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1. Accessing PeopleAdmin and Logging In

= You can access PeopleAdmin through myapps.up.edu.

20,

FeopleAdmin

To log in, select “SSO
University of Portland Authentication.”

Other Users Login Below:

Usemame

|Password

Log In

Authenticate with single sign-on?550 Authentication
First time here?Request an account

2. Accessing the Applicant Tracking System

Ll el 8=yl Select the three blue dots in the top right corner, then select
“Applicant Tracking System.”

Applicant Tracking System

Position Management

If you have multiple user groups, you will
User Group: need to select “Hiring Manager
Student” from the User Group drop
down option.

Hiring Manager Student v

Employee

Human Resources
Human Resources- Student Employment




3. Submitting a Student Employment job posting request
Under the Posting drop down menu, select Student.

Applicant Tracking System Weicome, Claire Moore  logout
(] User Group:
University Hiring Manager Student v
Portland
Home Postings ~ Hiring Proposals ~ Shortcuts ~
Student

0 Filled Postings
Last 30 days -

Inbox Paostings Users Hiring Proposals Position Requests Special Handling Lists

SEARCH

There are no results to be displayed. O

Select the red “+ Create New Posting” button toward the top corner of the screen.

Applicant Tracking System Welcome, Claire Moore  logout

(B3] User Group:
University I

Hiring Manager Student
Portland g o

Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / Student ¥

Student Postings

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

Saved Searches v Q More Search Options v

‘ = | To “copy” a previously posted
' ~ position, select “Create from

Posting.”
What would you like to use to create this  To submit a job request with a new
new pDStiI’lg" student employment job description,

select “Create from Position Type.”

Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Posting

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



4., Submitting a Student Employment job posting request from “Create a Position Type”

Complete required categories: Job Title, Branch, Division, and Department.

Iij )
New Postin
\l\. £ Create New Posting

* Reguired Information

Job Title *

Organizational Unit

*
Branch Selecta Branch  w
Lk —
Division Select a Division v
*
Department Select a Department v

[ Student Positions - Clerical Select the relevant job alert categories from the

bottom of the Job Alerts list.
[ student Positions - Information Technology Services

(J student Positions - Marketing

[J student Positions - Recreational & Athletics
[ student Positions - Research Opportunities
(] student Positions - Student Services

[J student Positions - University Relations & Events

Online Applications

Accept online applications?

[l
hil
y]
]

Special offline application instructions B I S &L | » | o |i= =

Create New Posting

Do not touch the “Online Application” section. Select “Create New Posting.”



Input the required Position Information:

Student Employment will input the Position Number.

Select “Student Employment” under Job Category.

Example of Terms and Hours: “Approx. 5 hours per week”
Hourly Wage: “Portland Metro Minimum Wage ($15.45/hour)”

Position Information

+ Job Title | FOR TEST - Human Resources Assistant (2) |

Position Number ‘ ‘

H Please select ¥ u

+ Job Category
This field is required.

This field is required.

# Terms and Hours

+ Hourly Wage | I
This field is required.

B I S L1 91 ¢ = = = =] e ~
+ Job Summary
This field is reqguired.
B I 5 @ | »m o= &=~

+  Core Duties

This field is required.

The Job Summary should be a brief paragraph outlining the purpose of the position, general job descriptions, and
supervisor information.

The Core Duties should be at least 5 bullet points outlining the job responsibilities of the student employment
position. Please use action verbs and be specific.

NOTE RELATED TO DRIVING: For a student employment position to be qualified for driving, the driving
requirement must be listed in the Core Duties.



This field is required.

B I s | ool c =~
The Minimum Qualifications should be
Minimum Qualifications at least 3 bullet points and can include
any schedule availability requirements,
This field is required academic standing, relevant soft skills,
B[ s |o|T v o=l [=|w~ etc.
Preferred Qualifications
The Preferred Qualifications should be
This field is required. at least 3 bullet points and can include

preferred majors, class completion,

iii
iii
Il
I
j
)

B I & &|T = <

previous work experience, etc.

Physical Requirements

The Physical Requirements should be as many bullet points as needed. If not applicable, please indicate “N/A,” as
the section will still be visible on the job board posting.

Posting Detall Information

Posting Number should be left blank as
PeopleAdmin will autogenerate this

Posting Number | |

Number of Vacancies | | value.
Number of Vacancies is an optional
Open Until Filled No ¥ field but gives applicants insight to the

) hiring manger’s intentions. Providing an

Estimated Start Date ‘ MMDDYYYY | @8 approximate estimate of vacancies is
This field is required. acceptable.

The Estimated Start Date is for
applicant’s knowledge and is not
guaranteed by Student Employment.
Complete the remaining required fields.
open Date ‘@ & ] The Estimated Start Date and Open

: Date should not be the same date.

This field is required.

Is there a set position

end date for this work
other than the end of
the academic year?

| MMW/DD/YYYY | g

Note, the Hiring Manager will be the

Close b ‘ MM/DD/YYYY ‘ = individual receiving email notifications
ase HtE‘ 4 . . . ..
This entry cannot be blank unless 'Open Until Filled’ is selected. of the JOb posting and appllcant hmng
status.
Hiring Manager I I
This field is required.

Quick Link for Internal

Postings https://uportland.peopleadmin.com/postings/210



ADA Checklist:

ADA Checklist Please complete the optional ADA Checklist. This
information is not displayed on the job board posting
but is used for potential student employment
accommodation requests. Then press “save and
continue” at the bottom of the page.

[ Neone of these Listed
(0 Analyrical and Problem Solving
[ Confidentiality
[ Constant Interruptions
[ Customer Contact
[ Detailed Waork
[ Language
[ Math
Mental Demands [ Multiple Concurrent Tasks
(J Reading Blue Prints
(0 Reading (documents or instruments)
(0 Reasoning
[ stress
[ Training
[ Verbal Communication

[J Written Communication

[ None of these Listed
O Carrying

(J Attendance

[ Cleaning

O Climbing

O Crawling

(O Driving

O Kneeling

O Pulling

Budget Information:

Editing Posting .

@ Position Details

@ Supplemental Questions [ Check spelling

* Required Information

© Documents Needed to Apply

Budget
®@ Search Committee d
@ Guest User + Budget Account Name [ |
This field is required
@© Reference Collection
Summary *« Budget Fund Number l l

This field is required.

* BudgetOrg l
This field is required.

+ Timesheet Approver l
This field is required.

==

Complete the required Budget related fields. Please note, there can only be one Timesheet Approver attached to
each job board posting.



Editing Posting .
@ Position Details

@ Budget Information

Supplemental Questions 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

@ Documents Needed to Apply

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
@ Search Committee question category.
@ Guest User . . . . . . :

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
@ Reference Collection to the posting guestion

Summary 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 Supplemental Questions
PP . Add a question

Position Required  Category Question Status

save & Continue

Supplemental Questions are optional multiple-choice questions that will be presented to the application as they
submit their application. Follow the direction to select a question or add a new question. Supplemental questions
are an opportunity to ask applicants about their scheduling availability. Select “Save and Continue.”

Editing Posting
ot et o
® Position Details
@ Budget Information

@ Supplemental Questions Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used" cannot be attached to this item.

Documents Needed to Apply Order  Name Not Used Optional Required

@ Search Committee
© Guest User Resume O] o) o

®@ Reference Collection

Summary Cover Letter ® O @]
Transcripts ® O o]
Letter of Recommendation ® O O
Curriculum Vitae @® O o]
[6 ] MediarFie @ o [¢)
Portfolio ® O @]
Unofficial Transcript ® O O
Teaching Philosophy Statement ® O @]

(Wl or Cancel

Selected the required and optional Documents Needed to Apply. We recommend requiring at least one of the
documents. Select “Save and Continue.”



Editing Posting

SeaenComies o

@ Position Details
@ Budget Information

© Supplemental Questions Assigning Search Committee Members
Using the top section labeled "Search” allows you to find existing users in the system that have been previously approved as Search Committee Members or Chairs. If a user does not

@ Documents Needed to Apply
have the Search Committee Member or Chair user group in their account, you will need to find or create their account in the "New Search Committee Member"

Search Committee

® Guest User New Search Committee Member

Using the "New Search Committee Member" section allows you to find an existing user in the system to add as a search committee or request a new account altogether.

@ Reference Collection

Existing Account

If you enter either the username or email of a user, the system will return their account in the search results and allow you to request them to be added as a Search Committee
Member by clicking the "Add Member" button. This is only a request; Human Resources will need to approve this user as a potential search committee member user in the system
before they can begin logging in as the user group.

Summary

New Account

If you search for an existing account under the "New Search Committee Member" using the username or email address and do not find the user you are seeking, you may complete
the form in this section to request an account be created for them. Once you press the submit button, the requested user account will be pending review by Human Resources for
approval. Users will receive an email once their account is approved.

Search Committee Members

No Search Committee Members have been assigned to this Posting yet.

Add Existing User Create New User Account

1 D

Use the Search Committee page to allow additional staff/faculty members to review applications.
The Guest User option should only be used with approval from Student Employment.

Reference Collection m Save & Continue

[+ Check spelling
References

Minimum Requests ‘ ‘

Maximum Requests ‘ ‘

Recommendation ]
o | MmDDAYYYY ®

B I & S| v o/ EiEE& = ~
Provider Special
Instructions

B IS | @|T »w o|i=i== =]~

Confirmation Message
To Provider

0

Input the Minimum and Maximum Requests for References. If left blank, the option to input references will still
be presented to applications but will not be required.

Recommendation Deadline, Provider Special Instructions, and Confirmation Message to Provide should all be left
blank, as the functionality is not relevant to Student Employment.

Select “Save and Continue” and review your job submission. Select the pencil icon next to a section to make an
edit if needed.



5. Submitting the job posting request to Student Employment for review

Hover you mouse over the “Take Action on Posting” red drop-down menu in the top corner of the screen.

D Posting: FOR TEST - Human Resources Assistant (2) (Student) ¢

Current Status: Draft Keep working on this Posting

WORKFLOW ACTIONS

Position Type: Student Created by: Claire Moore
Department: HR Student Owner: Claire Moore Cancel (move to Canceled)
Employment Submit (move to Manager)
Submit (move to Human
Resources - Student
Histo Settin, Hiring Proposals
BT v 5 g R Employment)

Please review the details of the Posting below. Page titles prefaced with an X and highlighted in RED have errors or missing data. Page titles prefaced with a checkmark and highlighted in GREEN have validated
successfully. Once all pages have validated successfully, you may take action on the Posting using the actions listed in the Workflow actions for this posting pane.

Then selection, “Submit (move to Human Resources — Student Employment)”

x

. Input optional comments, then press “Submit.”
Submit {(move to Human Resources - Student . . . . . .
Employment) Once submitted, you will receive an email confirmation at
Comments (optional) the submission has been received and is pending for
approval.

Submit Cancel




