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Creating a New Job Posting 
 

Before you begin, please ensure that you have access to the 

job description approved by the Human Resources depart-

ment and  budget information for the position.  
 

 

Reviewing Applicants 
 
To review the applicants for a position, please do the following: 

 

1. There is a tab for “Postings” at the top of your login screen. 

Hover over the tab and a dropdown menu will appear with the 

option to select either staff or faculty.  

 

 

 

 
2. You will find a list of your open positions at the bottom of 

your screen. If the position is closed or in another state, click on 

“More Search Options to expand the criteria and select the sta-

tus under “Workflow State” or search by entering the positing 

number.  

 

 

 
3. Click on the position title and then click on the “Applicants” 

tab to view a list of the active applications.  

 

 

 
4. If you need to revisit the list of applicants that were not inter-

viewed, please highlight the inactive option and click “Search”.  

 

 

 

 
5. To review an application, click on the applicant’s name or 

select “View Application” under the actions drop down menu. 

You can also review an individual document by clicking on its 

title. If you want to review and print applications and docu-

ments at once, click on the applicant’s name, scroll to the bot-

tom of the screen and select “Recreate PDF” next to 

“Application and attached documents”.  

 

 

 

 

 

 
6. Once you have finished viewing an application, please click 

on “Take Action on Job Application” to view a list of available 

statuses. Please note: emails will not be sent to applicants until a 

candidate is selected and the position is filled. 

 

 

 

You should always be 

logged into the blue 

“Applicant Tracking Mod-

ule” (top right hand cor-

ner). Toggle between dif-

ferent user levels by using 

the drop down menu. 

1. On the right side of your home 

screen, there is a shortcut box with 

the option to create new postings.  

 

2. You will get 3 options for creat-

ing the posting: 

 

“Create from Position 

Type” (Recommended) - 

Blank posting. 

“Create from Template” - 

Use a template that is stored 

in the system 

“Create from Posting”- 

Create a new posting from a 

previously posted position. 

Note: the new posting may 

not capture all of the infor-

mation from the old posting 

due to system updates.  

 

 

3. After you have entered all of the information for the posi-

tion, hover over “Take Action of Posting” and click on: 
 

 

 

 

 

 

 

***Helpful Tip*** 

 Navigate the position details by clicking  or by 

selecting the page links on the right side of the screen. 

Make sure you click on before you proceed to 

the next page. 
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Recommending a Candidate for Hire 

 
Once you have made the decision about the candidate that 

you want to hire, you will need to change the application 

status and complete a recommend for hire form in Peo-

pleAdmin by completing the following steps: 

 
1. Hover over the “Take Action on Job Application” button 

and select “Recommend for Hire”. Please note: the candi-

date’s status must be at “Interviewed” in order to make this 

change.  

 

2. After the screen refreshes, you will see the following op-

tion to complete a recommend for hire form: 

 

 

 

 

 

 

 
3. You will need the following information to complete the 

recommend for hire form: position number, salary, and start 

date. Once you have entered the information, click “next” at 

the bottom of the screen and hover over the “Take Action on 

Hiring Recommendation” button to send to the Human Re-

sources department.  

 

 

 

 

 

 

 
4.  After you have submitted to HR for first review, the hir-

ing recommendation will go through several steps before it 

reaches the status of “Approved for Hire/Extend Offer”. 

Once it has reached this status, you will receive an email and 

you can now make a verbal offer to the candidate contingent 

on the satisfactory completion of a background check. If the 

candidate accepts, you will need to contact the Human Re-

sources department who will then send the candidate the 

background check form and confirm the verbal offer via 

email. After the background check is complete, HR will no-

tify you and we will draft the official offer letter and email.  

Approving Requests in the System 
 

If you are a hiring manager with more than one role in the 

system or a departmental representative that is responsible 

for approving pending requests in PeopleAdmin, you will 

receive emails notifying you of updates that require your 

attention. You can view and approve requests by following 

these steps: 

 

1. Log into your account and switch to the user level that is 

assigned to the position status. You will not be able to view 

items that belong to a level other than the one that you are 

logged in as. For example, if the email indicates that a post-

ing is currently located at Level 3 and needs your approval, 

you will not be able to update the posting at Level 1.  

 

2. After you have changed your user level, you will find 

your inbox in the middle of the homepage. Your inbox will 

contain all of the items under the postings and hiring recom-

mendations tabs that you need your approval.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Once you have reviewed all of the information in the post-

ing or hiring recommendation, you will need to send it to the 

next level by selecting either “Take Action on Posting” (for 

postings) or “Take Action on Hiring Recommendation” (for 

hiring recommendations”. If you don’t approve of a change, 

please contact the Human Resources department and we will 

send the posting or hiring recommendation back to the Level 

1 user to make changes.  
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