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INTRODUCTION

Welcome to The University of North Carolina Charlotte Online Employment Application System.
The Human Resources department has implemented this system in order to automate many of
the paper-driven aspects of the employment application process.

You will use this system to:

e Create and submit Requisitions to HR

e View Applicants to your Requisitions

¢ Notify HR of your decisions regarding the status of each applicant

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 Requisitions

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

The HR department has provided these training materials to assist with your understanding and
use of this system.

Your Web Browser

The Employment Application System is designed to run in a web browser over the Internet. The
system supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 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 askew. Please notify
the system administrator of any significant issues that arise.

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.

The site is best viewed in Internet Explorer 5.5 and above.

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.


http://www.adobe.com/

GETTING STARTED

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

http:fitest6. peopleadmin.com - Job Site - Microsoft Internet Explorer

File Edit Wew Favortes Tools Help

Important Information for Mew UNC C
Informatiol

State of N

EMPLOYMENT OPPORTUNITIES

User Login

CREATE USER ACCOUNT

Please login to the system using vour User Name and Password, IF you do not have a User Narme and
Password assigned, click Create User Account.

User Name: ||

Password:

‘You are about to log in to a secure system, When
you are finished, please dick Logout to ensure
that athers with access to vour computer cannok
wiew the infarmation in the system,

Before you may enter the site, you must create your own account by clicking on the “Create User
Account" link on the left side of the screen. After you click this link, the following screen will

appear:



Information about UNC Charlotte

State of NG Salary Schedule
Campus Map

EMPLOYMENT OPPORTUNITIES

CREATE USER ACCOUNT Create User

Users can submit a user account to HR for spproval and will be notified by HR if the account has been
approved. Please fill in the following information to create your account. Click the cancel button to returmn
o the login page.

*Required information is denoted with an asterisk.

* Username

* Password

* Confirm Password

* First Mame

*

Last MName

Title:

Phaone Murmber

* Email
Mot Selected Selected
Department Eiology - Sample Mot Assigned
>
University Economics Departme

1) lick on the name o your department and [Huran Resources

click the top arrow (=) to select - please anby

salect your awn department(s).

7 Selacted department(s) appear in the right

hand boz,

User Status

@ submit Far Approval

CAMCEL CONTINUE

Enter a user name and password, along with the rest of the requested information.

Please write down your user name and password. You will need them each time you log in
to the system.

After completing this form, click Continue, and you will be asked to review your information.
After you have reviewed it, click Submit. Your request will then be sent to the Human Resources
Department, who will approve or deny your account.

Once HR notifies you that your request has been accepted, you will then be able to log in to the
system with your user name and password.



CREATING A REQUISITION

To create a Requisition, begin by clicking a link under the header “Create Job Posting”. Your
options are:

e From a Template (where several fields are predefined)
e From a Previous Posting

Entering Requisition Information

In the following example, the "Create from a Template” option was selected. After searching for
and clicking on the template you want to use, you should see a screen similar to the following:

EMPLOYMENT OPPORTUNITIES

J0B POSTINGS

VIEW ACTIVE « Welrome Sample Hiring Manager. Vou are logged in.

YIEW PENDING

YIEW HISTORICAL

Create Vacancy Notice - Accountant I
FROM TEMPLATE
FROM PREYIOUS

Thursday, May 19, 2005

General Information

HOME
REPORTS
CHANGE PASSWORD I CONTINUE TO NEXT PAGE > I

LOGOUT

If there are substantial changes in the position description which merit a reallocation study, please
submit & revised position description, organizational chart and 2 Budget Request to Establish or
Modify a Position (BREMP) BEFORE continuing, Please submit all forms to the Classification and
Compensation work unit in Hurnan Resources (222 King).

If this vacancy results from a resignation, please submit the employee's signed letter of resignation o
the Benefits Office (225 King). Additionally, please contact the Benefits Office at 7-4271 to schedule
an exit interview for the separating employes.

To create a requisition, first complete the information on this screen, then click Continue to Next
Page:==. Complete all applicable pages and submit to the next approval level. Once a surmmary
page appears, select the Submit button and click Continue. Your vacancy notice will not be
saved/submitted until you see the confirmation page and click the Confirm button,

*Required information is denoted with an asterisk,

* Vacancy Type ~
# Time-Limited Position Mo Response | v
If Yes, Appaintment Length

Hours per week:

Classification Title Arcountant I
‘Warking Title
Salary Grade 72

There are several tabs across the top of the screen. When you first enter this screen, you will be
in the “Position Approval Form” tab. The data fields should approximate the information captured
in your current system. Your data fields may be slightly different from those pictured due to
customization.

A few notes about this screen:
1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an
error message will appear and you will be required to complete it.
2. VERY IMPORTANT: A Requisition is Not Saved until after you have completed the final
step of the process by clicking Confirm on the final summary page. If you log out or click



a link on the left side before completing these steps, none of the information you have
edited will be saved.

TIP: Certain fields you enter on this screen will appear on the applicant site exactly as you enter it
on this screen, so please proofread carefully.

Submitting the Requisition

After clicking the Continue to Next Page button from the previous screen and viewing any notes
associated with the requisition, click on the Continue to Next Page or View Requisition
Summary buttons. You should see a screen similar to the following. Scroll down through this
screen to review the information you entered.

a http:#test6. peopleadmin.com - Job Site - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help

Impartant Information for New UNG Charlotte Employees
Information about UNG Charlatte

State of NC Salary edula

Campus Map

EMPLOYMENT OPPORTUNITIES

JOB POSTINGS
YIEW ACTIVE
YIEW PENDING

+'Welcome Sample Hiring Manager. You are logged in. Thursday, May 19, 2005

YIEW HISTORICAL

View Vacancy Notice Summary - Accountant I

FROM TEMPLATE

FROM PREYIOUS

Please review the details of the posting carefully before continuing.

HOME
REPORTS To take the action you have specified, click Continue. To edit the posting, click Edit. To exit the
CHANGE PASSWORD posting without making any changes, click Cancel.
LOGOUT

Edit &) Printer-Friendly Yersion

Posting Status

@ HR Review Pending
O save wifo Submit

General Information
Vacancy Type Permanent - Part-time
Time-Limited Positian MNo

IF Yes, Appointment Length

Hours per week:

Classification Title Accountant T
Working Title
Salary Grade T2

Salary Range

The last step is to select one of the choices and click the Continue button either at the top or the
bottom of this page. After selecting your choice, click Continue to go to the confirmation page.




= http:/ftest6. peopleadmin.com - Job Site - Microsoft Internet Explorer

File= Edit Wew Favorites Tools  Help

Important Information

EMPLOYMENT OPPORTUNITIES

YIEW ACTIVE

YIEW PENDING

YIEW HISTORICAL
Confirm Change Posting Status

FROM TEMPLATE

FROM PREYIOUS

« ifelcome Sample Hiring Manager. You are logged in. Thursday, May 19, 2005

The following request is about to be submithed

HOME
REPORTS Posting Status
CHANGE PASSWORD
LOGOUT

HR Review Pending

GO BACK || CONFIRM |

Press Confirm to complete this step.

The details of your requisition are NOT SAVED until you complete this step.




One Page Guide for Creating a Requisition

1) From the site, click Create Requisition.

2) Fill'in the Posting details
a. When finished, click Continue to Next Page

3) Review the Requisition, and edit if necessary. When finished, select the appropriate
action and click Confirm on the following screen



VIEWING APPLICANTS TO YOUR REQUISITIONS

After logging in to the system, if you have a Requisition that is currently accepting applications,
you will see a screen that looks similar to the following:

| http:ffiest6. peopleadmin.com - Job Site - Microsoft Internet Explorer

Fil=  Edit ‘Wew Favorites Tools  Help

Important Information fo

EMPLOYMENT OPPORTUNITIES

YIEW ACTIYE
YIEW PENDING
YIEW HISTORICAL
FROM TEMPLATE
FROM PREYIOUS

|. Welcome Sample Hiring Manager. You are logged in. Thursday, May 19, 2005

View Active

To view the position details, click on the "Wiew" link below the Title. To sort by any column, click on the

HOME arrow next to the colurmn tite,

REPORTS
CHANGE PASSWORD
LOGOUT

Active

1 Record

. Job ) - .
A close i Department | i Posting
Date Status

Personnel

15986

o i Job
3 Position iy Position Ny Apps In 1
v} Title D Number = Process U I
Date
a

Assistant I¥
Wigw

04-26-2005  05-06-2005  Human Resources Closed

Get Reports List

Underneath the Job Postings heading on the left navigation bar, you are presented with the
option to View Active, Pending or Historical Requisitions.

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

View Pending: Requisitions that are Pending are either:
¢ waiting for final review by HR, including addition of PeopleAdmin specific fields
e approved by HR but not Active on the applicant site

View Historical: Requisitions that are Historical are either:
e Filled and are no longer listed on the applicant website
e Cancelled and therefore not listed on the applicant website

To view the details of a specific Posting, including the description and the Applicants to that
Posting, click on the word “View” below the relevant title. This will bring you to a screen similar to
the following:

10



http:/ftest6. peopleadmin.com - Job Site - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Impartant Information for M

EMPLOYMENT OPPORTUNITIES

JOB POSTINGS

YIEW ACTIVE « Welcome Sample Hiring Manager, You are logged in,
VIEW PENDING
VIEW HISTORICAL

View/Edit Posting - Personnel Assistant IV

FROM TEMPLATE

Thursday, May 19, 2005

FROM PREYTIOUS

Applicants
HOME
REPORTS
CHANGE PASSWORD : f
LoaouT Active Applicants
7 Records
Internal Link To | [ Date [ Date v Efate all |
Appl? Applied Referred Status
Aricco, Re:ai::gd &
Lora Mo Histary,
Vi Staff Resporse  Motes 05-03-2005 05-139-2005 DECD:EI’:‘m:nt MCSU D
Application J_Status
Foredo
Albert Cvr | Mo History/
View Staff Lt Res Response  Motes 05-04-2005 05-19-2005 Decuﬁartnm:nt NS O
Application J_Status
Jolie, REF:;::; =
Angelina Mo History,
Ve Staff Resporse  Motes 05-19-2005 05-139-2005 DECD:;’:‘mZnt MCSU D
Application AStatus
Felredo
Angela Hiskory/
View Staff Mo Hokes 04-26-2005 05-19-2005 Decuﬁartnm:nt NS O
Application J_Status
Referred to
Pitt, Brad Hiring
v stott S N pes Mo HEOWLnongonne nsigonns Densriment Wesl =

You will notice the posting data is divided into tabs, listed across the top, starting with
“Applicants”. This first tab lists the Applicants who have applied to this Posting. Additional
information is also provided on this screen, including their date applied, status, etc. You may
click through the other tabs at the top of the screen to view more details about the Requisition,
including Screening Questions and Points.

From the screen shown above you may perform a number of tasks, including:
e Sort and view applicants by different criteria

e Print applications and documents

e Change an applicant’s status

11



Sorting & Filtering Applicants by Different Criteria

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

HETerrea o

Pitt, Brad . Hiring
viewstaff o Il pee Mo HON oo g5-1o-2005  Department NCSU
Lkr Response  otes Fl
Application Change
Status
Referred ko
Pitt, Brad . Hiring
wiew Staff g Mo Histors! oo o005 5-19-2005  Department NCSU
esponse  Motes F
Application Change
Status
Stewart, Refsirr;:gd o
Martha Mo History!
View Staff ReS Response  Motes 05-04-2005  05-19-2005 DECIJ:I’tI'ﬂEI'It MCSU 0
Application St:gugse

CHANGE MULTIPLE APPLICANT STATUSES |

An VIEW MULTIPLE APPLICATIONS |
inimum Score;

Active Applicants VIEW MULTIPLE DOCUMENTS |
Include:

[ Inactive Applicants
Applications | documents will apen in 3 new window. To print,
=zelect File = Print after docurnents appear in that window,

REFRESH Documents may take several minutes to load,

I CONTINUE TO NEXT PAGE == I

CANCEL YIEW POSTING SUMMARY >3

To filter applicants by score, enter a numeric value in the Minimum Score box, and click Refresh.
Only applicants meeting the score entered (and higher) will be included in your results.

You may also choose to show Active Applicants, Inactive Applicants, or both. This is performed
by checking the boxes next to “Active Applicants” (active Applicants are those still under review)
and “Inactive Applicants” (inactive Applicants are no longer under review). Click the Refresh
button to refresh the screen.

12



Viewing and Printing Applications

To view and print a single application, click the link "View Application" under the applicant’'s name
from the "Active Applicants” screen (the screen shown on the previous page). 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.

Select File>Print from your browser’'s menu to print the applications. There is a signature line at
the bottom of the page for obtaining the applicant’s signature, if necessary.

To close the window, click the "Close Window" link, or click the X in the upper right-hand corner
of the window (this will NOT log you out of the system — it will simply return you to the list of
Applicants on the “View Applicants” screen).

To view and print multiple applications at the same time, perform the following steps:

1. Check the boxes next to the corresponding Applicants whose applications you wish to
print (or click the “All/None” link). These boxes are located on the right side of the page.
(See top of next page.)

Click the View Multiple Applications button.

A new window will appear (it may take several moments to load). This window contains
all the applications you selected to print.

4. Select File > Print from your browser’'s menu to print the application(s).

wn

Angela History! g
View Staff Mo Mates 04-26-2005 05-19-2005 Decp:;t-‘m:nt MCSU
Application J_Status
Referred to
Pitt, Brad Hiring
vewseft S Nges | MO HSS oopiigns 05102005 Department  mcsU
Ltr Response  Matss
Application Change
Status
Referred to
Pitt, Brad Hiring
iew Staff oo Hetorsl e jopo0s 05192005 Department  hCsU
esponse  Mates
Application Change
Status
Stewart, REF:;;"’I:; @
Martha Mo History)'
View Staff Res Response  Dotes 05-04-2005 05-19-2005 DECD:rtment MCSU
Application =nanae

Status

CHANGE MULTIPLE APPLICANT STATUSES |

. WIEW MULTIPLE APPLICATIONS |
Minimum Score:

Active Applicants

Include:
[ tnactive Applicants

REFRESH

VIEW MULTIPLE DOCUMENTS |

Applications | documents will open in a new windew. To print,
select File = Print after documents appear in that window,

Documents may take several minutes to load.

I CONTINUE TO NEXT PAGE =2 I

CANCEL YIEW POSTING SUMMARY =

13



Viewing and Printing Documents

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

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

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

To view and print multiple documents at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you wish to print (or click the
“All/None” link). These boxes are located on the right side of the page.
2. Click the View Multiple Documents button.
3. Select File>Print from the Adobe Acrobat menu.

14



Viewing an Applicant’s History

While in the Active Applicants screen, you may view an applicant’s history. Every time an
applicant changes status (i.e. submits their application, withdraws their application, is no longer
under consideration, etc.), a record is made automatically in the Notes/History section, which is
viewable on this screen.

A http:fftest6. peopleadmin.com - Job Site - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Important Information for New rlotte Employees
Information about LI
State of NC &

EMPLOYMENT OPPORTUNITIES

YIEW ACTIVE + Welcome Sample Hiring Manager. ‘You are lagged in. Thursday, May 19, 2005
YIEW PENDING
YIEW HISTORICAL
Applicant History
FROM TEMPLATE
G LTI Marme:  Pitt, Brad

HOME
REPORTS

History Modified By
CHANGE PASSWORD

LOGOUT 05-04-2005 10:32 PM PeopleAdmin System Account

Incompiste - Attached Application
05-04-2005 10:32 PM PeopleAdmin System Account
Incompiste - Answeared Questions

05-04-2005 10:34 PM PeopleAdmin System Account

MNOTE:
Document &ssociated (Resume_05-04-05_21-34-46CT)

05-04-2005 10:35 PM PeopleAdmin System Account

MNOTE:
Document &ssociated (Cover Letter_03-04-05_21-35-19CT)

05-04-2005 10:35 PM PeopleAdmin System Account
Incompiste - Attached Documents

05-04-2005 10:35 PM PeopleAdmin System Account
Compriated Anplication Process

05-04-2005 10:35 PM PeopleAdmin System Account

Common History entries you may see for each applicant include:

Incomplete — Attached Application (indicating the applicant clicked the “Apply to this Position”
button)

Incomplete — Attached Questions (indicating the applicant clicked the “Submit Questions”
button)

Incomplete — Attached Documents (indicating the applicant clicked the “Finished Attaching
Documents” button)

Completed Application Process (indicating that the applicant completed all necessary steps in
applying for that position)

Others may appear, depending on your institution’s hiring process.

The Modified By column shows you who was responsible for moving the applicant through that
step. An action taken by Template or System Generated indicates that the system automatically
moved the applicant to that step in the process.

Click Return to return to the previous screen.

15



Changing the Status of Applicants

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

To change the status of one applicant, click the “Change Status” link under the Status column in
the row corresponding to the applicant (see following example).

To change the status of multiple applicants at the same time, check the box below the “All/None”
column for each applicant that you wish to change (or click the “All/None” link), and then click the
button labeled Change Multiple Applicant Statuses.

T sty

- (Y]
VIBW_ Sta_ff Ltr Res Response  Notes 05-04-2005 05-19-2005 Department MCSU
Application — Change

Status

Referred ko

Pitt, Brad Hiring
iew Staft o HEMM ociag005 05132005 Department  hCSU
Application R Change

Status
Stewart, REF:;;E; &
Martha i) Hiskory,
View Staff Res Response  Notes 05-04-2005 05-19-2005 DEcll:ar;mZnt MCsU
Application AStatus

CHANGE MULTIPLE APPLICANT STATUSES |

VIEW MULTIPLE APPLICATIONS |

Minimum Score:

Active Applicants WIEW MULTIPLE DOCUMENTS |

Include:

D Inactive Applicants
applications [ documents will apen in a new window. To print,
select File = Print after docurnents appear in that window

REFRESH Docurnents may take several minutes to load,

| CONTINUE TO NEXT PAGE 33 |

CANCEL WIEW POSTING SUMMARY >

16



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

1 http:{ftest. peopleadmin.com - Job Site - Microsoft Internet Explorer

File Edit YWiew Favorites Tools Help

Impartant Information fo

EMPLOYMENT OPPORTUNITIES

YIEW ACTIVE » "Welcome Sample Hiring Manager. You are logged in. Thursday, May 19, 2005
VIEW PENDING
YIEW HISTORICAL

Change Applicant Status

FROM TEMPLATE

FROM PREVIOUS

_ Status NC State Status Reason
Change For All Applicants:
HOME
REPDRTS Referred to Hiring Department  » MNCSU w Choose Option Below: v

CHANGE PASSWORD
NC State
rame w_ Selits Reason

LOGOUT
Jolie,

i Choose Option Below: %
A."QEI'"E Referred to Hiring Department » | | NCSU -

Wigw Staff

Application

Moye,

Choose Option Below:
Angela Referred to Hiring Department | | NCSU v
Wievs Staff

Application

Pitt, Brad Choose Option Below: |+
Wigvs Staff Referred to Hiring Department | | MCSU b

Application

Stewart,

Choose Option Below: %
IV_Iartha Res Referred to Hiring Department | | NCSU w
Wiews Staff

Application

I CONTINUE TO CONFIRM PAGE -2 I RESETTO ORIGINAL STATUS

CANCEL

Under the “Status” column there is a drop down menu of the different statuses an applicant could
be changed to. Select the new status for each applicant, and then click the Continue to Confirm
Page button. To reset the statuses to their original values, click the Reset to Original Status
button. To return to the previous screen, click Cancel.

After clicking the Continue to Confirm Page button, you will come to a confirmation page.
Select the Save Status Changes button to complete the action. Select the Cancel button to
return to the previous screen to edit your changes.

/2 http:Htesté. peopleadmin.com - Job Site - Microsoft Internet Explorer
file Edt Yiew Favortes Tock Help

Impartant Information for Nev
Informatio

+
“1 rg State

UNO(HARLOTTE EMPLOYMENT OPPORTUNITIES

VIEW ACTIVE ‘ Welcome Sample Hiring Manager. Vou are loggsd in. Thursday, May 13, 2005

VIEW PENDING
YIEW HISTORICAL

Change Applicant Status
FROM TEMPLATE
ome " cuments st csotestane—nenson |

FROM PREVIOUS
Jolie, Angelina
View Staff Appication Contacted Applicant NCEU

HOME
REPORTS
CHANGE PASSWORD

Moye, ngela
LoGouT View Staff Appiication Contacted Applicant ey

Pitt, Brad

Wiew Staff Application
Stewart, Martha
Wiew Staff Application

Contacted Applicant NCSU

=
]

Contacted Applicant NCSU

1 SAVE STATUS CHANGES >3 ] canceL

17



ADMINISTRATIVE FUNCTIONS

Changing Your Password

To change your password, click the “Change Password” link on the left navigation bar, and enter
the required information. The change will be updated automatically.

2 http:{/test6.peopleadmin.com - Job Site - Microsoft Internet Explorer

File Edit ‘Wew Favorites Tools  Help

EMPLOYMENT OPPORTUNITIES

JOB POSTINGS

YIEW ACTIYE

» Welcome Sample Hiring Manager, ‘You are logged in. Thursday, May 19, 2005

YIEW PENDING
YIEW HISTORICAL

Change Password

FROM TEMPLATE

FROM PREVIOUS
To change your password, please enter your current password followed by a new one.

HOME

REPORTS Password Information
CHANGE PASSWORD

LOGOUT
Current Password:

Mew Passwaord:
Confitm Passwaord:

SUBMIT PASSWORD CHANGE CANCEL

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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