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General System Information

is the George Washington University's online position management and recruitment system for updating job descriptions,
requesting a job classification review, and for hiring new employees. To begin the process of recruitment, an approved Position Description is
required.

This guide provides instructions on logging in, setting up a user account, requesting a password reset, and navigating the PeopleAdmin site.

The Home page of the site serves as the starting point for navigation. The Inbox is utilized to monitor all actions that users are responsible for
approving and/or taking an action on to include position and Postings. The Watch List is an optional tool that can be used to monitor a process or
action.

Key to the basic navigation of the site, is that users will be able to transition between the Position Management and Applicant Tracking module.
The Position Management module is used to view, establish new, and modify existing Position Descriptions. The Applicant Tracking module is
used to create Postings and review/process regular hires and non-competitive hires.

Note: For additional information on non-competitive hires please view the Non-competitive hire Quick Guide.

Currently we have three distinct employee modules established in PeopleAdmin. Each employment module has a distinct workflow built for the

respect employee type: Faculty, Staff, and Research
Note: See respective Employee type workflow.

Employment Workflow

Staff — Module built to support the maintenance of Position Descriptions and management of university Postings and hires of Benefit eligible staff
positions not in the Research and Labs Job Family.

Faculty/Librarian -Module built to support the management of faculty and librarian Postings and hires for benefit eligible Faculty and Librarian
positions. Librarian position refer to appointed librarian positions (L ECLS), not staff librarian positions.

Research and Post Doctoral Scientist - Module built to support the maintenance of Position Descriptions and management of university Postings
and hires of Benefit eligible positions funded by Research within the Research and Labs Job Family.
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System Roles

Your role will determine what Employment Module you have access to. Users should contact their HR Representative to request or modify access.
The request form can be found here: Peopleadmin Access Request Form

Shortcuts

Non-HR System Roles

You can view and or change your role by clicking on “Current Group”
drop down. The page will automatically refresh and you will see the
following message at the top of your browser.

Initiator Departmental users
Finance Director Finance Directors
SRA/Department Departmental users, SRA
Admin

Department Fac/Lib Departmental users
Dean/Lib. Director Dean, Finance Directors

How to log-in to PeopleAdmin (PA7)

From the web browser go to set: https://www.gwu.jobs/hr to log-in. The system uses single sign on for log in authentication. You will need your Net

Research Access to initiate request to create/modify a Position
Description only. No access to Postings or Hiring Proposals.

Staff, Research Access to review all hiring requests.

Research Access to initiate request to create/modify a Position

Description, Posting, and Hiring Proposals.

Faculty Access to initiate request to create/modify a Position

Description only. No access to Postings or Hiring Proposals.

Faculty Access to review all hiring requests.

ID and password to log-in. You do not need be logged in to the vpn to access the PeopleAdmin system.

| € C & hitpsy//www.gwu jobs,

GWU - Employment Site

Forgot your NetiD

Last Update: June 2016
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Note: If you are using Guest User

email from gwujobs@gwu.edu.

Credentials to access a Posting, enter the
username and password you received by
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Navigating the Home Page
The Home Page defaults to the Applicant Tracking module.

P00 he GeoRGE

S WASHINGTON
UNIVERSITY
" Jrp—

Postings Hiring Proposals | My Profile Halp
Albert Mojica, you have 0 messages.  Current Groupd| SRA/Dept. Admin * | logout
1
Welcome to your Online Recruitment System
____________ rshorfeufs 1
MInbox @& 1 " Wi
Creata New Research and Post
" Diplaying ftems for group *SRADept. Admin™. Dectoral Scientist Posting
My Reports
Postings (10+) | Hiring Proposals (10¢)  Actions (104)
Job Tithe Type Current State Cwner
Sea more... My Links
Usaful Links
Help
. Your Applicant Portal
WatCh LISt @ {How Applicants access your Peoplafdmin
system)

Postings () | Hiring Proposals () Actions (0)
Peopleadmin 7 (PA7) FAQ's

Job Title Type Current State  State Owner Recruitment Quick Guide
. . . Department Department
Professor of Tourizm Studies Faculty/Libranan Eacl it Heview EaciLib PAT User Guide

Associate Professor of Engineering
Management and Systems Engineering

Faculty

- Telephone Reference Check Form
Recruitment

Faculty/Libranian Closed
Pn=fing Reauirements - BT & BT

Current Group — This section lets you know what role you are currently logged in as.

Inbox - In the Inbox you will find tasks that need action. An action indicates moving the Posting or description to the next workflow state. Within the

Inbox, the first tab, called Postings, presents Posting tasks that need an action taken. The second tab, called Hiring Proposals, presents a Hiring

Proposal requiring an action. The third tab, called Actions, will present Position Description tasks that need an action taken. Please note that actions

can be taken from both the Applicant Tracking and Position Management modules.

Watch List - This serves as a reference to monitor the workflow of Postings and Position Description actions you wish to monitor. You are able to
select specifically which actions to place in the Watch List

Shortcuts - This section may be used to Create a New Posting.

My Profile — Provides access to user account details, including managing the account's password, and editing account information and default
settings.

Logout — The user may logout from any location within the system by selecting logout in the upper right corner of the page

Note: You will be automatically logged out after 60 minutes.

Switching Module - To switch between the Applicant Tracking and Position Management modules, toggle over APPLICANT TRACKING and select
POSITION MANAGEMENT.

Last Update: June 2016 4
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MEEIEED || APPLICANT TRACKING v

POSITION MANAGEMENT

Gurrent Group: | Department/HRCP v | logout

Creating a Personalized Saved Search

Search is available for all major items in the system, roughly corresponding to the items represented as tabs in the product — Postings, Position
Descriptions, Hiring Proposals, Applications, and Applicants.

Searches allow you to assemble information in a report-like format. After you define and run a search, you can export the search results as a
spreadsheet.

If you expect to need the same set of information repeatedly, you can save a search after you set it up. This allows you to use it whenever you need
to, without reconstructing it.

Creating your own Custom Searches

1. The text search box allows you to search for specific words or names
2. Select “More Search Options” to expand the search tools area. (Figure 1)

Figure 1:

Home Postings Hiring Proposals | My Profila Help

Albert Mojica, you have 0 messages.  Current Group: |SHNDQD1_ Admin v | logout

Postings / Research StaffTemp/Post Docs

Research Staff/Temp/Post Docs Postings

yer——
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3. Use the searching and filtering tools to narrow down the results that the system presents: (Figure 2)

= You can Add Columns by selecting the field you wish to add from the “Add Column” drop-down list if the information you
need is not included on the page.

= Use Advanced Filters (if any are available, ctrl+select if you want to use more than one) to narrow down the results.
=  Figure 2: Adding columns and using advanced filters

Saved Searches v Q Hide Advancad v

Add Column: |Add Column v

Workflow State: Draft
SRA/Dept. Admin

DeptHRACP
= -
Advanced | : Rocamant
Filter , Department: |, 54011 PROVOST-EVRAA IMMEDIATE OFFICE

100014 VP BUDGET & FINAMCE IMMED OFFICE
100016 - PROVOST-EVRAA SPECIAL APPOINTMER
100017 AVP GRADUATE STUDIES & ACAD AFFAIR ™

4. Use the column controls (Figure 3) to organize and sort the search results:
= Move a column to the left or to the right using its left and right controls.

= Delete a column using its delete control if you do not want to display it. If you need to add it back later, use the add columns
control to do so.

= Order the search results by sorting a column in ascending or descending order using its up and down controls.

Column Controls Figure 3:

Ad hoc Search All Postings x

"All Postings® ()

2 Mext—
AT
Posting
Number:
All
Posting Active Submitted Workdflow
Position Tithe: Number: Applications Applications Degartment State

Using a saved search
After you define and run a search, you can save the search parameters for later use and you can also export the search results to a spreadsheet.

Select a saved search and the system will automatically load all records with the save parameters. For example, selecting “Closed Posting” will
return all Postings which are currently in a “Closed” state.

Last Update: June 2016 6
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Running a Saved Search
1. Access the list of items you need to search (i.e. Postings, Hiring Proposals, and Applicants).
2. From the Open Saved Search menu, select the search you want to run. A new tab presents the search results.

Figure 4: Running a Saved Search

Postings / Rasearch Staff/Temp/Post Docs

Research Staff/Temp/Post Docs Postings
_

(VISIBILITY) - SAVED SEARCH NAME

{Group) - All Actions
{Group) - Posted Actions
{Group) - SRA/Dept Admin Actions

e

2 N| Postings / Resaarch StaffTemp/Post Docs

" Research Staff/Temp/Post Docs Postings

Paosting Active Submitted
Position Title: MNumber: Applications Applications Depar
[ crem s
Research Associate RO00001 1 1 111704 ANIMAL

Ad hoc Search All Actions. Postad Actions X

*Posted Actions" (B)

+ Creata New Posting

Exporting your results
1. From the , select “Export Results” (Figure 5).

Figure 5: Exporting your result to excel report

Research Staff/Temp/Post Docs Postings

Ad hoc Search All Actions Posted Actions x

T

GENERAL
All " Export results
Posting Active Submitted Warkflow
Position Title: Number: Applications  Applications Department State Createg ™~ BESS
Research Associate ROO0006 11 11 872311 ENVIRONMENTAL OCCUPATIONAL Posted February 17, 2016 at 01:20 Actions v
HEALTH PM
Senjior Research Assistant B0DD00T 10 10 9}211 MICROBIOLOGY IMMUNOLOGY TROPIC oy E?I-Jruary 17, 2016 at 02:10 ey

Last Update: June 2016




THE GEORGE
WASHINGTON
UNIVERSITY

WASHINGTON, DC

The search results are saved in .xls format. Depending on your browser, the file may automatically download to your computer's download folder, or
you may be prompted to choose whether you want to open or save the file.

How to Create a Competitive Hire (Hiring Proposal)

Creation
is the first required step for a Posting Requisition for Staff and Research positions.
Log in to PeopleAdmin7 system and switch to module.

Hover over ‘Position Descriptions’ and click Staff.

] Create New Position Description
Click the

You will receive a pop-up window to choose the action you would like to start. Click on New Position Description.

button at the top right corner.

Enter the proposed Position Title. The Organization Unit section will default unless you have responsibility for more than one department. If you
have more than one Organization Unit, you can then select the appropriate unit from the Banner Org Code/ Dept Name drop down list.

Postings / Research Staff/Temp/Post Docs / New Posting

| .
\j New Postin
% g N Cancel

6)

10)

Required Information

Position Title: * Research Assistant

Organizational Unit

Vice President * Academic Affairs
Department/School * GSEHD v
Banner Org Code/ Dept Name 137209 HRC SUPERVISION & ADMIN MA v

If you have an existing position description within your department(s) that you wish to copy or ‘clone’, choose that position description from the
list at the bottom of the page. This will pull in pertinent information from the ‘cloned’ position description into this action and allow for edits.

Click the Start Action button.

Complete all required information in each of the sections which are listed on the left hand side of the screen (Editing Actions). Please note that
if you ‘cloned’ from an existing position description many of the fields will be prepopulated and ready for you to edit if applicable.

After completing all of the sections you will then review on the Action Summary page. On this page you can check all of the information you
entered into the action for accuracy, or make additional edits if necessary.

To take action, hover over the Take Action on Action button at the top right hand corner of the page and select Submit (move to Dept/HRCP):

Last Update: June 2016 8
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*Please note, to save this request and submit later, please select ‘Keep working on this
Take Action On Posting v action’. If there are additional approvers within the department, you will need to select the

Keep working on this Posting

appropriate action per the workflow.

WORKFLOW ACTIONS

Submit (move to Dept/HRCP) 11) You will receive a green bar on the top of your page that will state the action

was successfully transitioned.

1‘ Action was successfully transitioned, and it was added to your watch list.

&??lljlt?%saeﬁélﬁnﬁ Titles " Wy Profile Helo

and status can be reviewed from the Watch List.

How to Create a Posting

Posting Requisitions for Staff and Research positions require that a position description first be created and approved through Position Management.
In order to post the approved position, a Posting must be created on the Applicant Tracking Side. A Hiring Proposal can only be created from an
approved Posting.

Log into the Applicant Tracking module

€D | Pecprarcirin

APPLIGANT TRACKING

Hiring Proposals | My Profila Halp

I Ressarch StafTempvPost Docs Alberl Mojica, you have 0 messages.  Current Goups | SRADep!. Admin v | logout
e — 4
Welcome to your Online Recruitment Systemn
Shortcuts
Create Now Resaarch ﬁalmﬂpélf Docs
Posting
Type  Message My Roports.
BelectSuite user Interface enhancements ane now Ive! Be sura the changes e visibls 10 you and your team by ensuring
your browser cacha 1S clearad!
My Links
Usaful Links

Help

To begin creating a new requisition, you may either take the shortcut on right'side of Home Page screen by selecting Create New Staff
Posting or you may select Staff from Postings and select (right side of screen) -or- Hover over the “Postings” tab and click on “Research
and Post Doctoral Scientist”

WWhaat weouicd you B 1o use B oneats B new
postng?

Crome fram Pusivien Basorimvion

Search Options at next screen will provide a list of approved position descriptions available to you to create
a requisition from. To simplify, search for the position by the position number.

To go directly to the beginning of the requisition creation, select Create From in Actions linked to your chosen job description

Last Update: June 2016 9
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Albert Mojica, you have | messags,  Current Group: | SRA/Dept. Admin v | logout

Postings / Research StafiTemp/Post Docs / Create from Position Description

Research Staff/Temp/Post Docs Position Descriptions
e 3 e

Al Position Descriptions

"All Position Des<riptions” ()

Approved Position
Position Tite: Mumbsar; Department Status
Fesearch Assistant 000008 137208 HRC SUPERVISION & ADMIN MA. Active Actions v
—
View
Senior Hesearch Associale BO8S54 B72411 EPIDEMICLOGY-BICSTATICS Active "
Create From ‘I
l Posting Outstanling
Research Associate BOBSOE B72311 ENVIRONMENTAL OCCUPATIONAL HEALTH Active e B B
Sr Ressasch Prolect Dimcior BO7E90 BI2411 EFIDEMICLOGY-BIOSTATICS Active Actions v

a)

b) If you prefer to view the job description before beginning the requisition, you may view the description first by clicking on the
title. From this Position Description screen, select & ©reate Posting fram this Fasition Descaption g create the posting.

5) Atthe New Posting screen Position Title, Vice President, Department/School, Banner Org Code/Dept Name will prepopulate from the
existing position description.

Postings / Research Staff/Temp/Post Docs / New Posting

fj New Posting cancel

* Required Information

Position Title: * Research Assistant

Organizational Unit

Vice President * Academic Affairs
Department/School * GSEHD v
Banner Org Code/ Dept Name * 137209 HRC SUPERVISION & ADMIN MA M

6) Leave default values for “Applicant Workflow” section.

Applicant Workflow

Workflow State Under Review by Department v

When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

7)  You are now ready to create your requisition. Select and begin completing the Posting Details and other tabs of
the requisition as necessary.

8) Posting Specific Questions You may add supplemental questions at this tab. The review/concurrence of HR is necessary before the
questions can be used in a Posting.

Last Update: June 2016 10
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9)  Applicant Documents Applicant documents may now include an Online Portfolio with a Maximum Allowable Document Size of 9MB.

10) Guest Users You can grant Guest Users access to view applicants for this specific Posting. The system will generate a Username and

Password and distribute to identified guest users at time of Posting. Make sure to click on BEEEEEREIIEECRESSEUToN when you have
identified the email address(es) of the users you like to grant Guest Users access. Note: All of the guest users for the Posting will be
granted with the same credentials

11) When all the tabs have been completed and you are on the Summary page, the tabs that have exclamation points ¥ next to them

indicate that there is required information missing. Select Edit button next to the tab title to return to that page. Check mark @ indicates
that all required fields have been successfully completed.

Take Action On Posting v

Keep working on this Posting

12) When requisition is complete, select next appropriate user to move the action forward. See available choices at —

SR . Comments may be added when forwarding an action. If you wish to save the action and _Submit (move to Dept/HRCP)
submit at a later time you can select “Keep working on this Posting” at which point you can also add Comments.

How to Create a Competitive Hiring Proposal

1) Log into the Applicant Tracking module as “SRA/Dept Admin”
2)  Access desired posting
a. Click on “Postings” tab and select the posting for which you wish to initiate a posting

Note: You can also access the posting request by using the “Inbox” see page 4.
Home Hinng Proposals | MyProfle  Help
John Smith, you have 0 messages. Current Group: SRA/Dept. Admin ™ logout

Paostings / Research and Post Doctoral Scientist

Research and Post Doctoral Scientist Postings

b.  From the posting “Summary” click on the “Applicant” tab
Posting: Post-Doctoral Scientist (Research and Post Doctoral Scientist)

Current Status: Filled

Position Type: Research and Post Created by: Heidi Faill
Doctoral Scientist Owner: Recruitment
Banner Org Gode/ Dept Name:

813211 MICROBIOLOGY

IMMUNOLOGY TROPIC MED

Summary History Reports Hiring Proposals Associated Position Description
i. Disposition Applicants — You can disposition applicants in two ways:

1. Individually
a. Select the applicant you like to disposition
“Depantment view™ ()
Workflow State

Workfllow State dnternal) Posling Number  Enfrance Reason  Status
Unaer Review by Department ROOD0O1E Under Review by Department Actions
Uncdor Rerviow by Depariment RODOOTA LUndur Riview by Dopastmaont

AgQuilo-Seara, Gabriela Under Fieview by Department ROD0018 Under Review by Departmant ACIONS w

b. Hover over “Take Action on Job Application” where you will see a number of dispositions, select the
appropriate disposition for the applicant.

Last Update: June 2016 11
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ARt Mofic, pou Nave O mossages.  Gurmenl GROUE: | SRATept, Admin

Postings / . / Fesearch Associals (Posted) / Applcant Rnview / FRerviorw bry

[
|

Tk Action On Job AppRcation w
Job application: zhongsheng peng (Research and Post Doctoral Scienﬁst)'- o
Current Status: Uinaer Review by Department

Appication form: Fiseanch SEatt/armgPost B0cS ARpGation

Full nama: hongsheng peng Croatod by

Asdioss Crwe: SAADept. Admin Hat Saiectad move 10 Not
Solpctid - No Emal [Dept ontg

Search Results: Noxd 1|
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2. Bulk Disposition
a. From the applicant list, select the applicants you like to disposition using the checkboxes
b.  Hover over “Actions” button and select “Move in Workflow” under the “Bulk” section
Note: The bulk section can also be used to view multiple job applications at once using the bulk

method and selecting “Download Application as PDF”
|

“Actien Appacaons )

Ful Narme: ‘Workfiow State (intemal Posting Nurmber
“ ihang, ang Uinsor Furbew try Dopartment RO
. Surmanwan, Percy Unisar Rirviow by Dapartment RO
@ Agui-Soara, Gatrisla Unidar Fariow by Dapartment Ao
Laneirigen, Geaca Unider Reviow by Department AOODONE
ﬁ Mavie I Workfiow
AL-AMERI, THAIR Unidor Fariow y Departrent FAoo00IE ¢

Unchar Furviow by Exeprartrmont ADOGO1S
Uinchar vk by Exspartment AOOG0TE |
Unidor Fioview by Department AOOGO1E Actions v

Uncier Faiow ty Dopartment AOOOE Actions n

c. Ideﬁfify two applicants"gsm;‘ﬁélébmrﬁfnend for Hire”
Note: This will serve as a backup option if the desired applicant falls through
3) Identify “Finalist (Begin HP)" - Once an applicant reaches the disposition of “Finalist (Begin HP)" you will see a green button

4)  Select “Start Research and Post Doctoral Scientist HP)" to begin the Hiring Proposal
a. “Select Position Description” — the position you working on will be selected by
default, scroll to the bottom of the page and click on the W View Posting Applied To
button. W Preview Application

0 Start Research and Post Doctoral Scientist HP
5) Complete Hiring Proposal fields accordingly

Actions / ... / Research and Post Doctoral Scientist HP / Research Assistant / Edit

Editing Hiring Proposal Hiring Proposal
Hiring Proposal
@ Non-Competitive Hire ¥ Check spelling
Hiring Justification * Required Information

& Documents

Hiring Proposal

Hiring Proposal Summary
Auto Tracking Number:

Candidate First Name: Douglas
Candidate Last Name: Weidemann
Posting Number: R0OODO18

6) Take Action transition request to next reviewer
Note: Leave comments

Last Update: June 2016 13
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How to Create a Non-Competitive Hire
A non-competitive hire of recruitment is an exception to the recruitment policy, allowing a specific individual with unique skills to be hired without

listing the position for a competitive posting. It is preferable to list all positions through the recruitment portal to allow equal access and opportunities
for applicants.

Position Management — Standard process for establishing a “New Position Description

Posting

The SRA/Department Admin or the Department/HRCP will need to indicate that posting request is for a non-competitive hire. You will need to select
“Yes” to “Is this a non-competitive hire of recruitment?”

Posting Details

@ Posting Specific Quest... " Check spelling

@ Applicant Documents * Required Information

. POSITION INFORMATION

@ Posting Documents

@ Guest User —_——— = == ==
Is this a waiver of
@ Reference Requests : ' recrultment? |
@ Search Committee Members )
Last Review Date 01/29/2016
@ Evaluative Criteria
DrActinAa Miimbhar |Di"\l"lﬂ|"\ﬂﬂ

This will flag the recruitment request so that the Recruitment team can post the action as a Hiring Non-competitive hire. Upon creating the “Posting”
the “Department/HRCP” user will receive a system generated email with a link to the “Hiring Non-competitive hire” as well as the “Quick Link for
Posting” address. The HR Representative can then forward the “Quick Link for Posting” to the candidate so that they may complete their
employee profile.

Note: “Hiring Non-competitive hire” posting requisition will not be posted externally to the gwu.jobs site nor any other job boards.

x um ‘smr | APPLICANT TRACKING Vv

Postings Hiring Proposals | My Profile Help

http://www.gwu.jobs/postings/33100 s v| logout

Postings / Research Staff/Temp/Post Docs / Post Doctoral Scientist (Hiring Waiver) / History

|i I Take Action On Posting v

. . . * See how Posting looks to Applicant
Posting: Post Doctoral Scientist (Research Staff/Temp/Post Docs) S Print Preview (Applicant View)

Current Status: Hiring Waiver

Search Results: Next

E Print Preview

This posting is not available to applicants via search results but may be accessed directly at http://www.gwu.jobs/postings/33100

Last Update: June 2016 14
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Hiring Proposal

For “Hiring Non-competitive hire” the “SRA/Department Admin” or “Department/HRCP” will have to fill out the “Hiring Non-competitive hire”

section of the Hiring proposal.

Home  Postngu  Minng Proposals | My POl Halp
Albert Mojica, you have 0 messages.  Cumvent GRoUp: | Department HACH
Actions / ... / Research Stafl/Temp/Post Docs HP / Post-Doctoral Sclentist / Edt
warueappom | HeeoWor o ] e L
& Hiring Proposal
@ Hiring Jusaitication Hiririy W
FICN) Vvaner
® Documents -
Hirryg Proposal Sumimar
ki L Provids a dotalied
danzription of tha
candidata's unique
qualfications and sy
Information that supports
= walves raquaet
Spacial natruetians: Must attach ausd s e copy af it g tha “Dcumants” sactian
1 the finalist named in prpe
= grant o & s
Wanafer? I your answeroed pos, make sur 10 atloch suppontig documentation
I this o STEM pesition? o v

Upon completing the Hiring Proposal the Department/HRCP role will have the option of bypassing EEO and sending the request directly to

Recruitment to “Start the Background Check and Generate Offer Letter”

Last Update: June 2016
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Glossary of Terms

Access Security — System security is driven by a combination of what roles and banner org codes/departments you have access to.

Actions Menu — From the search interface you have access to features such as bulk transitioning of applicants and ability to export search results as
well as various documents.

Action Summary - Can be prompted at any time during an action and provides a preview of the work that has been completed thus far and what still
may need to be completed.

Back Button - Internet browser Back Button is fully functional and the user can use this to navigate the system.

Comments - When working on a Posting, users have the ability to first leave any comments for the next workflow state owner with regards to the
creation of Posting. Adding Comments is optional and viewable to anyone who has authorized access to the electronic file and cannot be erased.

Guest User Account - Guest Users are notified of their account access by an automated email when you add the guest users’ email.
HR Suite - refers to the Position Management and Applicant Tracking modules

Inbox - The Inbox is found on your home page and presents the tasks within the HR Suite. This includes items that are specifically assigned to a
user and reflects the current state which requires your action. The Inbox does not include items that are currently assigned to other users.

Save Function - As a tab is completed, the system will save the work up to that point. You can exit the action at any time and the most recently
completed tab will be saved. Selecting the Save button at the top or bottom of each page will also save the work before moving on to the next tab.

Searches - Each user has access to Saved Searches, as well as the ability to create and save personal searches specific to the user's account.
Additionally, the data within these searches can be personalized to reflect the user’s needs.

Security of Data - To ensure the security of the data provided by applicants, the system will automatically log the user out after 60 minutes if it
detects no activity.

Spell Check - After completing entries on a tab, make use of the Spell Check feature. This feature will highlight by underlining in red, the word(s)
misspelled and you will then be able to change to correct spelling.

Summary - The summary page is provided as a document review of the Posting to make sure you have completed all the required information before

submitting further. A red error box will appear if required fields are missing. An exclamation point is an indicator that a required field is not completed
in a section of the action. Editor link identifies the field(s) to be completed. Actions with missing required fields will not be moved forward.

Take Action On Action - When working on a Position Description or Posting Action, in order to move the action to the next step in the workflow. The
user will always need to go to the Take Action on Action button to move the Position Description or Posting to the next workflow state.

Watch List - The Watch List is found on the Home page and allows the user to determine what actions to “Watch”. It serves as an easy reference to
monitor the workflow of certain processes that the user needs to be aware of, such as Position Description actions, Postings or Applicant flow.
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