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PeopleAdmin Quick Guide
Login:
When you log in, make sure are logged into the user site and not the applicant site.

The user site is http:// jobs.sou.edu/hr (The applicant site does not have /hr.  You can confirm you are at the right site by checking the web address at the top window of the screen of your internet window.)
If you will be using PeopleAdmin on a regular basis, we suggest that you add it to your favorites.  You can do this by clicking on favorites on your tool bar.  
SAVE

Remember to save as you go.  The system will time out after 60 minutes of no activity.  If you do not click save at the bottom of the page you are on and the system times out, you will lose your work.   Save as you go!  Save if you need to leave your desk!
Position Details:
Determining if you should use Modify Existing PD or Create New PD Action: 
Use Modify when:

1) Making changes to an existing employee whose position is currently in PeopleAdmin
2) Replacing the position of an employee who has left (note that the name of the employee who has left will remain attached to the position and appear on the position description until the new employee is hired and seated into the position.)
Before Modifying a position you should first verify if the employee whose position you want to modify is in the system.  Click on the SEARCH POSITIONS tab.  
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Type in the employee’s name and then click the SEARCH button.
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If they employee is in the system click on BEGIN NEW ACTION on the left hand tool bar, then click on Start Action under Modify and Existing Position. 
[image: image4.png]Begin New Action

Begin New Action

2 Records

T S

New Position Description

Use this action to request  new position and/or request  posting or a new
Start Action posiion.

Hodify Existing Position

Description

Use this action to request an update to an exiting position and|or request a

Start Action posting for an existing positon.





Use New Position Description when: 
1) The position/employee you want to modify is not in the system 

2) Creating a new position 

(Do not use New Position Description if the PD is already in the system)
Selecting Position Title:
When selecting the position look through the position titles to find the correct title.
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If the position does not exist in the pull down list then choose Unassigned and indicate in the Working  Title section of the Position Details tab what the Job Title should be.  Do not use unassigned if the position exists in the system.  Please check carefully for the Job Title before choosing unassigned.
If you are filling a temporary classified position, always choose Temporary Classified from the Job Title list and then type in the working title in the Position Details Section. 

To Begin Modifying a Position:

When you are Modifying a position, click on the Position Details tab, not the Current Job Description tab.  You are not able to make changes if you click on Current Job Description Tab.
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 Job Title and Working Title:
The Job Title and the Working Title may be different.

For example, if Office Specialist 2 was selected for the Job Title, the Working Title could be Coordinator of Fun. 
For an adjunct faculty position you would select the rank for the job title and then type adjunct in the Working Title. For example, Assistant Professor/Mathematics would be selected for the Job Title and the Working Title would be Adjunct Assistant Professor/Mathematics.  
When conducting a search where you will consider multiple ranks enter the lower rank as the Job Title and then all ranks in the Working Title.  For example, if you are searching for an Assistant or Associate Professor of Education choose the Assistant Professor/Mathematics for the Job Title and then in the Working Title type in Assistant or Associate Professor/Mathematics.  
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If the position is Interim, the Job Title will not contain interim. For example, Vice President of Parties would be selected for the Job Title, and the Working Title would be Interim Vice President of Parties.  
Always complete both the Job Title and Working Title even if they are the same.
FTE:  

Always enter in the FTE, including for hourly employees 

Position Summary: 
For faculty positions the following language must be included:
Professorial Faculty
 Teaching assignments may include University Studies/Seminar, online courses, Medford and Ashland campus classes, and day, evening and weekend courses.
Professional Faculty
Professional faculty rank requires 44-55 ELUs for 1.0 FTE.  Teaching assignments may include University Studies/Seminar, online courses, Medford and Ashland campus classes, and day, evening and weekend courses. 
Minimum/ Preferred Qualifications:
Minimum and preferred qualifications should be separated out.   All positions should include minimum and preferred qualifications. 
Physical Demands:

Always complete this section.   For a list of physical demands you can refer to the recruiting page of the HR website at http://www.sou.edu/hrs/searchhire
Does this position coordinate the work of others? 
Always select either yes or no.  Yes should be checked only if the position supervises regular or temporary SOU employees.  
Supervisory Responsibilities: 

Classified employees can only plan, assign and approve work of others.   Do not check any of the other responsibilities for a classified employee. 

If there are supervisory responsibilities always include the percentage of time that the position performs lead/supervisory duties.

Size of Budget:
Do not leave blank if the employee has budget responsibility.  The amount should be the size of budget the employee is responsible for and not the size of the budget for the department.  

Appointment Basis:

Double check the appointment basis and make sure it is correct based on the number of months the employee works.
Salary/Rate:

If you are searching for a position that has a range- for example, an Assistant or Associate professor- enter both salaries into the Salary/Rate area.
Employee Sections:

Classified:
Limited duration should be used is when the position is grant funded.
(Limited duration appointments are different than temporary appointment in that these employees are eligible for benefits.) 
Unless the position is limited duration, a classified appointment will not have an end date. 

Typically all new employees will start at a Step 1.  There are some exceptions and these are indicated in the SEIU contract.  If you are not starting with the initial step for the position you must seek the approval of HR.
Faculty Positions:
This section should be used for all faculty appointment including adjuncts. 

For academic year appointments the academic year starts 9/16 and ends 6/15.
Double check the CIP code and make sure you are using the correct CIP code table with the correct date from the APSOU contract when determining the CIP code salary adjustment.  
If you are searching for a position that has a range- for example, an Assistant and Associate professor, enter both CIP code salary adjustments in the Faculty Disciplinary CIP Adjustment field. 
Administrative Positions:
This section should be used for all administrative jobs regardless of duration.  The contract end date in most cases should be 6/30.  Even if the contract is renewable the contract end date should be 6/30 and then the employee will be issued a new contract effective 7/1.   If the contact is of a shorter duration then input the start and end dates of the contract. 
Temporary Section:
The only time the Temporary Position section should be completed is for Classified Temporaries.  Do not use this section for adjunct faculty or for administrative employees who are on non-renewable contracts.  For adjuncts use the faculty section and for administrators on non-renewable contracts use the administrative section.
When filling in the Working Title and Salary/Rate in the Position Details you should refer to the Temporary Support Staff Appointment Procedures and Pay Schedule located on the HR website http://www.sou.edu/hrs/tempempforms.html.  
Note that temporary workers should not work more than 1040 hours in a position.  When an employee reaches 1040 hours s/he should either be terminated or converted to a regular position. 

Index Code:

Be sure to include the percentage when completing the index code section. 

Job Duties:
For temporary classified positions it is not necessary to provide full details, but general duties and percentages should be provided.

For faculty position only it is acceptable to combine duties of teaching, scholarship and service together and have one job duty listing that equals 100%. 
Comments:
Comments are only for internal communication.  Applicants will not see the comments section.  The comments section is used to communicate special circumstances.

 If a position has been returned, you should check the comments section to determine why the position was returned. 

If you want to provide instructions to applicants, you should use the section in the requisition tab that is for Special Instructions to Applicants. 
Requisition Form

 Applications must be received by for priority consideration date:

When setting this date keep in mind that Search committee members will not be able to begin viewing applicants until after this date.  If Open Until Filled is checked, members will be able to consider applicants up until the position is filled. 

Hiring Pay Rate

This is the rate that will show on the posting.  You are not required to post a salary.  If the position is unclassified or a faculty position you may post a range.

Posting Specific Questions:
Use this section if there are a small number of specific questions you want applicants to answer as part of the application process.  These can be open ended questions.

You can also use this section to ask close ended questions that will automatically screen applicants out.

For example if an applicant must have a minimum of a BA/BS to be qualified for a position you can ask “Do you have a BS/BA?” and if the applicant answers “no” they will be automatically screened out and will be unable to apply to the position. 

Required/Optional Documents:

If you select required on any document the applicant will not be able to apply to the position until they have attached the required document.   

If you have selected the document as required do not also check the same document in the optional section.  

Special Instructions to Applicants:
For all positions include the following language “You must complete the references section of the application or include your references with your resume/CV.”
If you are requiring more than three references then instruct applicants to attach their references as an Other Document. 

For all faculty positions include the following language in the speciation instructions:

“Mail copies of all post-secondary degree transcripts to the search committee chair. “
Ads

Human Resources automatically places the posting on our Website and in Insidehighered.com for faculty and administrative positions.   Human Resources will place ads on your behalf for ad sources in bold (newspapers).  The hiring department is responsible for placing all other ads. 

If we are placing an ad for you be sure to include 2 or 3 brief sentences of language you want included.

Human Resources will include the AA/EOE language that needs to be included in the ad. 

Index Code to be Charged:

If we are running an ad(s) on your behalf you must include the index code to be charged for the ad
Note this may not necessarily be the same index code that was used for the position.  

Contact Name and Email:  

This is the contact information that will appear in the ad, not the contact information for billing.   Normally the Search Chair’s name and email is used.
Creating a Hiring Proposal 

Your posted positions will appear in your window when you login.
Select the view link under Job Title to view the posting and applicants. 
To begin the hiring proposal on the candidate you want to hire click on change status
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Choose Recommend for hire from the pull down menu.
Choose CONTUNUE TO CONFIRM PAGE.   Choose SAVE STATUS CHANGES.
Choose Begin Hiring Proposal .
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Choose the Start Action tab for the Hiring Proposal for Position Description Listed Below if you are generating a hiring proposal for the position that was posted.

If you have more than one position open but only posted one of the positions you should select the Start Action button for Different Position Description.  For example if you had  openings for two Coordinator’s of Fun and you only posted one of the positions you would select this option to fill the position that was not posted.  [image: image11.png]Begin Hiring Proposal for Job Description
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You would then do a search for the Working Title. In this case you would search for the Working Title Coordinator of Fun and then click SEARCH. 
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Click Start Action for the position that says “Position Approved for Search, Not Posted”  under the Last Action section. 
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Completing the Hiring Proposal:

When completing the hiring proposal be sure to include any moving and start up costs and the funding source for moving costs.   You should include an index code.  You only need to provide the index code if there are moving related expenses. 
If the salary has changed from the amount that was posted on the requisition you should change the amount on the hiring proposal.  

Complete the section that is applicable to the type of position you are filling.   Only complete the temporary section for classified temporary employees do not complete this section for any administrative or faculty positions. 

For all positions, even non-faculty positions, you will need to complete the terminal degree field.  If the position is non-faculty check no for this question. 

Remember to click the COFIRM button at the very end to send the proposal to the next level. 
Effective 11/08


