status: Closed/Removed from Web
& See how Posting looks to Applicant
Position Type: Main Created by Sherry Abbott
Department: Accounting & Payroll Owner: Human Resources = Print Preview (Applicant View)
&= Print Preview
Summary Histary Settings Applicants Reports Hiring P ! A Position D
Open Saved Search » Search: Search WMore search options

Active Applications.

& Saved Search: "Active Applications” (%] Actions
Last First Documents Supplemental question Application Workflow State Workflow State (Actions)
Name Name Score Date {internal) (External)
. Resume/Curriculum Vitae, Cover August 29, 2012 at 0210 Actions¥
]} Brown Snoopy 00 Recommend for Hire In Progress
o Letier pm
hitps://cote-sb om/hr/doc 760/ € Intemet | Protected Mode: On x|/ -

After clicking the link, a new window will appear (it may take several moments to load) in Adobe
Acrobat Reader. This window contains the document for the applicants you selected to print. Select
File>Print from the Adobe Acrobat Reader menu to print the document. To close the window, click on
the X" in the upper right corner of the window (this will NOT log you out of the system — it will simply
return you to the list of applicants on the “View Posting” screen).

To view and print multiple documents at the same time, perform the following
steps:
1. Check the boxes next to the corresponding applicants you wish to print (or click the
“Last Name” link). These boxes are located on the right side of the page.
2. Select "Create Document PDF Per Applicant” option from the Actions drop-down link.

3. Select File>Print from the Adobe Acrobat menu.
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Changing the Status of Applicants

While in the “Active Applicants” display screen, you can change the status of Applicants as you
review their applications.

& Central Ohio Technical College HR Site : Job application Show = PeapleAdmin - Windaws Intemet Explorer L 0 e
File Edit View Favorites Tools Help \ % @jConvert + [ Select
@Q' [ &) nttps://cotc-sb.peopleadmin.com/hr/job_applications/12015 - alal4x [#3 Google o -

55 (M) Leave Request Home g | http—-hr.osu.edu-policy-p... ] http--hr.osu.edu-Policy-e.. g http—-0aa.osu.edu-assets-... [ The Curious Bank Person... [Jl] Central Ohio Technical C... ] eReports - The Ohio State

- v [ g v Pagev Safetyv Tools~ (@~

i Favorites

/& Central Ohio Technical College HR Site :: Job app...

@ You are now viewi g the system as a member of the Supervisor/Manager group

Watch List APPLIC.

UHI
CoLEcE

Postings / .. | Head Coach,Women's Softball (Closed/Removed from Web) / Applicant Review [ Don Starcher Referred to Department

Postings Hiring Proposals | My Profile Help

John Berry, you have 0 messages. | Supenisor/Manager [+] & logout (berry)

Search Results: Next

Take Action On Job Application »

WORKFLOW ACTIONS

D Job application: Don Starcher (Main)

Current Status: Referred to Department
Application form: General Application T D

application

Not Interviewed Not Hired (Send

Email When Filled) (move to Mot

Full name: Don Starcher Created by Don Starcher

Address: Owner: Supervisor/Manager W;“Eﬁﬁgﬁf( Hired (Send Email
420 Maple Ave Not Interviewed Not Hired (Send
Utica , OH Email Now) (maove to Not Intenviewed

Username: Starch82

Email: emailaddress@zed.zed
Phone (Primary): (740) 973-5736
Phone (Secandary): (740) 973-5736
Position Type: Main

Not Hired (Send Email Now))
Recommend for Hire (move to
Recommend for Hire)

Interviewed Not Hired (Send Email
When Filled) (move to Interviewed
Not Hired (Send Email When Filled))

Interviewed Not Hired (No Email)
(move to Inteniewed Mot Hired (No
Email))

Department: Athletics

Summary Recommendations (0 of 0) History

& Personal Information

Personal Information S
€ Internet | Protected Mode: On

To change the status of one applicant, click the “"Take Action on Job Application”

appropriate workflow action from the drog-down list.
{& Central Ohio Technical College HR Site = Job application Index = PeopleAdmin - Windows Internet Explorer

File Edit View Favorites Tools Help | % @ Comvet = PiSelect
@@v [&] https.//cotcsb peoplead i/ postings/19/job R | [#q Googl= o~

¢ Favorites . 55 [l Leave Request Home | http--hr.osu.edu-policy-p... | http--hr.osu.edu-Policy-e.. | http--oaa.osu.edu-assets-... G} The Curious Bank Person... [Jl] Central Ohio Technical C..  &] eReports - The Ohio State ...
{& Central Ohio Technical College HR Site : Job app... - ~ (Y e v Pagev Safety~ Tools+ @+
D Posting: Head Coach, Women's Softball (Main)
Current Status: Closed/Remaved from Web
& See how Posting looks to Applicant
Position Type: Main Created by- Sherry Abbott
Department: Athletics Owner: Human Resources = Print Preview (Applicant View)
= Print Preview
Summary History Applicants Reports Hiring Praposals Associated Pasition Description
Open Saved Search v Sean:n:\ \ | Search ‘ Mare search options
Active Applications [~] L
& Saved Search: "Active Applications™ (2 iems Found) Actions
GEMERAL
Last First ‘Supplemental question S Workflow State Workfl  Review Supplemental )
Name Name Documents Application Date {Internal) (Extem Question Aneniers
December 18, 2011 at 04:33 Download Supplemental
Starcher Don 0.0 om Referred to Depariment InProg| Question Answers
November 16, 2011 at 05:40 Export results
West Jennifer 0.0 Referred to Department In Prog,
pm BULK
Move in Worldlow
Download Applications as L4
PDF
Create Document PDF per
Applicant
‘edit_transitions & Intemet | Protected Mode: On A~

«

i e
To change the status of multiple applicants at the same time, select the “"Move in Workflow” option
from the “Actions” drop-down link for each applicant that you wish to change by clicking on the
“Last Name” field to change all applicants or select individual applicants.
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Changing the Status of Applicants - continued

After clicking the Change Multiple Applicant Statuses button, a screen similar to the following will
appear:

& Central Ohio Technical Callege HR Site + Job application EAIt Transitions « PeapleAdmin - Windows Internet Explorer o oD
File Edit View Favorites Tools Help [{ X @Conven ~ [HSelect
@Uv [ hitpsi/7cotc-sb.peopleadmin.com/hr/postings/848/job_spplications/edit transitionsTax Bicheck_all=1uresult[13406]=1 iresult|4419]=1 Bresult 10903 = 1&resultBT01-L ~ G | 51| 44 | ¢ | [$F Google £ -]

¢ Favorites 5 [H] Leave Request Home g | hitp--hr.osu.edu-policy-p... g http--hr.osu.edu-Policy-e.. @] http--0aa.osu.edu-assets—.. g The Curious Bank Person... [JJ] Central Ohio Technical C... ] eReports - The Ohio State "

. . »
| @ Central Ohio Technical College HR Site : Job app... | & - ~ ] fh v Pagew Safety~ Tools~ (@~

PeopleAdmin
Watch List APPLICANT

Postings Applicants Hiring Proposals | My Profile Help

Sherry Abbott, you have 0 messages. | Human Resources [v] & logout

Postings | .. | Systems Specialist / Applicant Review | Bulk Workflow Status Change

m

ﬁ Editing: Workflow States for 4 Applicants

[IENEES ST ET CEL TEN ot Intenviewed Mot Hired (Send Email When Filled) 5| Please select... [+
Applicant Current State New State Reason
Tyler Clark ggglﬁe'; Mot Interviewed Mot Hired (Send Email When Filled) [+] |Please select [~] W
William Coventry Sg;ea';enfe'; Mot Interviewed Mot Hired (Send Email When Filled) [=] |Please select . [=]
Stephen Dorr gz:)ear:[e:iel; Mot Interviewed Not Hired (Send Email When Filled) E Please select.. E|
Ranaall ?eferred fo Nat Interviewed Not Hired (Send Email When Filled) E Please select. E|

orCance

Done € Intemet | Protected Mode: On 53 v H10% ~

To change the status of all applicants at once, click in the section titles "Change for All Applicants”.
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Changing the Status of Applicants - continued

Under the “Status” column there is a drop down menu of the different statuses an applicant can
be changed to. Select the new status, and then you should see them change for all applicants in
the table.

@ Central Ohio Technical College HR Site % Job application Edit ons = imin - Windows Internet Explorer T - o | @ S
File Edit View Favorites Tools Help [ x @jconvet ~ Mselect
@\J =[] nttps:/cotc-sb.peopleadmin.com/hr/postings/848/jcb_spplications/edit_transitions?a= éucheck_all=1 &result[13406]=1 Bresult 4419]=1 resut{10903|=1aresultio70)=1  + & [ & [4¢] x | [#8 Googt= o -

5y Favorites 5 [H] Leave Request Home ] http--hr.osu.edu-policy-p... ] http-hr.osu.edu-Policy-e... 2] http--0aa.osu.edu-assets-... G} The Curious Bank Person... [Jl] Central Ohio Technical C.. 2] eReports - The Ohio State
| & Central Ohio Technical Callege HR Site  Job app.. | [ R v ) @b v Pagev Safety Tools~ i@+

m PeopleAdmin

‘Watch List APPLICANT CKING v

Postings Applicants Hiring Proposals | My Profile Help
Sherry Abbott, you have 0 messages. |Human Resources [=] & logout

Postings / ... | Systems Specialist / Applicant Review | Bulk Workflow Status Change

‘Cj Editing: Workflow States for 4 Applicants

Change for all applicants | Not Interviewed Mot Hired (Send Email When Filled) E| 1. Insufficient relevant desired work experience E|
Applicant Current State New State Reason
Tyler Clark pesenediol Not Inteniswed Nat Hired (Send Email When Filled) [=] |1 Insufficient relevant desired work experience = m
y Department - P
William Coventry Referred lo Mot Interviewed Not Hired (Send Email When Filled) [=] 1 Insufficient relevant desired work experience =]
Department - P
Stephen Dorr (REEIE D Mot Inteniewed Not Hired (Send Email When Filled) E 1. Insufficient relevant desired work experience E
Department z
Randall Referred to - - -
VanWashenova Department Mot Inteniewed Not Hired (Send Email When Filled) [+] |1 Insufficient relevant desired work experience [+]
or Cancel
€ Internet | Protected Mode: On 44 v R10% -

TR = BT ke

Click the “Save Changes” button. To reset the statuses to their original values, click the
Reset to Original Status button. To return to the previous screen, click Cancel.

After clicking the "Save Changes” button, you will come to a confirmation page. Select the
Cancel button to return to the previous screen to edit your changes.
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HIRING PROPOSAL

Starting a Hiring Proposal

When you have identified a candidate that you wish to hire, you will need to fill out a Hiring
Proposal for this candidate and send through the electronic approval process. To start a Hiring
Proposal, first make sure you are on the Applicant Tracking section of PeopleAdmin, then click on

the Postings link

s Hiring Propasals | My Profi

Halp

First set dropdown to “Applicant

Welcome to your Online Recruitment System

&£ InboX (0 items need your afiention)

T . Once in Applicant
T

Job Tine Type . owner
Postings
£} Watch List (1 itoms)
e = e ——

The Postings page lists all of your active job postings.

My Links.

Useful Links

(How App

Pesp

r helptul videas for staff training on the use of PAT )

access your PeopleAdmin system)

S0MA TR MOPAC - Cistomer Portal Logn
(best practice library, customer support portal, customer community)

me IR  Hiring Proposals | My Profile

Main Postings

search: Ssarch |  wore seacch optons

Active Postings. o

& Saved Search “Active Postings"

[ Viorking Titie Position Number Posting Number Actre Applications
ADVSAAARM1025 9000197 2
GTWssS151610 PATO0004P
Mes120120822 PATO0002P o
EXCPSSS4S010 PATS000214P 1
GTWDEPCS1010 9000214
GTWSSS1051010 9000205 »
ACCRETSS1014
EXCPARA245010 [

Help

Posted Date

083172012 0407 P

The postings on
your screen will

differ.

Department

Gateway - Admasons/advaing (!

os2u2012 125270
oe72012 0152 P
ooRR012 1218 P
0510820121201 AN

Extended Campus.
Extended Campus

Gateway - High School Options,
Gatoway - Records

Gateway- Access/Retenton
Extended Campus

53)

Wiorkflow State (Actions)
ClosedRemoved tromWied

Posted

ClosedRemoved rom Vied
ClosedRemoved trom Vied

Oratt
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Hover over the Action link on the far right side of the row for the posting with which you want to
work and choose View Applicants.

Active Applicatsons. Posted Date: Department ‘Workflow State IActions)

Jros— ! S T Comeaen
AcaDovsCaa PATON08 ' [o— e pra— Hover over the
r—— , p— RSHG TECHOLOGY Cosedren Action link and
CCOEVTPNRZ1045 PATOOCOSP 2 087242012 01:48 PW. Conference Services Posted Ctlo n I n a n
GTWSS5151010 PATOO004P 0 08242012 01:16 PM Galeway. AccessMRetention Posted Choose Vlew
Iest20120822 PATD0003P 0 0672472012 12:52 P Extended Campus Posted Applica nts.
IR—— sunezta " ovesaniz 1218 Cetewey-High S<hootOpems U —
CCOEVTPNRZ1045 9000207 3 05202012 1201 AM Conference Services ClosedRemoved from iy SENERAL
GTWSSS1051010 B000206 30 0SMDEZ012 1201 AM Gsteway - Records ClsedFemaved from VW W Pasting
ANTHST18040 5000203 18 D4rS2012 12:02 AM Engneerng Technengy Posted ew Applicants

hstructos ACCPROF212010 2000201 20 040B2012 12:01 AM ACCOUNTING TECHNOLOGY ClsedRemoved from ¥ s
NURMST1417020 8000200 ° 04MBZ012 12:01 AM Mursing-PM ChsedRemoved fromies -

You will then see a list of all the applicants for the selected position. Hover over the Actions link for
your selected applicant’s row and choose View Applicant.

5 1 Main | Instructor - fire Science Inatructor (Posted) | Applicant

"‘ | Posting: Instructor - Fire Science Instructor (Main)
Edit

Current Status: Posted

Take Action On Posting +

Posibon Type: Bain Crealed by. Sherry Abbalt =
Department Fire Science Ouner Human Resources & Print Presien
Technology
umma stor eting Applicants  Reeport
Search: Search| Mo search optons
Active Applications. o
© Saved Search "Active Applications™ @ Hover over the ctions
Last Hame First Name Documents. :Ddﬂmsnmlquu:nan Score. ADDII:!‘:'\‘):\IM - Action |in k for the Workflow State (§ l] El&.lk.:rwll
Applicant names w ey 31, 29120341 selected applicant Actons
00 iny 29,2012 ot 1215 am
ication

will appear here.

and choose View
Application.

You'll then see your candidate’s completed application where you can Take Action On Job
Application...

-

instructor - Fire Science Instructor (Poste

Job application:
Current Status: Referred lo Department
Application lorm: General Application

Full name: L
hddress

Usemanne
Email;

Phane (Primary)
Phone (Sacondary)
Position Type: Main
Department Fire Science
Technology
Summary

& Personal Information

Applicant Review | Daniel Manning Referred to Deparimer

“Main)

Created by
Owner. SupervisorManager

Depending on your role some of your
options on this menu may differ.
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Choose Submit on the dialogue box that opens...

Postings Hiring Proposals | My Profile

:rred to Department

Take Action x

Recommend for Hire (move to
Recommend for Hire)

Submit Cancel

Then you will land on the next screen...

(Main)

Created by
Owner Human Resources

Your applicant’s name and
contact information will
appear here.

© Personal Information

‘Take Action On Job Application +

You should see a screen with two types of Hiring Proposal choices. The two options Start Regular
Hiring Proposal and, for temp hires, Start Temporary Hiring Proposal. Be sure you select the
correct choice. A regular hiring proposal actually “seats” the applicant in the job when given final
approval in the system. The temp hiring proposal allows tracking the applicant but does not update
the position itself. In this training example we walk through the Regular Hiring Proposal.

The next screen allows you to choose the position for which you want to recommend hiring the
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applicant. The position to which the applicant applied will be pre-selected but you can change it to
another position. This allows, for example, hiring multiple applicants from a single applicant pool.
However, for this example we’ll stay with the job to which the applicant applied. Choose the
Select Position Description button at the lower left.

You'll now see the Hiring Proposal screen, the top of which looks like this...

Editing Hiring Proposal Hiring Proposal

Hiring Proposal
e ¥ Check spelling [+]

Pasition Infarmation

Working Title: Instructor - Fire Science Instructor

Position Number: FSEMINST13005

Scroll down and you’ll see the information on the selected candidate then come to the Hiring
Information. Complete the information then click Next>>.

Hiring Information

Proposed Salary: Enter Proposed Salary

Enter reasons for selection.

Reason for Hiring:

Proposed Start Date:

sae

You'll then be able to review the hiring proposal on the next screen...
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Main ' [Recommend for Hire) | Regular Hiring Propos:

al ! Summary

r‘ | Regular Hiring Proposal: (Main)
Current Status: Draft
Pasition Type: Main Created by: John Ralston

© Hiring Proposal dit

Position Information

Working Title: Instructor - Fire Scisnca Instr

Pasition Number:

Candidate Information

Qwner: John Ralston

uctor

FSEMINST13005

Edit

Take Action On Hining Proposal v

& Print Provie

Click on the Take Action on Hiring Proposal button and choose the option that moves the
proposal to the “Reports to President” option. Enter any comments you may have on and then click

Submit.

You'll see the following “success” message across the header of the next screen...

e

Success!

@ Hiring Proposal was successtully transitioned, and it was added to your watch list.

I3l

Home  Postings  Applicants  Hiring Proposals | MyProfle  Help
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Checking the Status of a Hiring Proposal

To check the status of a Hiring Proposal, you may search for it at any time. From the Applicant
Tracking module, click on Hiring Proposals. You'll see a list of your active hiring proposals and
their statuses or you can search using the search box. For more information click the applicant’s last
name.

o]

PeopleAdmin

APPLICANT TRACKING ¥

Home  Postings  Applicants  [CIGUPERETRR | uy Profie  Heip

Set to Applicant Tracking

Main Hiring Proposals

search: Current status
(this one has been sent to the president for approval)

All Hiring Proposals

© Saved Search "All Hiring Proposals™ @ v Ao
Last Name First Name Department Status’ Last Updated (Actions)
“ﬁ' Daniel Fire Science Technology COTC President September 11, 2012 at 0131 pm Actions v

Click applicant’s blue highlighted
last name for more info.

ADMINISTRATIVE FUNCTIONS

Changing Your Password

To change your password, click the "Request a password reset” link on the login page.

Central Ohio Technical
College

Username

Password

First time

Forgot your passwor Reset your own

password.
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Logging Out

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

logout link located on the bottom left side of your screen.

[N Postings  Applicants  Hiring Proposals | MyProfie  Help

John Ralston, jou have 0 messages. Human Resources [¥] & log

Click to logout
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