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Staff Posting Workflow

/APPME - rwassiﬁcaﬁon\

Initiator Supervisor DePéhH_E ad/ c HR c ti P Paosition
“Modify ] “Modify LR air —» Campus < »| Compensation Approved
*Modify
Creating a Posting
Logging In

Access the PeopleAdmin system via my.untsystem.edu, click the link to the
PeopleAdmin system and log in using your EUID and password.

UNTISYSTEM

Login to PeopleAdmin, Inc.

EUID
» Forgot your password?

» Mead Help?

Password

[J Don't Remember Login

FEQPLEADMIN
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Module View and User Roles

Please ensure that you are in the correct module, check your system view in the top left hand
corner, it should say Applicant Tracking System. If it says anything else, you can change this by
clicking the three dots in the corner and then making a selection.

Applicant Tracking System

Q’) Applicant Tracking System

O Position Management

Also, please to ensure that you are logged in under the correct user group. To check your user
group, look at the top right hand corner of the screen and you will see the user group drop
down menu.

User Group:

Initiator

Only the following User Roles (User Groups) are able to create a posting request.

a. Initiator
b. Supervisor
C. Department Head
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Selecting the posting type

Click on postings to expand the dropdown menu and select the type of posting that you are
working on.

Postings > Hiring Proposals ~

Faculty

Executive ]
Inbox Hourly es B Users 2 Hir
Special Hant Adjunct

Student

You will then click on the Create New Posting button found on the top right-hand side of the

screen.
+ Create New Posting

Staff Posting from a Position Description
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A dialogue box will then appear, giving you the option of creating from a previously created post
or from a position description.

| ]

What would you like to use to create this
new posting?

Create from Posting

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

Create from Position Description

most of the informatierffom a posit)
Unless you know for certain that you

will not need to make any updates
whatsoever to the post, you should
always choose to post from a Position
Description.

Finding a Position Description

Once you click on Create from Position Description, you will see a list of all the accessible job
descriptions, depending on how long your list is, you can click on one that shows up
immediately.

(Actions)

Posting Number Department Active Applications  Workflow State Job Close Date

S001P HSC-1115 Waiver Admin-365100 1 Filled 10/21/2019 Actions v
Accountant 1 5002P HSC-1115 Waiver Admin-365100 5 Filled 09/27/2019 Actions v
Director of Publications 5004P HSC-1115 Waiver Admin-365100 0 Closed/Remove from Web 08/31/2019 Actions v
Chief of Staff - MH S009P HSC-1115 Waiver Admin-365100 0 Closed/Remove from Web 08/29/2019 Actions v
Research Scientist S005P HSC-1115 Waiver Admin-365100 1 Republished Actions v
Senior Assoc Dir Admission MH S006P HSC-1115 Waiver Admin-365100 0 Closed/Remove from Web 09/10/2019 Actions v
Director of Student Segfes - MH S007P HSC-1115 Waiver Admin-365100 1 Filled 09/24/2019 Actions v
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Or you can type in a part of or the entire title of the description you wish to create from.

Saved Searches v test ‘

You may search using the position title, name of the person currently holding the
position or the position number.

From the populated list you can view the posting by clicking on the title or hovering over the
Actions link to expand the drop menu and selecting View.

(Actions)
Classification Title Working Title
Building Management PD Test Actions v
Test Classification Assistant Strength and Conditioning Coach Actions v
Test TCanon Research Asst Professor Actions v

Sr Dir, Counsl and Test Srvcs  Sr Dir, Counsl and Test Srvcs Create

From

MALUuUliow

You can also go straight to creating the posting
from the Actions dropdown menu.

Staff Posting from a Position Description
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= Position Description: Staff Test Position 2 (Staff)

Current Status: Active

Position Type: Staff

Department: UNT-Student
Affairs-Gen-160000

Summary History Associated Classification

You will be see the summary of the Position Description, be sure to view it and ensure that the
details coincide with the job that you will be posting.

Modifying the Position Description

Once you have reviewed and are certain that the description requires edits, you will click the
Modify Position Description link at the top right side of the screen.

Q Print Preview
B Print Preview (Employes View)

O Create Posting from this Position Description

Modify Position Description

Use this option to make changes to the position description.

If no changes are needed or you have already made modifications
that were approved, you would click on the Create Posting from
this Position description link (go to Posting Information section of

this document).

Staff Posting from a Position Description
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Start Modify Position Description Position Request on Staff Test Position 2?

2] been started, this position request will lock the position description from other updates until the position request has completed.

Once you start editing a position description no one else will be able make updates until
your edits are completed, so be sure to carry out the process in its entirety and do all the
necessary follow up to make certain that it is not left pending.

Editing the Sections of the Position Description

The next set of screens walks you through the process of editing the position details.

Position Justification

The first section asks for the justification as to why you are modifying the job description. Fill in
all the required fields (marked in red) then you may move to the next section.

Editing Position Request
@ Position Details
@ Position Documents

Position Request Summary

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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8> Check spelling
* Required Information

Position Justification

Is this a Reclassification
request?

Requested Title

Requested title is only used for
reclassifications

Briefly describe how job
+ duties for the position
have changed.

Be very clear and specific as to
why you need to make changes
to the job description.

What are the primary
» reasons for why the job
duties have changed?

[ ]—

This field is reguired.

Any change to job title, salary or
significant changes to job duties
require a reclassification (ePAR and HR
Compensation approval required).

For minor changes to job duties select
No.

o

There is an increasad level of responsibility that
has caused a need to make changes.

This field is reguired.

The department has been restructured to more
align with overall goals.

Indicate the new salary that
you are requesting under
the reclassification here.

— ~ R R
This field is reguired.

«» Effective Date

Requested Salary

/
Save Next ==

Staff Posting from a Position Description
Revision Date October 2019
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10/01/2019

This field is reguired.

The effective date should coincide

with the date entered in the ePAR,

and when you wish to post the job.

When you have entered the
information, click the Next button to
save and move to the next required
section.
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Position Details

% Check spelling
* Required Information

The position description will be pulling information
from EIS. Current incumbent information will display

Employee Information

mployee First Name

here if they are in the role presently.

Employee Last Name

Employee ID

Post nation

Classification Title

+ Working Title

Position Number

Test Staff Classification

Staif Test Position 2

Department UNT-Stud irs-Gen-160000

Orher official classification titles may not be used as a working t

If you need to have a working title for the
position that more closely represents the
position, this is where you would enter it.

Please note that use of a working title is
-optional and cannot be the same as any other
official title used in your institution.

Job Location

FTE
Budgeted Annual Salary

The Department is seeking to hire a someone to
join our team. This is a professional position
that will provide comprehensive service to
customers relative to institutional regulatory
requirements. Performing detailed technical
duties, conducting presentations, and
maintaining professional knowledge.

Position Overview

P

Be sure to indicate the correct city
within which the position will reside.

d sentences providing an overview of the position responsibilities. Individual job duties will be captured in Job Duties section below.

This is where you will give
applicants a brief summary of
what the position entails.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Supervisory
Responsibilities
(Position)

Minimum Qualifications

Preferred Qualifications

Required

License/Registration/Certification

If the position has supervisory
responsibilities, that should be stated
here.

e

This information will be auto populated from the
classification description.

List any specific knowledge, skills, or
abilities here that are considered
preferred qualifications.

Some jobs require licensure or
certifications. Those details are listed
here.

Staff Posting from a Position Description

Revision Date October 2019

HREmployment@untsystem.edu
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This box must always
be unchecked.

* Physical Requirements

Security Sensitive

Position Request
Number

| Mone of these Listed

| Carrying
¥ Arrendance

¥ Cleaning

L Climbing

L Crawling

L Driving

L Kneeling

¥ Lifting up to 10 pounds
W Lifting up to 25 pounds
L Lifting up to 50 pounds

! Pulling

¥ Pushing

Be sure to indicate the general

that can be reasonably expected.

¥ Reaching

physical requirements of the job, all

¥ Sitting
¥ Speaking
) Squatting, Stooping, Bending
! Standing

¥ Twisting

¥ Walking

| \Writing

¥ Grasp

| Talk or Hear

This is a security sensitive position.

Staff Posting from a Position Description

Revision Date October 2019
HREmployment@untsystem.edu
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Job Duties

These are the job duties required of the position.

Assess and adjust departmental needs.
Description of Job Duty
|
Percentage Of Time |5[] )
) Remowve Entry? \
Review aNd provide detailed explanation if List the duties associated with this

necessary Negarding research findings. position. We recommend no more
than 8 — 10. Please only list duties
requiring greater than 5% of their
~— | time.

Description of Job Duty

These duties will populate the

| * . .
performance review in the

Percentage Of Time |25 Performance Management Module.
Il Remaowve Entry?

Counsel andor route incoming Iyquiries

regarding the \Jepartment.
Description of Job Duty

\ \

Percentage Of Time o5 \ \

| Remowve Entry? \ \
Should add up to 100%

The system does not validate these fields
so you will need to ensure that the
summation is correct.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Position Documents

Position Documents

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

Document Type

Organizational Chart
This is where you will upload any documents that

correspond with the justification (example, PIQs,
Position Summaries and memos). The

Memao
organizational chart is also very useful.

Other

Other 1

Other 2

(Actions)

Actions

Upload
New

Create

New

Choose
Existing

Add by

URL

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu

To add your document, hover over
the actions link and choose the
appropriate option from the
dropdown menu.
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Summary

The next screen is the summary page showing all the edits which were previously made.

=] Modify Position Description: Staff Test Position 2 (Staff)

Current Status: Draft

Position Type: Staff Created by: Test User

Department: UNT-Student Owner: Test User
Affairs-Gen-160000

Summary History Settings

@ Position Justification Edit

Position Justification

Is this a Reclassification request?
Requested Title

Briefly describe how job dutigs
for the position have changefl.

What are the primary reason|
for why the job duties have
changed?

10/01/2019
Effective Date

Requested Salary

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu

Here you will view the details of the
position description. If further edits
are required you will click the edit link
and make any corrections.

The department has bgen restructured to more align with overal! goals.

While viewing the details, the system will
show you not only the edits that you have
made but also the information that was there

previously.
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submitted using the links found under this button.

The “Take Action On Position Request” button is the driving
force behind workflow initiation. All approval requests are

Take Action On Position Request v

Keep working on this Position

Request Once you are satisfied with your
WORKFLOW ACTIONS changes, you will make note of the
Cancel celed) position number then hover over the

Approve (move to SUpervisor)

Take Action On Posting button found
on the top right side of the screen
and click Approve.

User Group:

Supervisor v

Take Action On Position Request v

Keep working on this Position
Request

WORKFLOW A

The supervisor will be alerted of the
approval request. They will then view
the post and Approve.

Approve (move to Department
ead/Chair)

Return (maove to Initiator)

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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er Group:

Dept. Head v

Take Action On Position Request v If the Department Head is satisfied with
the position, they will approve and

Keep working on this Position submit to Campus HR.
Request

If you are not requesting a
reclassification and selected No in the
justification section, the Department
Head will approve the changes and then
the Initiator will be able to create the
Apprave - Mo Reclassification posting.

(move to Position Approved)

Approve (move to Campus HR)

rm (move to Initiatg

If either the approvers require edits to be made to the position, it will be routed back to the
Initiator for corrections.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Creating the Posting after Position Description and ePAR Approval

Hiring Proposals »

Executive

Inbox Hourly zs B

Special Hang Adjunct

Student

After logging in, the Initiator will click
on the Postings link and select Staff
or any position type that is required.

You will then click on the Create New Posting button found on the top right hand side of the

screen.

=+ Create New Posting

A dialogue box will then appear, giving you the option of creating from a previously created post

or from a job description.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu

19



mailto:HREmployment@untsystem.edu

| ]

What would you like to use to create this
new posting?

Create from Posting

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

information.

Click on Create from a Position
Description.

Create from Position Description

Copies in Moz Tation from a position description.

Creating from a Position Description Posting

Once you click on Create from Position Description, you will see a list of all the accessible job

descriptions.

Working Title Posting Number Department Active Applications ~ Workflow State Job Close Date:
5001P HSC-1115 Waiver Admin-365100 1 Filled 10/21/2019

Accountant 1 5002P HSC-1115 Waiver Admin-365100 5 Filled 09/27/2019

Director of Publications 5004pP HSC-1115 Waiver Admin-365100 ] Closed/Remove from Web 08/31/2019

Chief of Staff - MH 5009P HSC-1115 Waiver Admin-365100 ] Closed/Remove from Web 08/29/2019

Research Scientist 5005P HSC-1115 Waiver Admin-365100 1 Republished

Senior Assoc Dir Admission - M| 5006P HSC-1115 Waiver Admin-365100 ] Closed/Remove from Web 09/10/2019

R ector of Student Service: 5007P HSC-1115 Waiver Admin-365100 1 Filled 09/24/2019

Or you can type in either a portion of or the entire title of the description you wish to create
from.

Staff Posting from a Position Description
Revision Date October 2019

HREmployment@untsystem.edu

(Actions)

ACTIONS v
ACTIONS v
ACTIONS v
ACTIONS v
ACTIONS v
ACTIONS v

ACTIONS v

20
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To add a new column to the search results, select the column from the drop down list.

Saved Searches w test m ‘

Classification Title ~ Working Title (Actions)
Eﬂu.;rlfgggment D Test

Test Classification ’é‘gﬂgﬁ%g;%g&g%@ﬁnd Actions v
(None) Faculty Test2 Actions v
Staff Test Staff Test Position Actions v

View
Staff Test Position 3
Create

From the populated list you can view the posting by clicking on the title
or hovering over the Actions link to expand the drop menu and selecting
view.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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B Print Preview

B Print Preview (Employee View)

@thirg from this :'DEi[iD@

* Modify Position

Once you have viewed the description and are certain that it has been
updated with the requested changes, you will click the Create Posting
from this Posting Description link.

Posting Information

To get started you will need to select some basic information related to the post

Lj New Posting

Required Information

Working Title

Staff Test Position

Organizational Unit

Campus *

Univ of North Texas - Denton ¥

*
Division | Enroliment Management

*
Department UNT-Student Fin Aid & Schol-Gen-164800 v

Do not make any changes to this section, only and approved ePAR can
make these changes.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Interest Card
nterest Card Categories

¥ administrative

# Admissions

L Advancement

The system requires you to complete an interest
card for all postings. You will check all the areas that
may be associated with either the job post or the
department.

What this does is allows applicants who select these
interests to be notified of posts fall in the same
selected categories.

L Alumni Affairs/ Developmen

L Athletics Check the box to ensure that
candidates will be able to view and
apply for the position.

Online Applications

¢ Accept online applications?

Special offline application instructions

When you have entered the
necessary information, click the
Create New Posting button found on
both the top and the bottom right
side of the screen.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu

+ Create New Posting
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Position Details

Editing Posting |
& Supplemental Questions
@ Applicant Documents
& Guest User
@ Search Committee Members

summary

Position Details

You can toggle through each of the different sections
by clicking the appropriate link, you will be able to
view and edit each one. You can also complete each
step by clicking the next button found beside the save
link at the top and bottom right side of the screen.

e [

Clicking next automatically saves your progress

Scroll through the Position Details and enter all the required information.

Staff Posting from a Position Description
Revision Date October 2019

HREmployment@untsystem.edu
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Pésition Information

Working Title Staff Test Position

Position Number

Department UNT-Student Fin Aid & Schol-Gen-164800
Job Location Denton
FTE

All Required sections are

denoted by a red asterisk
Full Time/Part Time

Budgeted Salary

The Department is seeking to hire a someone
to join our team. This is a professional position
that will provide comprehensive service to
@Depa rtment Summary customers relative to institutional regulatory
requirements. Performing detailed technical
duties, conducting presentations, and
maintaining professional knowledge.

Vi

Position Overview The Department is seeking to hire a someone to join our team. This is a professi
conducting presentations, and maintaining professional knowledge.

Additional Posting Details

Minimum Qualifications

The preferred candidate will possess the following additional qualifications:

Preferred Qualifications * ABachelor’s degree.
® 5Year's experience.

Required
License/Registration/Certification

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Required

License/Registration/Certification

Work Environment

+ Work Schedule

Driving University
Vehicle

EEQ Statement

Classification Title

Physical Requirements

It is important that applicants know what is
expected of them before hand, so specific
work schedule information is important and
it must be indicated as to whether or not
they will be required to drive a university
vehicle.

‘Monday to Friday 8:00AM to 5:00PM and
Occasional Weakends

This is a security sensitive position.

The University of Morth Texas Systemn and its component insttu
Morth Texas System and its component institutions do not discr
status in its application and admission processes, educational p

Cleaning, Lifting up to 10 pounds, Lifting up to 25 pounds, |

Staff Posting from a Position Description

Revision Date October 2019
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Job Duties

Description of Job Duty Assess and adjust departmental needs.
Description of Job Duty Review and provide detailed explanation if necessary regarding research finding

Description of Job Duty Counsel and/or route incoming inquiries regarding the department.

Posting Detall Information

Posting Number UNT system refers to all business
units within the UNT world, UNT,
Old Requisition Number | UNTHSC, UNT Dallasjand UNT System
Administration.
Is this posting internal to | - /
UNT System only? No ¥

You must select an Applicant
) Reviewer to process applicants
through the workflow.

Desired Start Date \

Position End Date (if -
temporary)

Applicant Reviewer
* Job Open Date

Job Close Date

The job open date is mandatory. This
is the date the position will post. You
have the option of creating the
posting and entering a future posting
date.

|

Open Until Filled 'No v

If you require the posting to only be
up for a specific period of time, then
you may enter a closed date and the
post will automatically be taken off
the web.

**The 5 business day mandatory
posting period must be satisfied**

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Any specific information or actions
Spedial Instructions to that applicants need to be aware of
Applicants should be entered here.

A list of those sites which we post to
automatically will be provided, allowing
hiring departments to make more informed

Venues Requested for decisions as to whether or not they wish to
External Advertising

make additional external posts.

This will be charged to your department.

Quicklink for Posting http://untsystem.peopleadmin.com/postings/9549

Executive Search Firm

Used

The quick link takes individuals
directly to the posting and can be
sent to potential applicants, allowing
them to apply without having to
search for the posting.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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Position Details

The system is also equipped with a
built spell checker to help identify
spelling errors.

A% Check spelling This is found at the top left middle
portion of the screen under the
Position Details section.

Supplemental Questions

This sections allows you to ask candidates specific questions that will help to narrow down the
applicant pool and help to ensure that only those candidates that meet certain criteria will make
it through.

Adding New Posting Questions: Click on the button labeled "Add a Question”. A pop up section will appear where you can add an existing question or create a new one.

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

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

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

Included Suppls tal ti
Included Supplemental Questions

Position Required Category Question Status

To add a question, click on
the add question button.

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu
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There is a bank of questions for you to

choose from. You can either scroll through
to find what you are looking for, or you can )

sort them based on their categories by the question bank by name or
clicking the category dropdown menu and keyword.f

You also have the option of searching

selecting the appropriate one. 7

L Add 2 Quastion / wd

Available Supplemental Questions

v /—\
~—__ S

v0u have a bachelor's degree?

|| Experience How many years of experience do you have in this type of position?

Edacation 0oy Several questions can be
selected at once by

Education \afgpm simply checking the box E of appointment or an advanced ABD by the date of the

) beside each one. - ,‘
Uncategorized Arey (6 pm to 10 pm)?

Uncategorized Are you available to work weekends?
L] Experience How many years of Administrative support experience do you have?

| Experience What is your Philosophy for serving students?

If you need to go to the next page to find
additional questions, you must first submit
you current selection(s) and then click the
Add a Question button again.

(]  Uncategorized Are you a current emg
|| Experience Please select your pri

] Experience Please select your seg

|| Experience Please list youpgrimary and secondary engineering skills.

| Experience pf/ years of experience do you have working in an office environ\nent?

ase describe any previous experience you have working in a customer Yervice enviornment

Displaying 1 - 15 of 41 in total
Previous|Next —

Can't find the one you u dd a new one

<

Cancel
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If you are unable to find a question
that fits your purposes, you have the
option of creating a new one. To do
so, you will click on the link at the
bottom of the dialogue box.

Can't find the one you want? Add a new one

Submit Cancel

t

If no new questions are required, you may
simply click the submit button and
continue.

Staff Posting from a Position Description
Revision Date October 2019
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Adding a New Supplemental Question

Questions defined here will be "pending” approval and will not be available for use in other areas of the
syste, til they have been approved.

Category Please select a category ¥
Please select a category
Education

Question * Experience

N

_/

When the new dialogue box opens,
you will type a name for the
guestion, choose the category that it
falls under and then type the
guestion you wish to ask.

ossible Answers

0 Open Ended Answers

You can have applicants type in their
answers with an open ended text box
or you can set predefined answers for
them to choose.

®Predefined Answers

mpty answers will be excluded~
Clisk and drag possible aaswers to reorder them.

Possible Answer 1:|

Possible Answer 2:|

Submit Cancel

Staff Posting from a Position Description
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Cancel

Once you are finished, click the
submit button.

You will then be able to see all
supplemental questions that you

have added, including any new ones.

Included Supplemental Questions

Position Required  ff Category Question

Education

Experience When would you like to work

\J

You can also choose the
order in which the
guestions appear by
adjusting the numbering.

Staff Posting from a Position Description
Revision Date October 2019

HREmployment@untsystem.edu

What is the highest level of education attained?

**|t is important to note that all new
questions will show as pending and
will be reviewed by Talent Acquisition
(TA) before it will be visible on the
posting**

Add a question
Statu
actige
[
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Position Required Category

11 | Education

e To designate a question as a disqualifier, click on the
guestion in the list and then check the box.

e You may also assign points to the different responses
based on what is being asked.

To make the question
mandatory for all applicants
to answer, simply check the
required box.

Question

Do you have a bachelor's degree?

Possible Answers: Predefined Options

Answer

1. Yes

Sratus

acive

active

Save =< Prev

Staff Posting from a Position Description

Revision Date October 2019

HREmployment@untsystem.edu

Status

active

Points squalifying

If you wish to remove a question
you may click the X found at the
far right side of each question.

When you have finished adding
questions, you will click the Next
button to save and move on to
the following section.
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Applicant Documents

Here you will determine which documents must be submitted by all applicants in order for them

to have a completed application.

Select the documents to be required

Order Name

with thig e, and those that may optiona ttached. Document types marked "Not Used" cannot be attached to this item.
Not Used Optional Required

[1 | Resume

r Cover Letter

’3 ‘ Transcripts

[ | Letter of Recommendation
[5 | curriculum vitae

‘6 [ Media File

{77 Portfolio

LVl or Cancel

You can choose whichever
documents are either, required,
optional or not used. If you select
“Not Used,” applicants will not have
the option of submitting that
document type.

When you are finished, click the

Next button to save and move to
the following section.

**If you need to request documents that are not listed, you can reach out
to hremployment@untsystem.edu and make a request**

Staff Posting from a Position Description
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Guest User

Please note that guess user access is for someone who is not an employee of the UNT System,

or its institutions.

Guest User

Click on the Create Guest User Account button. The system will automat

You can also notify the members of the review committee by adding the
click on the Update Guest User Recipient List to notify the review commi

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

Want to uests access to view this posting?

Create Guest User Account

give

If you require individuals outside of the organization to
view applicants in a posting then you will need to
create a guest user account and provide them with the
credentials.

This can also be added at later time.

Staff Posting from a Position Description
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When finished or to skip this section, click the Next button.

Guest User Credentials

Guest users may view this posting by using these credentials.

Username

gu15972

Password

TMs3M1

| Update Password

Email Addresses of Guest User Recipients

Email addresses (one per line)

recipients of the Guest User

information to each one.

Listing the email addresses of all

credentials one per line allows the
system to automatically send the

The system automatically
generates a username and a
password.

You are not able to change the
username but you have the option
of changing the password.

L IELE

henyou are finished, click
the Update Guest User
Recipient List button.

Staff Posting from a Position Description
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Click Next to save and
continue to the following

page.

Search Committee Members

Search Committee Members

For job postings that have an
associated search committee,
this is where you would

l designate a chair and or grant
access to the members

Assigning Search Committee Members
Using the top section labeled "Search” allows you to find existing users in

Add Existing Account

If you enter either the username or email of a user, the sy will return

Search Committee Memb

ave been assigned to this Posting yet.
Uncheck this box in order to view

Add Existing User .
stng employees outside of your

/ department.
J/
Sean:h:| / |

%
Deparfment: ‘ / M | =

¥/ Display search committee user group members only

Last Name First Mame Email Department Committee Chair (Actions)

User Test emailaddress@zed.zgd SYS-Human Resnurces‘imﬁn/ Add Member

From here, you can view and search for users, select the committee chair and add all
members.

Staff Posting from a Position Description
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Posting Summary

Click Next to save and
continue to the following

page.

The next screen gives you a summary of all the information that you have entered, it also gives
you an opportunity to review and make any necessary corrections.

= Posting: Staff Test Position (Staff) Edit

Current Status: Draft

Position Type: Staff
Department: UNT-Student Fin Aid
& Schol-Gen-164800

Summary History Settings

Created by: Test User
Owner: Test User

Hiring Proposals Associated Position Description

Please review the details of the Posting below. Page titles prefaced with an X and highlighted in RED |
may take action on the Posting using the actions listed in the Workflow actions for this posting pane.

@ Position Details Edit

Staff Posting from a Position Description
Revision Date October 2019
HREmployment@untsystem.edu

If you wish to make changes, click the
edit link and you will be able to do so.
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ake Action On Posting

Keep working on this Posting

WORKFLOW ACTIONS -
Once you are satisfied that all the

Cancel {move to Posting information is correct, hover over the
Take Action On Posting button and

| click on the Approve link. This will
send the posting to the next person
in the approval process.

Approve (move to Supervisor

Once final approval has been granted, an email notification will be sent alerting you that
the position has been posted.
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