FACULTY HIRING SYSTEM
DEPARTMENTAL USER’S GUIDE

University of North Texas
Faculty, Librarians, and Research
Faculty

People Admin

PeopleAdmin, Inc.

816 Congress Avenue

Suite 1800
Austin, TX 78701
866-389-1245



TABLE OF CONTENTS

INTRODUGCTION ...ttt ettt e ettt e e st e e e st e e e e sate e e e e e stbeeaeataeeeeastaeaeeasteeeaeaasbeaeeasseeeesnsanaeans 3
GETTING STARTED ..ottt ittt ettt st e e st e e e e ettt e e e st e s s tbe e e e antaeaeesastaeeeensreeeennsees 4
CREATING A POSTING ... oottt ittt ettt st e e e st e e e et e e e st be e e e entbe e e s sntaeeaesnntaeeeenees 5
0Ty v o T DT =Y - V1SR 7
DOCUMEBNES. .. e 15
Template LeVEl QUESHIONS ........ciii e e e e e e s e s e e e e e s e san e e e e e e e e s s nanrraaeeeaens 16
POSting SPECfic QUESTIONS ........uiiiiiiie e e e e e e e e e st r e e e e e s e nan e e e e e e e e e e nnnnnees 17
DisSQUAIITYING/POINTS ....eviieiiee et e e e e e s e e e e e s s aas e e e e e e e e s snnsanaeeeeeeannnsnneees 22
LU= TS L T S 24
1210 o (o= AP P R TPPP T OPPPPN 25
(070 101 0 1= 0] £ 26
RETEIENCE LEHMEIS ... ettt ettt e e e e ettt e e e e e e e e e annb bt e e e e e e e annneneeas 27
Saving/APProving the POSTING .........uuiiiiiiiiiie et e e e e e re e e e e e e e e eaes 28
POStING APPIOVAI PIOCESS ...ttt ettt e e e e e et b et e e e e e e abb e e e e e e e e e e e annraees 29
VIEWING APPLICANTS TO YOUR POSTINGS.....ociiiiiiiieiiiiie ettt e e siiee s siee e e siaee e snseee s snneeeas 30
Sorting & Filtering Applicants by Different Criteria............ccceeiiiiee i e 33
A AL To AN o] o] [{e3= o] =T PRSP 34
VIEWING DOCUMEBNES ... iiiiiii ettt ettt ettt ettt e e sttt e e s bt et e e sabae e e e snbbe e e e snnbbeeesnnbeeaesnneeeas 37
APPLICANt StAtUS ChaANQES ....uuiiiiii i e e e s e e e e e e st r e e e e e e e e e s snnnnreees 39
ADMINISTRATIVE FUNCTIONS ..ottt ittt ettt e e e st e e s snsae e e snsaeeesnneeee s 42
L 0] 1 0P 42
Change User Type (if appliCabIe) .........oooiiiiiiiie e 42
(oo o[ To [ @ U | S TP PP PP PP 43

Page 2



INTRODUCTION

Welcome to the University of North Texas - Faculty Applicant Tracking System User’s Guide.

You will use this system to:

e Create and submit Postings

¢ View Applicants to your Postings

¢ Change and monitor the status of an applicant through the hiring process

The system is designed to benefit you by facilitating:

e Faster processing of employment information

e Up-to-date access to information regarding all of your Postings

o More detailed screening of Applicants’ qualifications — before they reach the interview stage

Your Web Browser

The Faculty Application System is designed to run in a web browser over the Internet. The
system supports browser versions of Mozilla Firefox 1.5 and above and Internet Explorer 6.0 and
above. However some of the older browser versions are less powerful than newer versions, so
the appearance of certain screens and printed documents may be slightly different. Please notify
your system administrator of any significant issues that arise.

In addition, browsers that have no known issues, but not necessarily routinely tested for product
support are:

Internet Explorer 5.5 and 5.0
Netscape Navigator 7.0
Apple Safari 1.2

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.

Additional Resources

This user’s guide was created to provide step-by-step guidance through the Faculty Applicant
Tracking System. However, you may always contact our office directly for assistance with any
guestion via phone at 940-565-3953 or via e-mail at facultyjobs@unt.edu.
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GETTING STARTED

After entering http://facultyjobs.unt.edu/hr the “login screen” for the system will appear and should
be similar to the following screen:

Office of the Provost

and Vice President for Academic Affairs

User Login

Please login to the system using your User Name and Password. If you do not have a User Name and
Password assigned, click the Create User Account link on the navigation bar.

The University of North Texas is an EOE/ADA/AA institution committed to diversity in its employment and
educational programs, thereby creating a welcoming environment for everyone.

If you have questions, please contact the Office of the Provost at 940.565.2673 or email
Facultyjobs@unt.edu between the hours of 8:00 a.m. - 5:00 p.m. CST.

User Name: |
Password: |

You are about to log in to a secure system. When
you are finished, please dick the Logout link on
the navigation bar to ensure that others cannot
access the information in the system.
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http://facultyjobs.unt.edu/hr�

The Welcome Screen appears after you log in, and should appear similar to the following screen:

Office of the Provost

and Vice President for Academic Affairs

« Welcome Provest Office.  You are logged in.

Active Postings
‘four Current Group:UNT Dean/Dallas DVC.

Pending Postings
Historical Postings
Create Posting -
From Template Online System
Admin
Home Department User Guide
View / Download
Reports
Change User Type
Logout To view the position details, click on the "View" link below the Title. To sort by any column, click on the arrow next to the column title.

Wednesday, May 12, 2010

Active

150 Records

- - o System - Job | __ Job . . =
i Arca of g Plequisition | yy 1 jentification | IY APPS 10 | G Gnen | 1Y Close | K Department | i Posting
m N“r“ber Number P"x:ﬁs Date Date Status
6

S Open Until
Dept Chair/Div Head 05-07- UNT Dallas Posted on
view BRI ER0CIEY o =Fd (540850) Applicant Site

Closed

L@l P;:f;nﬁgg?;gor R10-1-2-11-11-1 6000183 7 ooy o;:;g:ﬁ\ LT HEEler
View TRETLAT n "
= Counselor Education 2 Closed Bz frr e
Assistant Dean, 05-02- Open Until Closed/Removed
University Libraries Public Services R10-603 6000178 5 2010 Search  Libraries (N32100) from Applicant
View Closed Site

This page is designed to help you keep track of job postings created by you or your department.

You will perform actions by clicking on the links on the left side of the screen. Each link and its
corresponding action will be covered in detail in this manual.

CREATING A POSTING

Originators will create postings and submit them for approval. Postings that are approved and
currently active will appear when you click “ Active Postings” under the Job Postings heading
on the left side of the screen. Postings that have been submitted for approval will appear when
you click “Pending Postings” under the Job Postings heading. Postings that have been
created by your department, but are no longer active will appear when you click “Historical
Postings” under the Job Postings heading.

To create a Posting, begin by clicking the “From Template” link under the Create Posting
heading. —

Create Posting

From Template
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You should see a screen similar to the following after clicking “From Template”:

Create from a Template

Create from a Template

RankTitle: I Any LI Pasition Type | Any LI

| SEARCH | CLEAR RESULTS |

Search for the appropriate template by either selecting a value from the drop-down menus in
either the Rank/Title or Position Type fields, and click “Search,” or simply click the “Search”
button to return all templates.

Office of the Provost

and Vice President for Academic Affairs

« Welcome Prewost Office.  You are logged in.

Your Current Group;UNT Dean/Dallas DVC.

Active Postings
Pending Postings
Historical Postings
reate Posting

Wednesday, May 12, 2010

o —r Create from a Template

f

Home Create from a Template
Reports

Change User Type
A
Logout Rank,Title; m_f ;I Position Type Any -
Assistant Dean -
Assistant Dean, University Libraries
Assistant Professor

SEARCH ||Assistant Professor/Assodate Professor

Assistant Professor Lecturer
Assistant/Associate fFull Professor
Associate Dean

Associate Professor

Associate ProfessorProfessor
Clinical Assistant Professor
Clinical Assodate Professor
Clinical Professor

Dean

Dept Chair/Div Head
|Instructor

Lecturer {multiple-year)
Librarian I

Librarian II

Librarian IIT

Librarian IV

Principal Lecturer

Principal Lecturer (multiple-year)
Professor

Senior Lecturer

Senior Lecturer {multiple-year)
Visiting Assistant Professor

Visiting Associate Professor |
Visiting Instructor
Visiting Lecturer il
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Create from a Template

Create from a Template

1 Record

Assistant Professor

[ View Summary

Create from a Template

Rank Titie: | Assistant Professor ;l

| SEARCH | CLEAR RESULTS |

Paosition Type I.ﬁ.ny ;I

Once you have found the template you wish to use, click the “Create” link.

Posting Details

Across the top of the resulting screen there are several tabs that correspond to the steps in
creating a posting. You will begin on the “Posting Details” tab. Enter the posting details and
click the “Continue to Next Page” button at the bottom of the page.
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Template Posting
Documents Level Specific
Questions Questions

Posting
Details

Disqualifying / | Guest Reference

Budget | Comments

Points User Letters

CONTINUE TO NEXT PAGE >> |

To create a Posting, first complete the information on this screen, then click the Continue to Next Page
button. Proceed through all sections completing all necessary information. To submit the Posting to the office of
the provost, you must click on the Continue to Next Page button from the last section. Once a summary page
appears, select the Submit button and then click the Confinue button. Your Posting will not be saved or sent to
the next status until you see the confirmation page and click the Confirm button.

*Required information is denoted with an asterisk.

System Identification Mumber:

POSITION INFORMATION

Requisition Mumber: |
= College/Schoal: |N|:| Response LI
= Department: |N|:|t Assigned LI
= Rank/Tite: |Assistant Professor

Area of Spedalty: |

Pasition Mumber: |

Job Code: 0400

FLSA: I Exempt il I
FTE: I_

{e.g. 1.00 or 0.50)

Pay Grade Level: IFI:Il vl

EEQ Category: | 2- Faculty ;l
Mot Selected Selected
Administrative Services Man: & Education, Training, & Library \
Ambulance, Police, and Firej
OMET Category: Animzl Scientists <
Architects, Except Landscape
Plzase select up 1o 5 categories Architectural and Civil Draft:
Archivists
Behavioral Dis. & Substance
Chemists LI
Position Type: |Faculty |
Tenure Status: |Tenure Track LI
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Paosition Status: IND Response vl

Budgeted Salary: |
Appointment Basis: IND Response v|
Pay Frequency: |M|:|nti'|ly
MNon-Tenured Appointment Term: IND Response v|
DEPARTMENT INFORMATION:
Mot Selected Selected
#sher, Donna - Mo Responss
Atkins, Mary
VP of Research (Research Cluster) Users LD:r':_:a ]E:';
with Access: Lillie, Andrea
Lilhy, Melinda
Parham, Tracie
Resources, Human LI
Mot Selected Selected
allen, Lorre - Mo Responss
Anderson, Christopher ﬂ
Andrew, Simon =
Search Committee Chairs with Access: Araujo, Juan
Arlikatti, Sudha
Ashbaugh, Barbara
#sher, Donna
Atkins, Mary LI
Mot Selected Selected
allen, Lorre - Mo Responss
Anderson, Christopher ﬂ
Andrew, Simon =
Search Committee Members with Access: Araujo, Juan
Arlikatti, Sudha
Ashbaugh, Barbara
#sher, Donna
Atkins, Mary LI
Search Committee Membership :I
Information {(Mame, Department, Gender,
Race): lI
=
Contact{s):
[~
Contact Phone/Extension: |
Contact Email: |
Contact Fax: |
POSTING TEXT

i

Job Summary /Basic Function:

Kl
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* Minimum Qualifications:

Preferred Qualifications:

Posting Date:

Review of Applications Begins:

Closing Date:

Required Applicant Documents:

I MM/DDYYYY -or- MM-DO-YYYY
I MM/DDYYYY -or- MM-DO-YYYY
I MM/DOYYYY -or- MM-DD-YYYY

-

Che

I e o e e e

Che
r
r
r
r

Open Until Search Closed
ck All Clear All
Cover Letter
Curriculum Vitae
Other Document
List of Mames and Contact Information of Three References
List of Mames and Contact Information of Five References
Unofficial Academic Transcripts (offical transcripts due upon hire)
Statement of Research Interests
Marrative Describing Scholarly Research
Teaching Portfolio
summary of Teaching Evaluations
Sample Syllabi
Sample Publication 1
Sample Publication 2
Sample Publication 3
Example of Professional Writing
Veteran Preference
Form DD214
Statement of Teaching Philosophy
ck All Clear Al
Cover Letter
Curriculum Vitae
Other Document

List of Mames and Contact Information of Three References
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Optional Applicant Documents:

Special Instructions to Applicants:

Pass Message:

Fail Message:

Application Types Accepted:

If you plan to advertise externally,
indicate the advertising sources:

Please list any other advertising sources:

University Sponsored Advertising Yenues
- Instructions:

EEQ Statement:

Quicklink for Posting:

List of Mames and Contact Information of Five References

Statement of Research Interests
Marrative Describing Scholarly Research
Teaching Portfolio

summary of Teaching Evaluations
Sample Syllabi

Sample Publication 1

Sample Publication 2

Sample Publication 3

Example of Professional Writing
Veteran Preference

Form DD214

Statement of Teaching Philosophy

N IC i s I R R T e e

Unoffical Academic Transcripts (official transcripts due upon hire)

H I

IThank you for your interest in this position. The screening -
and selection process is currently underway and will continue
until a successful candidate is chosen, Should review of your
qualifications result in & decision to pursue your candidacy,

< |

IThank you for your interest in this position. Based on your

responses to the questions on the employment application,
you do not meet the minimum qualifications for this position.
Please do not let this discourage you from applying for other =

|»

v Faculty Application

[T administrative Application

Chedk all  Clear All

The Chronice of Higher Education
InsideHigherEd (instructions in box below)
HigherEdJobs.com (contact dean's office to post)
Women in Higher Education

Diverse Education

The Hispanic Outlook in Higher

o

Texas Workforce Commission (auto posts)

[—
[

American Assocation of Hispanics in Higher Education: go to |«
www.aahhe.org, username; user_aahhe pword:

pass_aahhe, Minority Faculty Applicant Database: email
|info@theacademicnetwork. org, Inside Higher Ed: go to ;I

IThE University of Morth Texas is an EQE/ADA/AA institution commi

facultyjobs.unt.edufapplicants/Central?quickFind=50971
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*Required information is denoted with an asterisk,

| CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING |

To create a Posting, first complete the information on this screen, and then click the “Continue to
Next Page” button. To save your data while working on the posting, click the “Save and Stay
on this Page” button. Required information is marked with an asterisk. NOTE: Your Posting
will not be saved or sent to the next status until you see the confirmation page and click the
Confirm button after completing all required tabs in the Create Posting process.

Description of Fields on Posting Details Page

Requisition Number: Enter the requisition number provided by the Provost Office on the VPAA
130 form

*College/School: Select the appropriate college/school from the drop down menu
*Department: Select the appropriate department from the drop down menu
*Rank/Title: The title/rank of the position (defaulted from the template)

Area of Specialty: The area of specialty for this position

Position Number: The 8 digit position number provided on VPAA-130 (note: use all 8 digits when
entering the position number)

Job Code: The 4 digit job code that corresponds to the Rank/Title of the position (defaulted from
the template). Leave this field blank if this is an open-rank search

FLSA: Select if position is FLSA exempt or non-exempt (defaulted from the template)

FTE: The percentage of a 40 hour workweek this position will work (i.e. 40 hours per week = 1.0
FTE, 20 hours per week = .5 FTE)

Pay Grade Level: The pay grade associated with the job codeltitle for this position (defaulted
from the template)

EEO Category: The EEO category associated with the job codeltitle for this position (defaulted
from the template)

ONET Category: The ONET category associated with the job codettitle for this position
(defaulted from the template)

Position Type: Use drop down menu to select correct position type (defaulted from template).

Tenure Status: Use drop down menu to select Tenure status (defaulted from template)
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Position Status: Use drop down menu to select the position status. Selections available are
New, Replacement, Extension, Immigration, Research Cluster, or Search Waiver.

Budgeted Salary: Enter the salary that has been approved on the VPAA-130

Appointment Basis: Use drop down menu to select the appointment basis. Selections available
are 12 Months, 9 Months, or 4.5 Months.

Pay Frequency: Enter the time in which pay checks will be dispersed (defaulted from template)

Non-Tenured Appointment Term: Use drop down menu to select Appointment Term of this
position if Non-Tenured. Selections available are 1-5 years.

VP of Research (Research Cluster) Users with Access: Select VP of Research representative
for Research Cluster postings only.

Search Committee Chairs with Access: Select Search Committee Chair for this posting,
Individuals selected will be able to access the system using their EUID and password.

Search Committee Members with Access: Select Search Committee Members for this
posting. Individuals selected will be able to access the system using their EUID and password
(read-only access).

Search Committee Membership Information: Enter the name, department, gender and race for
each search committee member

*Contact(s): Enter the name of the departmental contact(s) for this posting

*Contact Phone/Extension: Enter the phone number of the contact(s) for this posting

Contact Email: Enter the email of the contact(s) for this posting

Contact Fax: Enter the fax of the contact(s) for this posting

Job Summary/Basic Function: Enter information relating to the job duties of the position.
*Minimum Qualifications: Enter the minimum qualifications required for this position

Preferred Qualifications: Enter the preferred qualifications for this position.

Posting Date: Enter the desired date for this posting to go live on the applicant web-site
Review of Applications Begins: Enter the anticipated date the review of applications will begin

Closing Date: If desired, enter the date the posting will close. Please note that no additional
applicants can apply for the posting after the Closing Date. This field may be left blank, and the
“Open Until Search Closed” check box may be selected (recommended method).

Required Applicant Documents: Please check all the documents applicants are required to
attach when applying for this posting.

Optional Applicant Documents: Please check all the optional documents applicants may attach
when applying for this posting (not required). Veteran Preference and Form DD214 will default
from the template. These should not be unchecked.
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Special Instructions to Applicants: Type in additional steps you would like the applicant to
complete when applying for this position (i.e. submit music or art files to designated web
address).

Pass Message: Standard Pass Message - Sent to applicants if they meet the requirements of the
posting (default from template)

Fail Message: Standard Fail Message - Sent to applicants if they do not meet the minimum
requirements of the posting (default from template)

*Application Types Accepted: The type of application accepted for this posting (defaulted from
template)

If you plan to advertise externally, indicate the advertising sources: If you plan to advertise
this posting outside of UNT’s website, select all sources that apply.

Please list any other advertising sources: Enter any other advertising sources that were not
listed in the previous field.

University Sponsored Advertising Venues - Instructions: The advertising sources listed are
sponsored by the university and the department will not be charged a fee for utilizing these
sources. Instructions for accessing these sites are included in this field.

EEO Statement: Standard EEO Statement for the University (defaulted from template).

Quicklink for Posting: System generated link specific to the posting. Applicants can go directly
to the posting via this link.

Additional notes about this screen:

1. If required fields are not completed, an error message will appear and you will be
required to enter the necessary data.

2. Some fields are automatically populated (indicated above as “defaulted from template”)

3. The larger text areas will hold 3900 characters of text (about a page and a half).

4. VERY IMPORTANT: The “Users with Access” fields give the Search Committee Chair,
Search Committee Members and VP of Research users the ability to view the posting.
For these users to see a posting, their name MUST be selected in these fields.

TIP: Certain fields entered on this screen will appear on the applicant site exactly as entered, so
please proofread carefully. To view the posting as it will appear on the applicant site, select “Job
Posting Preview” from the Reports box.
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Documents

The documents tab allows you to attach the VPAA 130, advertising copy, search waiver (if
applicable) or other documents for internal users (not applicants) to view. After you attach the
documents, click the Continue to Next Page button.

0n this tab, you may attach and view documents.

4 Records

Attach VPAA 130 Mot Attached
Attach All Advertising Copies Mot Attached
Attach Search Waiver Mot Attached
Attach Other Mot Attached
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING
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Template Level Questions

Create Posting - Assistant Professor

Job Posting Preview
Applicant Status Report
Applicant Contact Information

CANCEL PREVIEW POSTING

Template Posting S .
E’g::? Documents Level Specific DR AT | B

Reference
Questions Questions

Letters

Boints User Budget | Comments

Mo Template Level Questions exist.

<< RETURN TO PREVIOUS | |

CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL | PREVIEW POSTING

The Template Level Question tab is not editable by users. This tab will include any questions set
at the template level that should be used for all job postings for a particular title. To continue
creating your posting, proceed to the Posting Specific Questions tab.
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Posting Specific Questions

Create Posting - Assistant Professor

Job Posting Preview
Applicant Status Report
Applicant Contact Information

CANCEL PREVIEW POSTING

- Template Posting N .
Fl;ue:tta”;]l% Documents Level Specific Disqualifying / | Guest

Budget [ Comments FEEEEE
. . Points User = - Letters
Questions Questions

To add questions that will be asked of every applicant who applies to this position, click the Add a Question
button. Click the Continue to Next Sectionbutton to skip this section or when finished.

Mo Posting Specific Questions exist.
ADD A QUESTION

<< RETURN TO PREVIOUS | |

CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL | PREVIEW POSTING

Posting Specific (screening) Questions are individual questions that can be used to
qualify/disqualify candidates. If you are not adding any Posting Specific Questions, click the

“Continue to Next Page” button. To add Posting Specific Questions, click on the “Add a
Question” button, which returns the following page:
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Add a Question

Search Existing Questions:

[ sEAarcH | canceL |

Create a Question

To find an existing question, enter a keyword (or leave the field blank). After you click the
“Search” button, the system will return a list of all questions.

Add a Question

Search Existing Questions:

| SEARCH | CANCEL |

Search Results

29 Records
e
How did you hear about this employment opportunity? View /Add
Do you have a Ph.D. in sociology or closely related field, or, if you are A... View fadd
Using the 2010 Mathematics Subject Classification system (see http:/ fwww.am... View /Add
Do you hold a doctoral degree in one of the broad areas of the Department: ... View fadd
Do you presently hold the rank of full professor and/or possess credentials... View /Add
Are you currently in ABD status? View fadd
Do you have experience teaching classes in strategic management, entreprene... View fAdd
If you have not defended your dissertation, will you defend by December 31,... View fadd
Do you have a doctorate (or are you ABD) in either Strategic Management, En... View fAdd
Please describe your interest in teacher education (including any work you ... View fadd
Are you a current employee within the University Libraries? View /Add

Create a Question
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Select one of the questions from the list if it is appropriate for this Posting by clicking the
“View/Add" link next to the question, which displays the next screen.

View/Add Question

Return to Search

Question

Are you currently in ABD status?

Closed-Ended Response Options

Display No Response As:

|' o Response

Possible Responses (up to 7):

ADD THIS QUESTION
[y

\

Then click the “Add This Question” button to add it as a Pre-Screening Question.

If you do not find an applicable sample question from the list follow the steps below:

Have you taught courses at the university level in World Civilization? View fAdd
Do you have experience serving as an undergraduate and graduate student adv... View fadd
How did you learn about this position? View fadd
Are you a current employee within the University Libraries? View fadd

Create a Question

"\

\

Click on “Create a Question” link.
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Please enter question text:

Create a Question

#) Create Question Help

Please select answer type:

Display No Response As:

|N|:| Response

Possible Responses (up to 7):

1.|

b I = TR ¥y IR R WS B ¥ |

¥ Closed-Ended (e.g. Do you have experience working in an office environment?)

o Open-Ended  (e.g. Describe any work experience relevant to this Posting,)

Closed-Ended Answers Open-Ended Answers

Open-Ended Answer Type:
* None
" Short Text (Text < 50 characters)
" Long Text (Text = 50 characters)
" Phone
 Date

[—
[~

SUBMIT QUESTION

CANCEL

Enter your question in the “Please enter question text:” box above. Select the desired answer
type of “Closed-Ended” or “Open-Ended”. For a “Closed-Ended” answer, enter up to 7 possible
responses (i.e. yes, no, Masters Degree, PhD, etc.). For an “Open-Ended” answer, select an

option from the list provided. Click on “Submit Question” link.

Please note that all posting-specific questions will be reviewed by Equity and Diversity for
applicability to the selection process.
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Template Posting Disqualifying [ Reference

Posting Documents Level Specific o Budget | Comments ~
- - Points Letters
Questions Questions

To add questions that will be asked of every applicant who applies to this position, click the Add a Question

button. Click the Continue to Next Sectionbutton to skip this section or when finished.

To delete, check the box of the question(s) you wish to delete, then click the Delete Question(s) button

belowy.
[ Do you have a masters degree in this discipline? (Edit)

ANSWER
Mo Response
fes

Mo
Is this question required? & Required ' NotRequired

DELETE QUESTION(S) | ADD A QUESTION

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE ==

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING

Click the “Continue to Next Page” button when done with the Posting Specific Questions tab.
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Disqualifying/Points

In order to assist you in ranking the candidates for your posting by using objective criteria, the
system enables you to disqualify certain answers and/or assign points to certain answers to
closed-ended questions utilized for this posting. Open-ended questions cannot be set as
disqualifying questions or have points assigned to them, therefore, they will not appear on this
screen.

If you did not enter any Screening Questions or if you want to ask the questions without
disqualifying and/or assigning points to any of the responses, enter nothing and click the
“Continue to Next Page” button.

NOTE: You may also see questions that were defaulted to this Posting as part of the template.
These questions are displayed on this screen for informational purposes, and you may not
designate them as disqualifying and/or assign points.

Create Posting - Assistant Professor

Job Posting Preview
Applicant Status Report

Applicant Contact Information

CANCEL | PREVIEW POSTING

Template . .
Level Dlsqua_rrfylng [ Guest Budget —— Reference
) Points User = Letters
Questions

On this page, you may assign peints to answers that can be used to rank applicants and designate an answer as
a disqualifying answer. Applicants who select a disqualifying answer will be automatically moved to a status of
not hired with a reason of did not meet minimum qualifications.

When finished adding points, selecting disqualifying answers, or to skip this section, click the Continue to Next
Page button.

Open-ended questions will not be visible on this tab, but will be visible on the summary page.
Maximum Points Possible: 0
Mo scorable questions exist.

RECALCULATE RESET |

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING
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On this screen you will see all the closed-ended questions you created/added on the Posting
Specific Questions tab. In this case, the closed-ended question selected was: “Do you have
research experience beyond the Ph.D.?”

Maximum Points Possible: 0

Posting Specific Questions

Do you have research experience beyond the Ph.D.?
ANSWER DISQUALTFYING SCORE

Mo Response r CO

Yes r |D_

No " O
0 %

RECALCULATE RESET

To disqualify a candidate based on a particular answer, click the corresponding box under the

word “DISQUALIFYING”. In the example above, if a candidate answers “No” to this question, the

system would disqualify them for further consideration for this Posting. The candidate would
receive the "Fail Message" for this position and be classified as “Inactive”.

Maximurm Points Possible: 0

Posting Specific Questions

Do you have research experience beyond the Ph.D.?

ANSWER DISQUALIFYING SCORE

Mo Response - I':'

fes | IZD

Mo I_ ID

0 %
RECALCULATE RESET |
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE ==
SAVE AND STAY ON THIS PAGE |
CANCEL | PREVIEW POSTING

To specify how many points the applicant should receive for each response, enter a number in
the “SCORE” column. For example, an applicant answering “Yes” to “Do you have research
experience beyond the Ph.D.?” would receive 20 points.
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To have the system calculate the total points an applicant could receive for all the questions
(useful if you have several questions to which you are assigning points), click the “Recalculate
button.

Clicking the “Reset” button returns all the Posting Specific Question point values to 0.

When all of the disqualifiers and/or scores are set to your satisfaction, click the “Continue to
Next Page” button.

If you make any changes to the disqualifying question, it removes any disqualifying points that
were set previously. You will have to reset the disqualifying points for your revised question.

Guest User

Template Posting
Documents Level Specific
Questions Questions

Disqualifying / SIS - _| Reference
Foints TN Budget| Comments) oo

Posting

Details

0n this screen, you may create an account that will be used by members of the review committee.

Committee members who log in using this account may view applications and resumes to this requisition only,
and are not able to take action on the applicants.

When finished or to skip this section, click the Continue to Next Page button.

@e Guest User

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING |

To create a Guest User ID, click on the “Activate Guest User” link. A Guest User ID can be
created for individuals that need view only access for applications to this posting.
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Template Posting
Documents Level Specific
Questions Questions

Posting

Disqualifying ~ Reference
= 3 Ca s
Details Points DL R B e Letters

On this screen, you may create an account that will be used by members of the review committee.

Committee members who log in using this account may view applications and resumes to this requisition only,
and are not able to take action on the applicants.

When finished or to skip this section, click the Continue to Next Page button.
Deactivate Guest User

Create Guest User

*Required information is denoted with an asterisk,

User Name: GU52114
.- Password: I
Between & and 20 Characters
=< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING |

The user name is system generated. A password (between 6 and 20 characters) should be
created and supplied to the Guest User(s).

When finished, click the Continue to Next Page button.

Budqget

Template Posting
Documents Level Specific
Questions Questions

Posting

Disqualifying / | Guest Reference

Co 5
Details Points User e Letters

To add a new Entry, click the Add New Entry button below. To view more details about an existing entry, click
the View link for the entry. To edit an existing entry, click the Edit link for that entry. To delete an existing entry,
click the Delete link for that entry.

Existing Entries

Mo Records Found
[ ADDNEWENTRY |

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL PREVIEW POSTING |

We are not currently utilizing the Budget function in People Admin. Click the Continue to Next
Page button.
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Comments

Template Posting Disqualifying / | Guest N ments Reference
Points user |*1%9 Letters

POStiNG | o cuments Level Specific

Details Questions Questions

<< RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >>

The comments on this page are only intended to assist with the posting approval process and should not be
used in regards to applicants.

*Required information is denoted with an asterisk.

Dean Rep Comments:
Department Representative Comments:

Search Committee Chair Comments:

i

Y

Department Chair/Director Comments:

.

Kl

UNT Dean/Dallas DVC Comments:
Equity & Diversity Comments:

Dallas President Comments:

Provost Comments:

Search Committee Member Comments:
Faculty Coordinator Comments:

VP of Research Comments:

*Required information is denoted with an asterisk,

<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

Enter any comments about the posting that you would like other approvers to see. Applicants will
not see any comments, but you may view the posting after it has been submitted to review any
comments that other users have entered. Comments will be retained as part of the Posting
history. After entering comments, click the Continue to Next Page button.
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Reference Letters

The reference letter feature allows applicants to provide contact information for a designated
number of reference providers. When you've reached the point in your search where you would
like to receive reference letters for your candidate(s), you will need to change the Applicant
Status for each desired candidate to “Request Reference Letters.” The system will then
automatically email reference providers and request a letter of reference. The reference provider
is emailed a link to a web site where they can upload a confidential letter of reference. Applicants
are not able to view the letters, but they are able to check the status of the number of references
received. If you would like to utilize these capabilities (strongly recommended), complete the
Reference Letters tab. Otherwise, click Continue to Next Page.

Template Posting

P“"‘"‘E'.”Q Documents Lewvel Specific D|-s.qui'z_ll’ry|ng /| Guest Budget | Comments Reference
Details — . Points User = Letters
Questions Questions
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE ==

lUse the fields on this tab to define applicant reference letters.

*Required information is denoted with an asterisk,

Reference Letters

Will this pesition accept reference letters? IND letters requested ;l

Mumber of reference letters required? |Nn letters required |

Instructions to Applicant:
Instructions to Reference:
Completed/End Instructions to Reference;
*Required information is denoted with an asterisk,
=< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >>
SAVE AND STAY ON THIS PAGE |
CANCEL PREVIEW POSTING
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Saving/Approving the Posting

After clicking the “Continue to Next Page” button or “View Posting Summary” button from the
Reference Letter page, you should see a screen similar to the following. Scroll down through this
screen to review the information you entered.

View Posting Summary - Assistant Professor

&) Printer-Friendly Version

Job Posting
Flease review the details of the posting carefully before continuing. Preview

Applicant Status
To take the action you have specified, click the Conftinue button. To edit the —

Report
posting, click the Edit link. To exit the posting without making any changes, =
click the Cancel button. Applicant Contact
Information

Edit

Posting Status

% save without Submitting

" send to Search Committee Chair

" Send to UNT Dean,Dallas DVC

" Send to VP of Research (Research Clusters Cnly)

CANCEL || CONTINUE |

Posting Details

System Identification Mumber:

POSITION INFORMATION

Requisition Mumber:

College/Schoal: College of Arts & Sciences
Department: Economics (M14100)
Rank/Title: Assistant Professor

Area of Specialty:

Position Mumber:
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In the posting status box (at the top or bottom of page), please select one of the choices and
click the “Continue” button to go to the confirmation page.

Confirm Change Posting Status

The following Action is about to be submitted

Posting Status

Save Without Submitting

GO BACK ” CONFIRM |

Click the “Confirm” button to complete this step.
The details of your Posting are NOT SUBMITTED until you complete this step.

Search Postings

¥ The status of Posting Assistant Professor has successfully been changed to Saved Without Submitting.

Posting Status Options

If you are not ready to submit the posting to the next level for approval, selecting the “Save
Without Submitting” option will allow you to log back into the system and edit and submit the
posting later. Once a posting has been submitted to the next approval level, you may view it by
clicking the “Pending Postings” link on the left, but you will not be able to make any additional
changes.

Posting Approval Process

Postings must be routed, using the PeopleAdmin system, through a series of approval steps prior
to posting to the web. Please Note: The approval process may be altered for Research Cluster
Hires and Immigration Hires. For Research Cluster Hires, contact the Office of the Vice President
for Research. For Immigration Hires, contact the Office of the Provost and VP for Academic
Affairs. The following is a brief synopsis of the approval steps for a standard posting:

. Department Rep creates and submits the posting to the Search Committee Chair.

. Search Committee Chair reviews the posting (including any attached documents) and
submits to the Department Chair.

1

2

3. Department Chair reviews the posting (including any attached documents) and submits to
the Dean of the College/School.

4

. Dean reviews the posting (including any attached documents) and submits to Equity &
Diversity for their review.
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5. Equity and Diversity reviews the posting and any attached documents and submits to the
Faculty Coordinator.

6. Faculty Coordinator reviews the posting and any attached documents and then submits
the posting to the Applicant Site.

VIEWING APPLICANTS TO YOUR POSTINGS

After logging in to the system any active job searches will appear in the list of Active Postings.

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

NOTE: Postings that are still in the approval process and have not yet been posted on the
applicant site can be found by clicking on the Pending Postings link in the left navigational menu.
Historical Postings have either been cancelled or filled.

Active

151 Records

— — — oy S¥stem i —Job | __Job | __ — Posti
ki Rank V| greai::tv u I Identification | Y ‘;":f;;'; i open | A dose | ki Department | K ;‘t’:ﬂ:?
pec Number Date Date

Associate ) A

Director of University 05-12- UNT Dallas Posted on
fi:.’f““"r Al College HIEEIRAE RGeS z 2010 (540850) Applicant Site
View
Dept Chair/Div Head o BRGTE 2 05-07- Ogen ;I:ﬁl UNT Dallas Posted on
View adology 2010 =ar (540850} Applicant Site

Closed
Dept Chair/Div Head P;:yD;wnoToEg:gor R10-1-2-11-11-1 6000133 7 Dol Ogsgrﬂwnﬁl LrEss Posted an
YiEw Counselor Education 2o Closed B, FErETETE
Assistant Dean, g5gp.  Open Until Closed/Removed
University Libraries Public Services R10-603 6000178 ] 3010 Search  Libraries (N32100)  from Applicant
View Closed Site
Assistant Dean, 05-gz-  Open Until Closed/Removed
University Libraries Digital Libraries R10-607 6000182 0 3010 Search  Libraries (N32100)  from Applicant
Closed Site

A
4

v
To view the details of a specific Posting, click on the word “View” below the relevant Rank/Title
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CANCEL

View/Edit Posting - Assistant Professor

Job Posting Preview
Applicant Status Report
Applicant Contact Information

VIEW POSTING SUMMARY >>

Applicants

Active Applicants

4 Records

View
Application

View
Application

View
Application

View
Application

Summary of
Teaching
Evaluations
List of Contact
Information of 3
References

CvrLir

Sample Syllabi

Statement of
Teaching
Philosophy
List of Contact
Information of 3
References

Cwr Lir

Form DD214

Summary of
Teaching
Evaluations
List of Contact
Information of 3
References

CvrLir

Summary of
Teaching
Evaluations
List of Contact
Information of 3
References

Cwr Lir

Unoffidal
Academic
Transcripts

Sample
Publication 1

Ccv

Summary of
Teaching
Evaluations
Unoffical
Academic
Transcripts

Sample
Publication 1

cv

Sample Syllabi

Unoffical
Academic
Transcripts

Sample
Fublication 1
cv

Unoffical
Academic
Transcripts

Sample
Publication 1

cv

Reference

Letters

External | References | Al
.

Alternate - 0of3
03-08-2010  Recommend Campus Under Manage
History/ Notes Interview Review Refer engc =
Change Status
P Recommended by 0of3
H?jriz le‘?olt[;s Dept Chair/Dir for Hire Ruenvdi:t:\' Manage
¥ Change Status References
Alternate - 0of3
03-22-2010 Recommend Campus Under Manage
History/ Motes Interview Review Refar Engc .
Change Status
05-03-2010 Under Review by Under 0of3
Histary/ Note Departrent Review Manage
istory/ Notes Change Status SIEL References

CHANGE MULTIPLE APPLICANT STATUSES
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Minimum Score: I VIEW MULTIPLE APPLICATIONS |

achiries IV Actve Applicants VIEW MULTIPLE DOCUMENTS |
[T Inactive Applicants

Applications / documents will open in a new window. To
print, select File > Print after documents appear in that
REFRESH window.

Documents may take several minutes to load.

| CONTINUE TO NEXT PAGE >>

SAVE AND STAY ON THIS PAGE |

CANCEL | VIEW POSTING SUMMARY >3 |

The tab labeled “Applicants” is a listing of the applicants for this posting. The
Applicants tab shows:
0 The applicant's Name
o0 Documents (CV/Resume, Cover Letter, etc) in .PDF format that the applicant
submitted
0 Score that is calculated by adding the applicant’'s answers to closed-
ended/multiple choice questions with points
0 The Date Applied the applicant applied
0 The Status of the applicant
= Status (Internal) — The internal screening steps that indicate the
applicant’s progress during the selection process
= External Status — The status displayed to the applicant when they log in
to check the status of the job
o0 References Received displays the number of letters that the applicant has
received from the referees
o All/None — Allows you to select and deselect all the applicants at once. Used with
the “Change Multiple Applicant Statuses”, “View Multiple Applications”, and “View
Multiple Documents” buttons.
From this screen, you may perform a number of tasks, including:
Sort Applicants by Name, Score, Date Applied, and Status
View and print applications
View and print uploaded documents
View and change History/Notes
Change Applicants’ Status
Run reports
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Sorting & Filtering Applicants by Different Criteria

To sort applicants by Name, Date Applied, etc., click the arrow at the top of the column you wish
to sort. The order in which applicants are displayed will change accordingly. The example below
is sorted on Date Applied.

Active Applicants
4 Records
= s | References | All/
mm
Summary of Il Unoffidal
Teaching Academic
Evaluations Transcripts .
Under R w b Dof3
ListofContact || g 0 05032010 et trER Y Under o
Wiew Information of 3 ampie History/ Notes £ Review anage (|
Application References Publication 1 2t Change Status References
Cwr Lir I ol
Form DD214 I Sample Syllabi
Summary of Il Unoffidial
Teaching Academic Alternate - 0of 3
Evaluations Transcripts 0 03-22-2010  Recommend Campus Under Manage
;IE.'\IIicatic-n ILi?ot i iﬂntaic:tq Il Sample storyiietes Chi—.?-.teewsl?c:;us Reven References "
e nR;E?eEEEDs - Publication 1 g
CwrLir I v
1 summary of
Sample Syllabi Teaching
Evaluations
Statement of 1 Unofficial
Teaching Academic P Recommended by Dof3
. Philosophy Transcripts i} l.:|3 12.20 o Dept Chair /Dir for Hire Un;ler Manage
e List of Contact PEERIEEE Change Status = References r
Application Information of 3 1l Sample
References - Publication 1
CvrLir I v
Summary of Il Unoffidial
Teaching Academic
Evaluations Transcripts Alternate - Oof32
List of Contact I Sample T 03-08-2010  Recommend Campus Under Manage
‘a|ew_ _ Information of 3 Publication 1 History/ Motes Interview Review T e -
Application References Change Status
Cwr Lir I v
T S I VIEW MULTIPLE APPLICATIONS |
Induda: ¥ Active Applicants VIEW MULTIPLE DOCUMENTS |
[T Inactive Applicants
Applications / documents will open in a new window. To
@ print, select File > Print after documents appear in that
window.
-
) Documents may take several minutes to load.

The section at the bottom of the screen labeled "Refresh” enables you to view applicants who
meet a certain minimum score, or allows you to view Active and/or Inactive Applicants. To filter by
minimum score, enter the desired number and click “Refresh.” To filter your applicants by
Active/lnactive Status, click the boxes next to “Active Applicants” (active Applicants are still under
review) and “Inactive Applicants” (inactive Applicants are no longer under review) and click
“Refresh.”
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Viewing Applications

To view a single Application, click the "View Application" link under the applicant’s name from the
"Active Applicants" screen. T

o | A Date External | References | Allf
n flame m a APP“Ed m

summary of Il Unofficial
Teaching Academic
Evaluations Transcripts )
List of Contact 05-03-2010 SLEE e Under L
. Information of 3 ] Sample 0 Histary/ Note Department - Manage -
.-!\Is;iicaﬁon nRé;neareﬁgeos Publication 1 BN Change Status SiE References
Cwr Ltr Il cv

After clicking on this link, a screen similar to the following will appear in a new browser window. It
may take a few moments for the information to load into the new window.
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University of North Texas
Faculty Profile

Requisition Number: RankTitle:
6000045 Assistant Professor

Personal Information

Firzt Mame: Widdle Name: Last Mame: Other names used:
Address: Addresz Line 2: Address Line 3: City/Town/Locality:
State (enter NJA if a non US Country: PostalZip Code: Type:
address): Primary Contact Number: cell
Alternate Contact Humber: Email Address:

Zi@z.com

Supplemental Questions

Do you have a Ph.D. in Physics or closely related field?
Yes

Do you have research experience beyond the Ph.D.?
Yes

Agreement

| certify that all information provided in connection with my application, iz true, complete, and correct to the best of my knowledge
and made in good faith. | understand that any misstatement, falzification, or omiszion of information =hall be grounds for refusal to
hire ar, if hired, may be cause for immediate dizcharge at any time thereafter. | understand that becauze this is a security sensitive
position, the University will check for any criminal hiztory in accordance with applicable statutes and University policies. |
understand that | must be legaly authorized to work for UNT at the time of employment. | understand that any offer of employment
tendersd me ig contingent upon my agreement to abide by the laws of the State of Texas and the rules, regulations, and policies of
the University of North Texas.

| certify that | have read and agree with these statements.

Applicant’s Name

G i)

To close the window, click the "Close Window" link, or click 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 multiple applications at the same time, perform the following steps:
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1. Check the boxes next to the corresponding Applicants you wish to view (or click “All").
These boxes are located on the right side of the page.

Il A 1 i Date References | Al [
m ; APPrEd mm None
Summary of Unoffidal
Teaching I Academic
Evaluations Transcripts Alternate - Dof3
List of Contact 03-08-2010  Recommend Campus Under
. ) 1] Sample 0 g S o Manage
\|'|E-\. ) Information of 3 Publication 1 History/ Motes Interview Review T F’j
Application References Change Status
Cvr Ltr I cv
Il Summary of
Sample Syllabi Teaching
Evaluations
Statel t of Unoffical
Tearglfi:ugo I Acn:de;; 03-12-2010 Recommended by Und 0of3
. Philosophy Transcripts 0 - k Dept Chair /Dir for Hire Lozs Manage
View . History/ Motes Review IV/
S List of Contact Change Status References
Application e 1 Sample
nrormaton ot = Publication 1
References
Cvr Ltr I cv
Form DD214 Il Sample Syllabi
Summary of Il Unoffical
Teaching Academic Alternate - dof3
Evaluations Transcripts 0 03-22-2010 Recommend Campus Under Manage
View List of Contact Il Sample History/ Notes Interview Review R eferer?-: = v
Application InfRo;;nearzﬁE;f 3 Publication 1 Change Status
CurLtr I cv
Summary of Il Unoffidal
Teaching Academic
Evaluations Transcripts .
List of Contact Samol 0 05-03-2010 UnS:r :}i::;‘tby Under I‘vl1:| of 3
View Information of 3 I ampte History/ Notes £ Review anage W‘
;\pplication Reforences - Publication 1 ot Change Status References
CvrLtr I v
CHANGE MULTIPLE APPLICANT STATUSES |
e I VIEW MULTIPLE APPLICATIONS
Indude: ' Active Applicants VIEW MULTIPLE DOCUMENTS
[T Inactive Applicants
Applications [ documents will open in a new window. To
print, select File = Print after documents appear in that
SEEEE window.
Documents may take several minutes to load.

’'4
2. Click the View Multiple Applications button.

3. A new window will appear (it may take several moments to load). This window contains
all the applicant information you selected.
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Viewing Documents

This process is very similar to viewing applications, except the documents are loaded using 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 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.

Date References | allf
@ nppr"zd mm Hone

Summary of Il Unoffidal
Teaching Academic
Evaluations Transcripts Alternate - Dof3
List of Contact I Sample a 03-08-2010  Recommend Campus Under Manage
View Information of 3 Publi cag — History/ Motes Interview Review Refer engc = |-
Application References Change Status
Cwr Lir I v

After clicking the link, a new window will appear (it may take several moments to load) in Adobe
Acrobat Reader. This window will contain the document you selected.

To close the window, click on 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 Posting”
screen).

To view multiple documents at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you wish to view (or click “All").
These boxes are located on the right side of the page.

=i s | i Date References | Allf
m B Applied mm
Summary of Il Unoffidal
Teaching Academic
Evaluations Transcripts Alternate - Dof3
List of Contact 03-08-2010  Recommend Campus Under
View Information of 3 I Pugliacrggfn 1 g History/ Motes Interview Review R ;Ic:p;qg: = F/
Application References Change Status
Cwr Lir I v
I Summary of
sample Syllabi Teaching
Evaluations
Statement of I Unoffical
Teaching Academic P Recommended by Dof3
. Philosophy Transcripts a .03 . .20 o Dept Chair/Dir for Hire I_Ind_er Manage
View i History/ Notes Review IV
Application List of Contact I e Change Status References
Int:é;";gﬁseosf E Publication 1
Cwr Lir I v
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Form DD214 I Sample Syllabi

Summary of Il Unofficial
Teaching Academic Alternate - 0of 3
Evaluations Transcripts a 03-22-2010 Recommend Campus Under M
View List of Contact I cample History/ Notes Interview R Ref:P:Ecees W
Application Information of 3 F‘ublicagon 1 Change Status
References
Cwr Lir I Ccv
Summary of 1 Unoffidal
Teaching Academic
Evaluations Transcripts .
List of Contact | 05-03-2010 Llnger R?'r:e.htby Under L
View Information of 3 I S?mp. & g History/ Notes Eparmen Review PEIETE W’
- Publication 1 Change Status References
Application References
Cwr Lir Il Ccv
CHANGE MULTIPLE APPLICANT STATUSES |

Minimum Score: I VIEW MULTIPLE APPLICATIONS |

Applications / documents will open in a new window. To
print, select File > Print after documents appear in that
windawy.

V¥ Active Applicants
[T Inactive Applicants

Include: VIEW MULTIPLE DOCUMENTS

REFRESH |

Documents may take several minutes to load.

¥

2. Click the View Multiple Documents button.
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APPLICANT STATUS CHANGES

After completing internal deliberations, the search committee will need to progress applicants
through the selection process by changing applicants statuses utilizing the Change Applicant
Status screen. To access this screen, click on the “Change Status” link for each applicant from
the Active Applicants list.

Change Applicant Status

ame —[Documents|Status ————————————sclctonResson |

Unoffidal
Academic
Transcripts
List of

Contact Chooze Option Below: =
view Inﬁ:?rnn'lzgan nu:ler Review by Department LI I " —I

Application of 5 L) riment

References  |External Application Materials Received
Cvr Lir Phone Interviewed

Video Interviewed

Recommend by Search Committee Chair for Campus Interview

Recommended by Dept Chair/Dir for Campus Interview

CONTINUE Recommended by Dean/Dallas DVE for Campus Interview

Recommended by VPR for Campus Interview

RESET TO Olpjternate - Recommend Campus Interview

Campus Interview -Approved

Campus Interview - Mot Approved

Campus Interviewed

Recommend by Search Committee Chair for Hire

Recommended by Dean/Dallas DVC for Hire

Recommended by Dept Chair/Dir for Hire

Recommended by VPR for Hire

Recommend for Alternate Hire

Cleared for Hire

Mot Cleared Far Hire

Offer Made

Offer Accepted

Offer Dedined

Hired

System Detd Did Mot Meet Min Quals

FC/Provost Detd Did Mot Meet Min Quals

Mot Selected - Send Email Immediately

Mot Selected - Email Sent when Pasition Filled

Mot Selected - Do Mot EVER. Send Email

Request Reference Letters

Reviewed by E&D - Send email immediately

Search Canceled - Send Email

Search Canceled - Do not send email

Short List - Professional Research

Recommended for Hire - Professional Research

C .'n'.

Qualified applicants should progress through the following statuses of the selection process
(please note: all statuses shown in the list above may not be accessible by all user types):

1) Under Review: This is the system default status for all applicants
2) Interview Statuses:

a. Video Interviewed and/or Phone Interviewed: This status indicates candidates
who have been interviewed by the Search Committee via video or phone. This
status change is made by the Search Committee Chair or the Departmental
Representative
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3)

4)

5)

b. Campus Interview: This group of statuses manages the review process of
candidates who are recommended for an on-campus interview. Campus
interviews must progress through the following approval process:

i. Recommend by Search Committee Chair for Campus Interview
ii. Recommended by Dept Chair/Dir for Campus Interview
iii. Recommended by Dean/Dallas DVC for Campus Interview
iv. Recommended by VPR for Campus Interview (Research Cluster
positions only)
V. Equity and Diversity will review qualifications of candidates and will
change status to Campus Interview — Approved or Campus Interview
— Not Approved
Vi. Following approval by Equity and Diversity , the Search Committee may
proceed with the on-campus interview. Following the interview, the
Search Committee Chair or Departmental Representative will change
applicant status to Campus Interviewed
vii. Departments may indicate alternates for Campus Interview by utilizing
the status: Alternate — Recommend Campus Interview
Request Reference Letters: If the posting is utilizing the Reference Letter Module for
collecting reference material, the Search Committee Chair or Departmental
Representative will change applicant status to Request Reference Letters
Recommend for Hire Statuses: This group of statuses manages the review process for
the candidate who is selected to fill the position. The recommend for hire process must
progress through the following approval process:

a. Recommend by Search Committee Chair for Hire

b. Recommended by Dept Chair/Dir for Hire

c. Recommended by Dean/Dallas DVC for Hire

d. Recommended by VPR for Hire (Research Cluster positions only)

e. Equity and Diversity will conduct final review of candidate qualifications and will

change status to Cleared for Hire

Departments may indicate alternates for Hire by utilizing the status: Recommend
for Alternate Hire

Offer/Hire Statuses: This group of statuses is managed by the Provost Office to indicate
the steps of the offer process. Statuses include:

a. Offer Made

b. Offer Accepted

c. Offer Declined

d. Hired

—h

Applicants who do not meet qualifications, or who are eliminated during the review process,
should be designated as “not selected” using one of the following statuses. Departments are
encouraged to dispense unqualified applicants throughout the selection process. All non-
selected candidates must be dispensed once the hire is complete, including individuals

who were identified as alternates.

1)

2)

3)

Not selected — send e-mail immediately: This status will trigger a message to Equity and
Diversity to review the not selected reason. If the non-selection is valid, then an e-mail
will be automatically sent to the candidate notifying them that they are no longer in
consideration for the position.

Not selected — send e-mail when position filled: Once the position is filled, an e-mail will
be automatically sent to the candidate notifying them that they were not selected for the
position.

Not selected — do not ever send e-mail: This status should be used for candidates where
the department wants to send a personal message instead of using an automatically
generated message to notify the candidate that they were not selected for the position.
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In addition to changing the Applicant Status to one of the above “not selected” statuses, the
department will need to select the most appropriate reason for non-selection from the “selection

reason” drop-down list as shown below:

Unofficial
Academic
Transcripts
List of
Contact

Selection Reason

Change Applicant Status

‘f'iE'-\'_ ) Information INot Selected - Send Email Immediately 3
Application of 5
References
Cwr Ltr
Ccv

CONTINUE TO CONFIRM PAGE >>

_|1f1acked required degree in relevant area -Credentials not suffident

on-Credentials not suffident
1b-Candidate did not meet required qualifications for position-Credentials not sufficient
1c-Failed to respond to requests for additional information-Credentials not suffident
1d-Ineffective written communication skills-Credentials not suffident

1e-Lacked professional development-Credentials not suffident

1g-Lacked required field of study-Credentials not sufficient

1h-Lacked research focus or research agenda-Credentials not sufficent
li-Limitedfinsufficient administrative experience -Credentials not suffident

1j-Limited finsufficient advising/mentoring experience-Credentials not sufficent

1k-Limited insuffident collaborative experience finterdisciplinary work-Credentials not suffident
1l-Limited finsufficient creative accomplishments-Credentials not suffident

im-Limited finsufficient external grant experience-Credentials not sufficient

in-Limited insufficient leadership experience-Credentials not sufficent

1o-Limited finsufficent professional experience in relevant area-Credentials not sufficent
1p-Limited finsufficient publication or scholarly record-Credentials not sufficient

1g-Limited finsufficient research -Credentials not sufficient

1r-Limitedinsuffident teaching experience-Credentials not sufficient

15, Met required qualifications but not preferred qualifications ? Credentials not sufficient
Za-Ineffective presentation skils-Interaction not acceptable

2b-Ineffective verbal communication skills -Interaction not acceptable

2c-Failed to appear for interview-Interaction not acceptable

2d Unsatisfactory interview

3a-Accepted another position outside the University-Dedined fwithdrew fremoved from pool
3b-Accepted another position within the University-Dedined /withdrew/removed from pool
3c-Dedined offer due to employment availability-Dedinedfwithdrew fremoved from pool
3d-Dedined offer due to no job opportunity for spouse/partner-Dedined/withdrew fremoved from pool
3e-Dedined offer due to relocation-Dedined fwithdrew fremoved from pool

3f-Dedined offer due to salary-Dedinedfwithdrew fremoved from pool

3g-Dedined offer due to workload-Dedined jwithdrew fremoved from pool

3h-Dedined the position when offered-Dedined /withdrew removed from poal
3i-Falsification of application materials-Dedined fwithdrew fremoved from pool

3j-Mot available for interview-Dedined fwithdrew fremoved from pool

3k-Withdrew acceptance-Dedined jwithdrew fremoved from poal

3l-withdrew application-Dedined fwithdrew fremoved from pool

4a-Met required qualifications - possible alternate for on-campus interview-Alternate selection
4b-Recommend for possible alternate hire-Alternate selection

Sa-Application submitted after deadline-Other

Sb-Reference check letters of recommendation unsatisfactory-Other

5c-Unable to contact-Other

5d-Duplicate ;l_l
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ADMINISTRATIVE FUNCTIONS

Home

Click the “Home" link on the left navigation bar anytime you want to return to the Welcome Page
of the system. The Welcome Page is also known as the Home Page.

Admin
Home

Change Default View
Change User Type
Logout

# Hiring Resources

Change User Type (if applicable)

If your user account has multiple user types associated with it you can change your view by
clicking the “Change User Type” link on the left navigation bar. If you do not see this link, this
feature is not applicable to you.

Hiring Resources

This link will provide resource documents for utilizing the system, advertisements, recruitment
resources, etc.

Office of the Provost

and Vice President for Academic Affairs

Provost Home >> Hiring Resources

Academic

Structure>>
® Sample Ads Approved

m Guidelines far Position Announcements

Initiatives >> m Free Recruitment Venues

m [iverse Recruitment Resources
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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.
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