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Section 1: System Basics

System Basics - Accessing the PeopleAdmin Site and How to Log In
To access the PeopleAdmin 7 Recruitment and Position Management System, go to:
e https://jobs.ncat.edu/hr

Bookmarking the site will allow for quicker access to the log-in page. The login screen below will
appear:

Enter your Username
and Password here.

NORTH CAROLINA
AT STATE UNIVERSITY

This system is optimized for the Google Chrome
and Mozilla Firefox web browsers

Username

Password

First ime here? Request an account
Forgot your password? Request a password reset

Click here to request
a new account or a
password reset.

Your username will be the part of your current NC A&T e-mail address that comes before “@ncat.edu.”
For example, if your e-mail address is jdsmith@ncat.edu, then your PeopleAdmin username will be:
jdsmith.

If this is your first time logging in to PeopleAdmin, your password will be the same as your username.
Using the above example, the password upon initial log in would match the username and also be:
jdsmith. Once you click the Login button, you will then be prompted to reset your password to one of
your choosing. Your password must meet the following criteria:
e Minimum length is 7 characters
e Must contain at least 3 of the following:
0 Alowercase letter
O An uppercase letter
0 A numerical digit (1, 2, 3, 4, etc.)
0 Special character (#, S, %, &, etc.)



Home Page Elements

The PeopleAdmin Home page received a refreshed layout on July 17, 2018 for a new cleaner look.
What has changed?
New Layout

Things moved around a bit on the page, all are intuitive and easy to navigate. The most critical navigation change

and less obvious is the Module Selector (switches between Applicant Tracking (now “Hire”) and Position Management
(now “Position”). To change modules you will select the three blue menu dots in the upper left corner of your
PeopleAdmin screen.

< C' | @ Secure | https://ncat-sb.peopleadmin.com/hr/ (ST & g E

Welcome My Profile Help  logout (sfaberna)

Select the three dots for the menu to change between -
A\ S, the Applicant Tracking and Position Management modules il—

Diepartment Head/Supervisor v
Home Postings = Hiring Proposals = Shortcuts +
Welcome to your Online Recruitment and Position Management System
Alerts i1 alert from the administrato 0 Active Applicants

TYPE  MESSAGE

(1)

men tiated by g the Division of Research and

s provided on the page; > Po ral recruitr s g
stance please refer to the user guide instructions found in the

nent; > If you have questions or need a:
Links section on the right side of this page.

Inbox Postings B Hiring Proposais Pending Requests

. ) 2 Committees Served By
SEAHLH Department last 365 Days
| Fifters |
TITLE CURREMNT STATE DAYS IN CURRENT STATE

[}
o
o

losed

Posted 307

Average days your
inbox tasks wait

— ‘-

Watch List Postings Hiring Proposals Pencing Requests

New feature — Graphical Data
PeopleAdmin has added graphical reporting on your home page illustrating useful data based on your user type.
New Inbox

You will be able to see all of your action items, including those assigned to you as a search committee member (under the
postings tab). You will also notice a few added fields to help you better find and prioritize your work, including the
department and days in current workflow state. When you click on an action item in your inbox, you will be logged in
automatically with the correct user group.

New Watchlist Functionality

The Watchlist is getting a refresh with Search and Filter functionality, and a more convenient bookmark icon on each
Posting, Hiring Proposal, etc. You can click on this at any time to add it or remove it from your watch list.



System Basics - Switching Between User Types

There are some users who will be assigned multiple user types depending on their role in the organization,
and these users have the ability to easily switch between their assigned user types. An example of this is a
Dean who wants to switch from the Supervisor user type, which only allows them to view the position
descriptions for their direct reports, to the Dean / Vice Chancellor user type, which will allow them to view
the position descriptions all of the positions in their school or college.

You can switch between assigned user types at any time clicking on the drop down menu located on the
top right corner of the page just above the grey bar:

Welcome, Student 17 My Profile Help logout (Train-17)
User Group:
MoxTH CAROLIMA
AGRULTURAL AND TECHMICAL
Stare Urrvessiry Department Head/Supervisor
Home Postings ~ Hiring Proposals ~ Shortcuts ~
: ) 'Supervisor (=] & logout
Click on the drop F = :

down menu here.

d Position Management System

Then select the user type you want to switch to by clicking on that user type.

Welcome, Student 17 My Profile Help logout (Train-17)

User Group:

TH CARGLIMA
ACRICULTURAL AND TECHNICAL a
Srare Usivinsrry Department Head/Supervisor

Home Postings ~ Hiring Proposals ~ Shortcuts ~

Linc Butler, you have 0 messages _Supewisor E] C logout
Applicant Reviewer

Chancellor

|Class and Comp

. . Dean/Vice Chancellor

Click on the Dean/Vice Department Head

e Empl
and Position Management System Chancellor user type. Beenie Risiiics

Recruitment

DervISo

Shortcuts

Create New SPA Posling




When a request appears in your Inbox under the Pending Requests tab, you can access the
request by clicking on the Title:

£, InboX (30 items need your attention)

Displaying items for group "Department Head™.

Postings (10+)  Hiring Proposals (0) | Pending Requests (10+F = Special Handling Lists (0)

»

Title

Type Current State

MNew Position Description

State Owner

Click the title to access the request. Department Head Department Head

New Position Description Department Head Department Head =
ta‘ MNew Position Description Department Head Department Head
Senior Director for HR. Communications New Position Description Department Head Department Head 8

See more._

You will then navigate to the Position Action Summary tab, from which you can review all
information related to the request, including making any necessary changes by clicking “Edit” next
to the section you want to make changes to, before approving the action and routing it to the next
step in the approval workflow. You can also view the request’s routing history and any comments
submitted by previous users in the workflow by clicking on the “History” tab:

D | PeopleAdmin
INORTH CAROLINA
AT STATE UNIVERSITY APPLICANT TRACKING ¥
Home Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. | Department Head IE‘ & logout
Pending R
Click the “History” tab to view the request’s
D routing history and any comments submitted
by previous users in the workflow.
Position ype: reate Y inc Butler
Section/Unit: Hum esources Owner: Department Head
Summary History Settings
@ Position Action Justification  Edit Click “Edit” next to any section you want to
o make changes to.
Position Action Justification
Justification of Need for New 185t
Hosiicn Currently: blank
08/01/2013
D d Effartiva Nata
Once the information in the request meets your approval, click the orange “Take Action on Pending
Request” button in order to send the action to the next step in the approval workflow or to return the
request to the initiator or previous approver:
Linc Butler, you have 0 messages. | Department Head IE‘ ¢ logout

Pending Requests / ... | New Position Description / New Position definition | Summary

Send the action to the next step in the

New Position Description]

Communications (EPA)
Current Status: Department Head

Position Type: EPA

approval workflow or return the request to
the initiator / previous approver.

Section/Unit: Human Resources

Summary Settings

¥
Owmer: Department Head

WORKFLOW ACTIONS

Keep working on this Pending
Request

Send to Dean/Vice Chancellor
(move to Dean/Vice Chancellor)
Retum to Supervisor (move to
Supervisor)

9

Canceled (move to Canceled)




System Basics - Using the Watch List

Your Watch List appears at the bottom of your Home Page, enabling you to easily monitor and track
requests you’ve initiated once they have been routed to the next steps in the approval workflow:

Postinge Hinng Propocale | Mty Profie Help

Welcome to your Online Recruitment and Position Management System

¥ Alerts (2 aloris from the administrator

Type  Maccage
9 Check the module name et fop right [Apdlicant Tracking or Pastion Maragement) anc change es needed to intieis a request or respond fo cumrent adions.
9 Chack your User Type |ust beiow hasder bar and change your roie as nasdad b initiste or respond fo actions

£ Inbox iz¢ Heme nzed your attsnticn

Ditagimying s for grovsp “Dagartmant Hasc!

- Soc
Type Curment Eate Coamar
Watch Llst ol Diegariment eag Departmer: Head
A, Deparyment Heag Doepartrent Hesd
1 Watch List 28 iame
wncing Aay
Type Cument Eiste Etatn Cramer
EPA Ciosed Reukrent
EFA Supsrisar Supsrisar
20 Eupenisar Eupenisar
EFA Supsrisar Supsrisar
EPA Human Resources Recruhment

When routing an action to the next step in the approval workflow, you are given the option of
adding the action to your Watch List prior to submitting on the “Take Action” box that appears:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional)

I,ﬁdd this pending request to your watc! Adding an action to your Watch List
ISL¢

allows you to easily track and
monitor the action’s progress.

Submit Cancel

A

Once an action is added is to your Watch List, you can view requests by type by clicking on the tabs
at the top: Postings, Hiring Proposals, and Pending Requests. You can also quickly view
information about each request in the list:

Job Title: Indicates the title of the position related to the request.

Type: Indicates the type of request by position type (EHRA, SHRA, or Post Doctoral).

Current State: Indicates what step of the approval workflow the request is in.

State Owner: Indicates the user that needs to take action on the request. 10



Sort requests by type by clicking on the tab links. |

Postings (6) Hiring Proposals (0) Pending Requests (33)

Job Title _ Type_ Current State - State Owner-

Human Resources Specialist SPA Closed Recruitment
Purchasing Specialist SPA Supervisor Supervisor
EPA Pasition - 2 EPA Supervisor Supervisor
Staffing Services Manager SPA Supervisor Supervisor
Human Resources Specialist SPA Human Resources Recruitment

When a request appears in your Watch List, you can view the request by clicking on the Job Title.
Unless the request is in a workflow state owned by you, you will not be able to take any action on
the request:

{1 Watch List (39 items)

Click the title to access the request. [requests (33)

Jollitle Type Current State State Owner
Human Resources Specialist SPA Closed Recruitment
Purchasing Specialist SPA Supervisor Supervisor
EPA Position - 2 EPA Supervisor Supervisor
Staffing Services Manager SPA Supervisor Supervisor
Human Resources Specialist SPA Human Resources Recruitment

System Basics - Shortcuts and My Links

(D | Peopiaasmn

m APPLICANTTRACKING ™

U] Postinge  Hidng Proposals | My Proflie  Help

Ling Buller, you have 0 messages.  [Superdscr E & legou

The Shortcuts menu contains links for initiating
requests such as creating a new posting and
creating or modifying a position description.

h—
BCOONS.

The My Links menu contains links to information —)
about the system, training tools, and the user S

guide. Traiing ez
(G0 hers far helpful vidzos for st3 iraining on the use of PAT.)

Your Applicant Portx

(How Applicanis acoese your PeapleAdmin systzm)

PenpisAcmin MOPAL - CLstomer Portal Login

{bect praciics library, customer support parial, customer community)

Curreni 3Eais Dwner
Supenisor Supervisor
Supenisor Supervisor

11



Section 2: Position Management

The Position Management module provides online access to position description information, and allows
for managers and supervisors to initiate position and salary increase requests for permanent SHRA,
EHRA, and Post Doc positions. The specific requests that can be initiated in the Position Management
module are:

e Create New Position Description

o Modify Position Description

The only user types that can initiate a Create New Position Description or a Modify Position Description
request are Supervisor, Department Head, and Dean/Vice Chancellor.

Create New Position Description - SHRA

IMPORTANT NOTE: A budgeted available amount must be identified with a funding source PRIOR TO the
initiation of a Create New Position Description request. Budgeted funds are subject to review and
approval.

To initiate a Create New Position Description request for an SHRA position, first switch to the
Position Management module using the drop down menu located in the top right corner of the

2D | PeopleAdmin
rvmE®Y | APPLICANT TRACKING ¥

Click on Position POSITION MANAGEMENT

Postings Hiring Proposals | My Profile Management.

Linc Butler, you have 0 messages. |Supervisor El < logout

Once in the Position Management module, make sure you have the necessary active user type.
Remember: only Supervisor, Department Head, and Dean/Vice Chancellor user types can initiate a Create
New Position Description request:

D | PeopleAdmin

Watch List POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help
First select the appropriate user ‘ [Supervisor [*] ¢ logout
type: Supervisor, Department
Head, or Dean /Vice Chancellor. —
Then click on the Refresh
ment and Position Management System button.

Next, hover your cursor over the Position Descriptions tab and click on “SHRA”:

NORTH CAROLINA @ PeopleAdmin
A&T STATE UNIVERSITY POSITION MANAGEMENT ¥
e Position Descriptions Classifications | My Profile Help
Hover cursor over Position —
. . . Linc Butler, you have 0 Supervisor i C  legout
Descriptions tab and click s SPA Pending Requests
on SHRA. | EPa

EPA Pending Requests

Welcome to your Online Recruitment and Posit Post Doctoral 1
Post Doctoral Pending Requests 12

Shortcut:




You will then be taken to the Position Descriptions view, which provides a list of all position descriptions

based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Positions that are direct reports to the Supervisor only.
Department Head All positions that report to the department the Department Head is assigned to.
Dean / Vice All positions within the School, College, or Division the Dean / Vice Chancellor is
Chancellor assigned to.

In the Position Descriptions view, you can search position descriptions by any number of criteria, including
but not limited to position title, position number, employee name, supervisor name, or position status.
Searches are fully customizable by position attributes, and you can save custom searches for use again

later.
NORTH CAROLINA

Position Descriptions | 5PA

SPA Position Descriptions

Position Descriptions

(s

PeopleAdmin

FOSITION MANAGEMENT ¥

 [Supevior (5] @ g

Active user typeis
Supervisor.

Create New Position Deccription

Search: |

QpenSaved Search v

| Wors searchopvons (D

List of position descriptions by
active user type.

an existing position, select it from the list below by clicking on the work]

Searches are customizable by
position attributes and can be
saved for later use.

loyee name.

@ savedbrcn: Al Position Descriptions” (104 t=ms Found)
+ Previous 2.3 4 Next —

[l Warking Position Title Position Number Employes First Name Employee Last Name Supervisor Status [Actions}
O Stafing Services Manager 00018 Tammie Hill Human Resources Manager {Line Butler) Ative AtonsT
O  Administrative Support Spec 00013 Belinda Macklin Human Resources Manager (Linc Butler) Active e
[l Human Resources Specilist 010000 Ester Jones Humzn Resources Specialist (Amy Braun) Active Actonsy
4] Human Resources Manager ooog27 Linc Butler Active Actionsy
[0 Adminisirative Suppen Assac 00037 Rozolens Ezimster Susiness Officer (Jacon Teagle) Active P—
O Recruiment Coordinator 00040 Lonnie Crons Human Resourcas Manager (Line Sutler) Aciive fzsansy
[ Adminisirative Suppert Spec 00045 Shelby Clark Fuller Human Resources Soeaialist (Amy Braun) Ative fctonsy

To initiate the request, click on the orange Create New Position Description button located on the top
right of the screen just below the grey bar:

(inbox)

PeopleAdmin

POSITION MANAGEMENT ¥

Classifications

Help

Position Descriptions | My Profile

Linc Butler, you have 0 massages. |Supervisor |E| < logout

— Create New Position Description

Click here to initiate the request.

Hide search options

| | Search

13



You will then click on “New Position Description” as the pending request you would like to start:

Create New

Choose the pending request you would like to start.

MNew Position Description

Requested data must be entered into every required field, even if you choose to
cancel an action you have started. To avoid loss of data, save each section and
tab after you complete it in case you are interrupted before completion.

Enter the data fields for the New Position Description as follows; then click the orange “Start Pending
Request” button located on the top right corner of the page:

D | PeopleAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY Watch List POSITION MANAGEMENT ¥

Position Descriptions Classifications 1 My Profile Help
Line Butler, you have 0 Supervisor : & logout
Position Descriptions / SPA | New Position Description
4, Once all data fields are filled in,
| e L
£ New Position Description click Start Pending Request. [ SirtPendngReauest
Working Position Title €@==| 1 Enterthe Working Title of

the position.

Organizational Unit

Department * | = -
2. Select the department

section/unit * [EI- 3. Select the to \{vhich the position is
Section/Unit to assigned from the drop

down list.

which the position is
assigned from the
drop down list.

Clone an existing Position Description?

14



SHRA Create New - Edit Pending Request Page - General Navigation

After clicking on the “Start Pending Request” button, you will then be taken to the Position Action
Justification tab, the first information tab that must be completed before the Position Description can be
sent to the next step in the approval workflow. Each information tab is listed on the Edit Pending Request
page in the far left-hand column of the page, and the tab you are actively editing will appear in the list in
bold black letters while all other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the lti=dl button located in both the top and bottom right corners of the
page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields.

1
Tab list
Pending Requests | lf New Pasition Description | | Edit

Editing Pending Request Position Action Justification

Classifications Help

Position Descriptions | My Profile

Linc Butler, you have 0 messages. | Supervisor [*] & iogout

Save and Next buttons.

Position Action Justif...

¥ Check spelling [+]
& SPA Classification

Explain the business need for this position. The proposed effective date must be a future date, subject to change for payroll eniry. The requested salary, if entered,

SPA Position Details must reflect a budgeted available amount to be identified with a funding source and is subject to DHR and budget review and approval
Position Funding Infor... * Required Information
Add ADA Checklist Form Position Action Justification

& Supplemental Documents

& Supervisor
IPendiwg Request Summary . Justification of Need for

New Position

~ | This field is recui'ecl.- Requil’ed fieIdS

Blue Check *  Proposed EffectiveDate | | Thisfield s required. — high"ghted in RED.

CirC|e Requested Salary

Position Request

Mumber
| “Save” and “Next>>" buttons. I

SHRA Create New - Saving to Return to a Pending Request Later

Also on the Editing Pending Request Tab List is an important menu item which should be selected if you
need to stop a work session on the position description before submitting it to the next level for approval.
Following this step will ensure that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Pending Request Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Pending Request”

Classifications | My Profile

Position Descriptions
Amy Braun, you have 0 messages.  Supervisor ~ & logout

Pending Requests / ... / New Position Description | New Position definition / Summary

= New Position Description: Administrative Support
Associate (SPA) Edit WORKFLOW ACTIONS
Current Status: Draft Keep working on this Pending
Request
Pasition Type: SPA Created by: Amy Braun Canceled (move to Canceled)
Section/Unit: CLOE Owner: Amy Braun

15
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4) Add any Comments into the window that opens (below) as notes to yourself, if desired

5) Click “Submit”

Take Action

Keep working on this Pending
Request
WORKFLOW ACTIONS.
Keep working on this Pending
Request
Canceled (move to Canceled)

Send to Department Head (move to
Department Head)

Canceled (move to Canceled)

Comments (optional)

Add this pending request to your watch

list?

‘ Submit Cancel

The Pending Request on this position description numbers can be located when you log into the Position
Description module again as the same User Type you used to begin the action. Hover your cursor over
the Position Descriptions tab and click on “SHRA Pending Requests.”

You will then return to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type, from which you can select this position number as before and continue.

SHRA Create New - Position Action Justification Tab

Follow the instructions at the top of the page then click the button to save changes and navigate to

the next tab:

Editing Pending Request

Position Action Justif...
& SPA Classification

SPA Position Details

Paosition Funding Infor

Add ADA Checklist Form
@ Supplemental Documents
& Supervisor

Pending Request Summary

Funding to support
the request must be
secured PRIOR TO
initiation of the
request.

Position Action Justification

“¥ Check spelling [+]

Explain the business need for this position. The proposed effective date must be a future date, subject to change for payroll entry. The requested salary, if entered,
must reflect a budgeted available amount to be identified with a funding source and is subject to DHR and budget review and approval

* Required Information

Position Action Justification

e posttion == Why is a new position needed?

+ | This field is required

Proposed EffectiveDate | | This ield is required. — Must be a future date

Requested Salary

Position Request
Number

SHRA Create New — Classification Tab

If you are not editing from an existing position, use “Filter these results” to search all
position/classification (career band) titles by a key word. Your Class/Comp analyst in DHR can assist you in
choosing a career band with related competencies most closely matching your business need.

To view a classification summary, click on the “Actions” link next to the classification title you want to view
and select ‘View Classification”. To return from the summary, use the Back button located on the top left
corner of your web browser. To select a classification and proceed with creating the position description,
click on the Radio Button to the left of the classification title you want to select, then and click on the
button located on both the top and bottom right-hand corners of the page.

16
Clicking on the “Position/Classification Title” will open the “View Classification” page in a new tab within




our web browser. After reviewing the classification summary information, you will need to close this tab
in order to return to the SHRA Classification tab and your request in progress. PLEASE NOTE: Clicking on
the red “X” on the top right corner of your web browser will close the web browser and log you out of the
system.

You can navigate to the previous tab by clicking on the grey “<<Prev” button located between the Save
and Next buttons on the top right-hand corner of the page:

Position Descriptions Classifications | Wﬁﬁﬁ' —‘ﬁ;

Navigate to the previous tab by
clicking on the “<<Prev” button.

Pending Requests |/ ... / New Position Description / [ Edit

Editing Pending Request SPA Classification Save | [ =<Prev

& Position Action Justif . ) . " . I .
If you are not editing from an existing position, use “Filter these results” to search all position/classification (career band) fitles by a key word. Your Class/Comp

SPA Classification analyst in DHR can assist you in choosing a career band with related competencies most closely matching your business need

SPA Position Details To view a classification summary, click on the arrow to the right by “Actions” and select View Classification. Return from the summary using the Back arrow at top
. _ . left. To select a classification and proceed with creating the position, click on the button to the left of the title and select Next=> in the orange box at top or bottom

Position Funding Infor of screen.

Add ADA Checklist Form If in the process of viewing or changing a job/classification title you open the Classifications tab, you have opened a new window within the system and need to
@ Supplemental Documents close the Classifications tab after reviewing the information. Closing this tab will return vou to the Position Descriptions tab and your request in progress.

e el Classificaions - Fller fheseresul Search all SHRA class titles by
Click the radio clicking on “Filter these results” Classifcations
button next tO w Saved Search: "Classifications"
the SHRA class 2.3 4 Next—
title you want to Position/Classification Title Job Code Classification Status (Actions)
select, then click » SPATille -1 287 Approved t_ View an SHRA
“sa\ihand B o o — classification summary by
) Accounting Manager 10752 Approved Actions v clicking on “Actions”.

SHRA Create New — Position Details Tab
Follow the instructions at the top of the page, making sure to fill out all required fields highlighted in RED,

and then click the [[lkton to save changes and navigate to the next tab:

Pending Requests / ... | New Position Description / [ Edit

Editing Pending Request SPA Position Details Save | | <<Prev

& Position Action Justif..

¥ Check spelling [+]
& SPA Classification

" = Complete each field. Required fields must be completed to continue through the process.
SPA Position Details

* Required Information

Position Funding Infor...
Add ADA Checklist Form

Contact Information

@ Supplemental Documents Contact Name | ‘Tmsnelcl s required. _ Wh0 Should be contacted if there

@ Supervisor

Contact Phone Number | ‘Th\s field is required.

Pencing Request Summary are auestions about the request?
Contact Email | ‘Th\s field is required.
mei [Eori"Leave | ‘Th\s field is required. .
Fepertnd) ¢ Who is the proxy for leave
Proxy Phone Number | | This field is requirsd. .
reporting approvals?
Proxy Email | ‘Th\s field is required.

SPA Classification Information

PositioniClassification

Title Human Resources Specialist Select requested com petency
Jab Code 110 level from drop down list.

Pl lect —
Requested Competency oo 2o ]

Level or eq«es\ 2 compet tency level appropriate fo the position duties and budgeted salary. Requested Classification and Competency
val by D

ject to
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Detailed information in the Position Overview
and Position Information sections assist the
DHR Class & Comp Analyst in performing an

Position Overview C——

Primary Purpose of
Position

his field is required |

The Organizational Unit information
¢ should include factors such as

department size, (hnumber of
employees/students, programs,
degrees offered, and operating or
Working Position Title This field i required. grant budgets) which are helpful to
: an analyst for determining a
position’s scope.

Primary Function of
Organizational Unit

1

This field is required

Position Information

Building and Room No.

Work Hours: From

[time] to [time] on [days | |Thi5 field is required.
of week]
Hours per Week | |Thi5 field is required.

Months per Year Please select ﬂ This field is required
Appointment Type Please select ﬂ This field is required

If Time Limited,
Appointment Length

fe budget end date. If funded from more than one fund, indicate earfiest end date. This field cannot be left blank if the "Time Limited” field above is

SHRA Create New - Position Details Tab — Competencies and Related Job

Duties

The next section of the Position Details tab is used to build current duties and responsibilities into the
position. It is the most important section of a position description request, but easily missed by first-time
users. Please read and follow all instructions in this area to ensure that your position description request is
not delayed by providing too little information about the job duties.

On an SHRA position at least three of the competencies required by the career band profile must be used
to structure the position description and link the duties being performed to the classification/career
band’s functional competency areas. If desired and relevant, all of the listed competencies may be used.

After identifying the first competency area from the “Competencies” list relevant to the job, click on the
key button, “Add Competencies and Related Job Duties Entry.” A pull-down list of all SHRA
competencies will allow you to select one from the list related to this career band. Type in duties and
examples of assigned work relevant to that competency, and assign an approximate percentage of all
work time spent on those duties. Repeat these steps at least three times to capture the most important
duties assigned to the position, those on which the employee will be evaluated. Please Note: Each time
the “Add Entry” button is clicked; you are taken back to the top of the Position Details Tab and will need
to scroll down through the other sections again to see then location to add the new entry.

Ci mp " . £ fall iSaai
compet] Use only the Competencies ired in the position to meet business needs. A specific group of competencies has been identified for each
career . re utilized in the development of a position description.

listed here.
Using Clewy » - ajor job duties of the position related to at least three of the competencies required in the selected career
pand. I I

nowledge — HR Program and Organization, Customer Service, Communication — VerbalWritten, Information/Records Administration, Program Administration, Managing Work and

Competency Profile
[link to O5P]

hitp:{fwww.osp.state.nc us/Guide/CompWebSite/Profiles/HR %205 pecialist: 20Profile. pdf

Competencies and Related Job Duties

To enter the job duties, please click the "Add Competencies and Related Job Duties Entry” button. Repeat for each com)| Click here to add
scroll back down to this section with each addition to enter a competency and add job duties. The fotal percentage off competencies and related job
must equal 100%. .

duties - 3 entries are
Unless job duties are described in three competency areas, the system will prevent submission of this request. .
Add Competencies and Relaed Job Dufies Eny | (s | € uired. 18




Competencies from Classification

Competencies are knowledge, skills, and abilities that are required in the position to meet business needs. A specific group of competencies has been identified for each
career band title. They must be demonstrated on the job and are utilized in the development of a position description.

Using only those competencies listed below, describe the major job duties of the position related to at least three of the competencies required in the selected career
band.

Appiied Knawledge — HR Progrsm and Organization, Customer Servics, Communication — Veroal/Viriten, Information/Records Administration, Program Administration, Managing Wrk snd
Competencies A,

Competency Profile

Tlink to OSP] fite

state.nc.us/Guide/Comp! Site/ProfilesHR%205)

ecialist®20Profile. pdf

Competencies and Related Job Duties
To enter the job duties, please click the “Add Competencies and Related Job Duties Entry” bution. Repeat for each competency relevant to job functions. You will need to

scroll back down to this section with each addition to enter a competency and add job duties. The total percentage of time allocated for all the tasks and responsibilities
must equal 100%

Unless job duties are described in three competency areas, the system wil] prevent submission of this request. Select com petency from the drop down Iist

Competency Please select il

e e e _l Describe specific job duties related to competency.

this competency

Percentage Of Time -

L Romove Enty? Indicate percentage of time spent performing duties described.

Add Competencies and Related Job Duties Entry I

SHRA Create New — Position Details — Compliance and

Requirements Completing the final position details fields identifies all required and

referred aualifications
Supervisory

Select Yes or No from drop down list.
[Prease select[w[] This fieid is required _ P

Does this position
supervise?

HELP

TEXT: S £ ink o F

ng decisi
performa

o
n performs AL

Percent of Time Spent

If Yes, then complete these fields.

Number of Permanent
Employees this
Position Supervises

Athletics

Is this position
assigned to the
department of of
Athletics or involved or
associated with
athletics, including but
not limited to,

rosponsibity for [ Fisase seeal[¥]] s e s ecuieo. NN | Question is required to ensure NCAA

admission, certification .
of academic standing,
evaluation of academic C0mp|lance.
performance and
administration of
financial aid for student
athletes?

Requirements and Preferences — . . . .
Information from this section is used to

Is this position

R EEEE ISRl populate the job posting when it is time to

g an experience, recruit.

d institutions.

Minimum Bacheior's degree; or an equivalent combina
Experience/Education Al degrees must be received from appropriatety

Preferred Years.
Experience, Skills,
Training, Education

Required License or
Certification

Valid NC Driver's [Fizsse seieci[w] | This feld = recuire
Linense raquirad? Flease select|w] | This field is required
C ial Driver's Thic field is n res
License Required? Flzase salect : s field is required.
Physical Required? Flease seleci[¥] | This field is required.

List any other Complete this page by clicking

medicalidrug tests

required on Save and Next>>
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SHRA Create New - Position Funding Information Tab

In the Funding Source Details section of this tab, you will indicate the funding source(s) for this position.
Click on the Add Funding Source Details Entry button to enter budget and other required codes. Select
“Save” after each entry. PLEASE NOTE: The annual amount budgeted must equal the requested salary.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click to move to the next tab:

Position Descriptions Classifications WP

Linc Butler, you have 0 messages.  Supervisor E‘ C  logout

Pending Requests / ... / New Position Description / [/ Edit

IMPORANT NOTE: Remember to click “Save”

Editing Pending Request iti . . ; P
Position Fundy 5¢ter each funding source is entered. ____=er
& Position Action Justif..

Required Information
& SPA Classification

SPA Position Details
Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes
Position Funding Infor... Select "SAVE" after each entry  Please note that the annual amount budgeted must equal the requested salary.

Funding Source Details

Add ADA Checklist Form If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are
entered Each time you add an additional entry, you will need to scroll down below the last saved entry to enter a new funding

@ Supplemental Documents ! ; : _ > h . .
source Click on Add Funding Source Details Entry to provide the funding information. Continue to click as needed for adding multiple

© Supervisor funding sources.

Pending Request Summary AL Soc e oy Click here to add a funding source. If P
the position has more than one funding
source, continue to click here until all
funding sources are entered.

i1
St Appiopiatnd = H
Fumang | NomSiate | Feas seen ~ qmmmmm| Select State or Non-State from drop down list.
I Fres-mlmte, aadoct Pianis saet = _
et o Rariclineg = - . .
If Non-5tate, select funding source from drop down list.

Addtional fursing

ey e on |
"RRFh st = . . . .
mesnias? Enter or Revise funding source information. If you are
Pt Cocte Pasanes  [¥ not sure about fund/account/org numbers assigned to
- your department or the amount/type of funding

available, referto the Chart of Accounts or contact
oy P Budget and Planning. Submissions with incorrect
information here will be returned to you and cause
delays in reviewing and approving your request.

Prasge i

Rl et limited), annual amount, and
percentage of FTE.

e Funds e C—| Eqter date funds end (if time-
{e—
| —

Fementage of FTE

Farmeve Entry?
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SHRA Create New - Add ADA Checklist Form Tab

The ADA checklist is used to determine the general physical requirements, physical activities, visual acuity,
and working conditions of positions in order to be compliant with the provisions of the Americans with
Disabilities Act of 1990.

e) Check each box that corresponds with the physical aspects of the essential functions of the position,
then click “Next>>" to move to the next tab. All 4 fields are required and include:

e The physical activity of the position (Check all that apply and at least one)

e The physical requirements of the position (Select one from the drop down list)

e The visual activity requirements including color, depth perception, and field of vision (Check all
that apply and at least one)

e The condition the worker will be subject to in the position (Check all that apply and at least on

* Re-quired Information

ADA Compliance Information

Check all that apply and
at least one in this
section.

| ] Climbing: ing ladders, stairs, ramps, poles and the like, using feet and legs and/or

hands and arms. Body aglllty is emphasized. This factor is important if the amount and kind of climbing required exceeds that requir
=} Balancing: Maintaining body equilibrium te prevent falling when walking, standing or crouching on narrow, slippery or ematically
moving surfaces. This factor is important if the amount and kind of balancing exceeds that needed for ordinary locomotion

| ] Stooping: Bending body downward and forward by bending spine at the waist. This factor is important if it occurs to a considerable
degree and requires full use of the lower extremities and back muscles.

[7] Kneeling: Bending legs at knae to come to a rest on knee or knees.
[7] Crouching: Bending the body downward and forward by bending leg and spine.
[T Crawling: Moving about an hands and feet.
@ Reaching: Extending hand(s) and arm(s) in any direcfion.
=} Standing: Particularly for sustained periods of time.
=} Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
this position (Check all =} Pushing: Using upper extremities to press against something with steady force in order to thrust ferward, downward or outward.
that apply and at least ] Pulling: Using upper exiremities to exert force in order to draw. drag, haul or tug objects in a sustained motion
one) =} Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-position. This factor is
important if it occurs to a considerable degree and reguires the substantial use of the upper extremities and back musc
=} Fingering: Picking, pinching, typing or ctherwise working, primarily with fingers rather than with the whole hand or arm as
in handling
[7] Grasping: Applying pressure to an abject with the fingers and palm
=} Feeling: Perceiving attributes of objects, such as size, shape, temperature or texture by touching with skin_ parficularty
that of finger fips
m Talking: Expressing or exchanging ideas by means of the spoken word. Those activities in which they must convey
detailed or imporiant spoken instructions fo other workers accurately, loudly, or quickly.

o Hearing: Perceiving the nature of sounds at normal speaking levels with or without comection. Ability to receive
detailed information through oral communication, and to make fine discrimination in sound.

The physical activity of

m Repetitive motions: Substantial movements (meotions) of the wrists, hands, and/or fingers.

his field is required.

The physical
requirements of this
position (Select One)

Please select [w] | This field is required _ Select one from the drOp down |iSt.

Check all that apply and
at least one in this
section.

viewing a computer terminal, extensive reading; visual inspection involving small defects, small parts, andior op
2] The warker is required to have visual acuity fo perform an activity such as: operales machines such as lathes, dril presses. power
saws and mills where the seeing job is at or within arm's reach; performs mechanical or skilled frades tasks of a non-re

The visual activity
requirements including
color, depth perception,

and field of vision

(Check all that apply
and at least one)

[T The worker is required to have visual acuity to operate motor vehicles or heavy equipment.
[Z] The worker is required to have visual acuity to determine the accuracy, neatness. and thoroughness of the work assigned
(i.e., custodial, food services, general labarer, etc.) or fo make general observations of facilities or structures

[T The worker is required to have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing: _‘

Tiis field is required.

[Z] The worker is subject to inside envircnmental conditions: Protection from weather conditions but not necessarily
from temperature changes.

[Z] The worker is subject to outside environmental conditions: No effective protection from the weather.

[Z] The worker is subject fo both environmental conditions: Activifies occur inside and outside.

[T The worker is subject to extreme cold: Temperatures typically below 32 degrees for periods of more than one hour.
Consideration should be given to the effect of other environmental conditions such as wind or humidity.

[7] The worker is subject fo exireme heat Temperatures above 100 degrees for pericds of more than one hour.
Consideration should be given to the effect of other environmental conditions such as wind and humidity.

[Z] The worker is subject to noise: There is sufficient noise lo cause the worker to shoul in order to be heard above
the ambient noise level.

Check all that apply and

4

The condition the
worker will be subject
to in this position
(Check all that apply
and at least one)

[Z] The worker is subject o vibration: Exposure fo oscillating movements of the extremities or whole body.

[Z] The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving mechanical parts,
moving vehicles, electrical current, working on scafiolding and high places, exposure to high heal or exposure to chemicals.

[7] The worker is subject fo atmospheric condifions: One ar mare of the following condilions that affect the respiratory system of the
skin: Fumes, odors, dusts. mists, gases or poor venfilation

[Z] The worker is subject to oils: There is air and/or skin exposure fo oils and other cufting fluids.

[C] The worker is required to wear respirator.

at least one in this
section.

[Z) The worker frequently is in close quarters, crawl space, shafts, man holes, small enclosed rooms, small sewage and
water line pipes, and other areas which could cause claustrophobia

[T] The worker is required to function in narrow aisles or passage ways.

[T The worker is exposed to infeclious diseases.

[Z] The worker is required to function around prisoners or mental patients.

[Z] Mone: The worker is not substanfially exposed to adverse envirenmental conditions (such as in typical office or
administrative work

| Complete this page by clicking |
| on save and

Next>> I

s field is required

Save << Prev
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SHRA Create New - Supplemental Documents Tab

The Supplemental Documents Tab allows you to upload documents as attachments that will route with

the request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

o Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

e Add by URL (For Organizational Charts Only): Choose this option if you wish to link to a file on the
web by its URL.

The Organizational Chart is required. Position requests will be returned to the Initiator if a current
organizational chart is not attached. If a Budget Revision Form is needed to support the request, you can
download it from the Budget and Planning Web Site (http://www.ncat.edu/research/documents/dored-
documents/research-services-documents/budget-revise.xlsx), complete it, save it, and select "Upload
New" as the option under Actions.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

Position Descriptions [ EEETEEVET TR B VIR ST6) [1=5

Linc Butler, you have 0 messages. | Supervisor & logout
Pending Requests / ... / New Position Description / /| Edit
Editing Pending Request Supplemental Documents

@ Position Action Justif. i i . » . i i i
Organizational Chart is Required. Position request will be returned to Initiator if a current org chart is not attached. If Budget Revision Form is
& SPA Classification needed to support action, download it from the Budget and Planning Web Site (http:/fiwww.ncat.edu/research/documents/dored-
documents/research-services-documents/budget-revise.xIsx ), complete it, save it, and select "Upload New" as the option under Actions.
SPA Position Details

. Excel and Word documents may be attached
Position Funding Infor.. v

Add ADA Checklist Form PDF conversion must be completed for the document to be valid when applicable

Supplemental Documents Document Type Name Status (Actions)
© Supervisor Organizationl Chert s, @ | Click “Actions”, then select Upload New,
Pending Request Summary Bl Rl o (R gp‘o?dgew Create New, Choose Existing, or Add by
Other Document reate Evf' . .
b ‘ Choose Existing URL in order to upload an attachment.
ost Doctoral Evaluation Add by URL

Save << Prev

I Complete this page by clicking
I on Save and | [T

SHRA Create New - Supervisor Tab
The Supervisor Tab allows you to select the position to which your new position will report. If you are not
editing from an existing position, use “Filter these results” to search all supervisors by a key word.

Home [Nl Classifications | My Profile |

Navigate to the previous tab by
clicking on the “<<Prev” button.

¥

Editing Pending Request Supervisor

Pending Requests / ... /| New Position Description / [ Edit

© Position Action Justi. Position Descriptions - Filter these results HH H H

® SPA Classification Search all position descriptions by
SPA Position Details clicking on “Filter these results”. rptions  ©
Position Funding Infor.. © Saved Search: "All Position Descriptions™ (102 [1ems FoUnc )

Add ADA Checklist Form
2 3 4 Next —

& Supplemental Documents

Working Position Employee Employee : (Actions
Position Title Number First Name Last Name SLECES Status : b
- Hi R M; Li
CIICk the radlo bUtton © Stafiing Services Manager 000016 Tammie Hill Bu;najn esources Manager (Linc Active Actionsy
.. utler)
next tO the pOSItlon _ Administrative Support N Human Resources Manager (Linc Actionsv
© 000018 Belinda Macklin Aclive
d - t. t t Spec Butler)
escrlp Ion Vou wan o _ Human Resources Human Resources Specialist {(Amy Actionsv
. Specilist 010000 Ester Jones Braun) Active
select, then click e -
-O . Dooo27 Linc Butler Active o2
N i Ad . trative Si i
_ ministrative Suppo
=] Assoc op ooooz7 Rozolene Feimster Business Officer (Jacob Teagle) Active Aclionsw



http://www.ncat.edu/research/documents/dored-documents/research-services-documents/budget-revise.xlsx
http://www.ncat.edu/research/documents/dored-documents/research-services-documents/budget-revise.xlsx
http://www.ncat.edu/research/documents/dored-documents/research-services-documents/budget-revise.xlsx

To view one of the position descriptions in the list, click on the “Actions” link next to the classification title
you want to view and select “View”, or click on the Working Position Title. To return from the summary,
use the Back button located on the top left corner of your web browser. To select a position description to
which your new position will report and proceed with creating the position description, click on the Radio
Button to the left of the position description you want to select, then and click them button.

PLEASE NOTE: The selection list of supervisors is dependent on the POSITION TYPE (SHRA or EHRA) being
created. To select a supervisor in a different Position Type (for example EHRA supervising SHRA), click on
“Filter these results” and select the Position Type to which the supervisor of the position belongs. Then
click on

Editing Pending Request Supervisor Save | [ <<Prev
@ Position Action Justif.
. : The Supervisor Tab allows you to select the position to which your new position will report. If you are not editing from an existing position, use “Filter
O Classification these results” to search all supervisors by a key word.
@ Position Details To select a position description to which your new position will report and proceed with creating the position description, click on the Radio Button to
& Position Funding Infor... the left of the position description you want to select, then and click on the orange *Next>>" button located on both the top and bottom right-hand
corners of the page.
& Add ADA Checklist Form
Selected Supervisor
& Supplemental Documenta... P
ST T Search Position Descriptions x
& Employee earch
earcn: eg e
Pending Request Summary Select EHRA as Position Type
Position —D
Post Doctoral | = = ”
s —— under “Filter These Results” if

Column:
Post Doctoral

a different supervisor needs
to be assigned

Department-|

First Name:

Position Des| Last Name:
&) e -

Ad hoc Search
Search Cancel

Ad hoc S Pz

REMEMBER: The positions that appear in this list are also based on your active user type (Supervisor,
Department Head, Dean / Vice Chancellor) and the organizational unit to which you are assigned.

SHRA Create New - Pending Request Summary Tab

The Pending Request Summary Tab allows you to perform a final review all of the position information
you’ve entered on the previous tabs prior to sending the request to the next step in the approval
workflow. Please review the details of the position summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:

Position Descriptions Classiﬁnmionsik_T‘anmﬁle .

Linc Butler, you have 0 messages. | Supervisor E‘ € logout

Pending Requests | ... / New Position Description / New Position definition / Summary

D New Position Description: Unnamed Position
Description (SPA)  Edit

Current Status: Draft

Position Type: SPA Created by: Linc Butler
Section/Unit- Compensation, Owner Linc Butler
Benefits & Position Management

Summary History Settings

& Position Action Justification m_ . . .
Click “Edit” to make edits to a tab.
IFostmn Action Justification

| workload in the area of classification and compesnation has
r New necessitated the creation of an additional position.
Blue Circle Check
08/01/2013
Pate
$55,000
R Salary
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An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Pending Request
Summary Tab by clicking on the link in the left column:

O SPA Position Details ~Ecfjmmm Click “Edit” to make edits to a tab.

I Contact Information

Orange Circle Name
Exclamation Point |ne Number
Tontact Email

Proxy (For Leave Reporting)

Proxy Phone Number

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

Position Descriptions Classifications | My Profile Heh_______‘_
Linc Butler, you have 0 messages. | Supervisor E‘ & logout
Pending Requests / ... / New Position Description / New Position definition / Summary
New Position Description: Unn H
Description (SPA)  tdit Click on “Take Action On Pending WORKELOW ACTIONS
Current Status: Draft ” “ %F({eep working on this Pending
» equest
;as:mr:'Jy!:-e(':SPA " 8::5‘9 RequeSt ’ then seIeCt Send to Canceled (move to Canceled)
Bensfits & Position Management ™| Department Head” to move the P | iy vesd vt
request to the next step in the Ganceled (move to Ganceled)
Summary History Settings
approval workflow.
& Position Action Justification  Edit
Position Action Justification

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

A

Add this pending request to your watch Adding the action to your Watch
list? List allows you to easily track and
monitor the action’s progress.

Submit Cancel
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If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation.

@ "The physical activity of this pesition (Check all that apply and at least one)" is required and All required fields must be set before transitioning.

NORTH CAROL
[\ CTATE VEREIT
. ALT STATE UNIVERSITY Watch List

Home Position Descriptions Classifications | My Profile Help

page:

Position Descriptions Classifications | My Profile Help

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

New Position Description: test (SFPA)
Current Status: Department Head

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New Position Description - EHRA

IMPORTANT NOTE: A budgeted available amount must be identified with a funding source PRIOR TO the
initiation of a Create New Position Description request. Budgeted funds are subject to review and
approval.

To initiate a Create New Position Description request for an EHRA position, first switch to the
Position Management module using the drop down menu located in the top right corner of the

D | PeopleAdmin
(TRTTEE™ | APPLICANT TRACKING ¥

Click on Position POSITION MANAGEMENT
| ;. | Management.

Postings  Hiring Proposals

Linc Butler, you have 0 messages. |Supervisor E| < logout
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Once in the Position Management module, make sure you have the necessary active user type.
Remember: only Supervisor, Department Head, and Dean/Vice Chancellor user types can initiate a Create
New Position Description request:

D | PeopleAdmin

Watch List POSITION MANAGEMENT ¥

Position Descriptions  Classifications | My Profle  Help

First select the appropriate user ‘ [Supervisor [*] ¢ Iogout
type: Supervisor, Department
Head, or Dean /Vice Chancellor. -
Then click on the Refresh
ment and Position Management System button.

Next, hover your cursor over the Position Descriptions tab and click on “EHRA”:

@D | PeopleAdmin

NORTH CAROLINA

AgT STATE UNIVERSITY POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help .
SPa Linc Butler, you have 0 Supervisor : C  logout
SPA Pending Requests

Hover cursor over Position — -

Descriptions tab and click EPA Pending Requests

il Post Doctoral

on EHRA. p Posi ‘

Post Doctoral Pending Requests

Shortcut:

You will then be taken to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Positions that are direct reports to the Supervisor only.
Department Head All positions that report to the department the Department Head is assigned to.
Dean / Vice All positions within the School, College, or Division the Dean / Vice Chancellor is
Chancellor assigned to.

In the Position Descriptions view, you can search position descriptions by any number of criteria, including
but not limited to position title, position number, employee name, supervisor name, or position status.
Searches are fully customizable by position attributes, and you can save custom searches for use again
later.

D | PeopleAdmin

INORTH CAROLINA

AT STATE UNIVERSITY POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help

. . € oo
Active user type is g o

Supervisor.
EPA Position Descriptions

Position Descriptions / EPA

o=~ [ — Searches are customizable by

- . . position attributes and can be
List Of pOSItlon descrlptlons by To modify an existing position, select it from the list below by clicking on the W Saved for Iater use. fer, or

active user type.

Open Saved Search ¥ Search: |

Ad hoc Sea) Position Desl:l'iptions a

o sa arch: "Position Descriptions" (5 [tems Found)
D ‘Working Position Title Position Number Department Pasition/Classification Title (Actions)
EPA Position - 2 78767 Intercollegiste Athletics Assoc Director of Athletics ctions v

] A
(] DHR EPA Position Test 1 12245 Student Affairs Admissions Officer Actionsw
D Direcior Compensation, Benefits & Position Management Director Actionsy
D Assistant VC for HR Human Resourcas Asst VC-Human Resources Actionsw
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To initiate the request, click on the orange “Create New Position Description” button located on the top
right of the screen just below the grey bar:

D | PeopleAdmin

Watch List POSITION MANAGEMENT ¥

Position Descriptions BNHELE =1L T | My Profile  Help

Linc Butler, you have 0 messages. |Super\-risor E| < logout

Click here to initiate the request. | m—) 00l il

You will then click on “New Position Description” as the pending request you would like to start:

Create New

Choose the pending request you would like to start.

New Position Description

Requested data must be entered into every required field, even if you choose to
cancel an action you have started. To avoid loss of data, save each section and
tab after you complete it in case you are interrupted before completion.

Enter the data fields for the New Position Description as follows then click the orange “Start Pending
Request” button located on the top right corner of the page:

D | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY POSITION MANAGEMENT ¥
Position Descriptions Classifications | My Profile Help
Linc Butler, you have 0 Supervisor : @ logout
Position Descripfions / EPA | New Position Description
. 4. Once all data fields are filled in,
{21 New Position Description click Start Pending Request. [ J St Pending Raquest
Working Position Trtle €@==| 1 Enterthe Working Title of
the position.

Organizational Unit

Department | = -

2. Select the department

Section/Unit * [EI- 3. Select the to WhiCh the pOSition is
Section/Unit to assigned from the drop
down list.

which the position is
assigned from the
drop down list.

Clone an existing Position Description?
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EHRA Create New - Edit Pending Request Page - General Navigation

After clicking on the “Start Pending Request” button, you will then be taken into the Position Action
Justification tab, the first information tab that must be completed before the Position Description can be
sent to the next step in the approval workflow. Each information tab is listed on the Edit Pending Request
menu in the far left-hand column of the page, and the tab you are actively editing will appear in the list in
bold black letters while all other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab
in the list simultaneously by clicking the iZZ5 button located in both the top and bottom right corners of
the page. You can save the active tab you're working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column, however this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields.

Positicn Descrigtions __h" —

Tﬂb ||5t Aty B, pou B O Faddioed  Hunss Redisel « & it

Editing Pending Request Position Action Justification Save and Mext buttons. H =3

Pesition Acticn Justil,,

ki speling

‘::1,;:; Indicates missing information needed to complete position description
b
— R Required fields
= I Prsion Detads b Peaey highlighted in RED.

ERA Tie Change with hew Job Duties

To stop and return to

’ request later, select

Blue Check “Pending Reguest Summary™
Circle
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EHRA Create New - Saving to Return to a Pending Request Later

Also on the Editing Pending Request Tab List is an important menu item which should be selected if you
need to stop a work session on the position description before submitting it to the next level for approval.
Following these steps will ensure that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Pending Request Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Pending Request”

Home Position Descriptions Classifications | My Profile Help U
Amy Braun, you have 0 messages.  Supervisor ~ & logout
Peoding Requests | . { New Position 1 Mew Poution | Sammary N
™. New Position Description: Senior Director for HR Take Action On Pending Request v
! Communications (EPA) £ WORKFLOW ACTIONS ]
Cusrent Status: Drat ‘ Keep working on this Pending
Posion Type: EPA Crostad by: Linc Quder 2:112:\59[&1 (move to Canceled)
Sectieo'Unt Human Resources Ouwnar Line Butier .
Swmmary Histoey Setings
4) Add any Comments into the window that opens (illustrated below) as notes to yourself, if desired
5) Click “Submit”
Take Action
Keep working on this Pendin:
Request
Comments (optional)
|
Add this pending requesr.."to your watch
list?
‘ Submit Cancel
The Pending Request on this position description numbers can be located when you log into the Position
Description module again as the same User Type you used to begin the action. Hover your cursor over
the Position Descriptions tab and click on “EHRA Pending Requests.”
You will then return to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type, from which you can select this position number as before and continue.
Pending Requests | ./ New Position Descrniption /| New Position defestion | Samamary
. New Position Description: Senior Director for HR
' Communications (EPA) Eat . . .
Curtert Statua: Dval (€A) Click on “Edit” to continue work on a “Create New
Posison Type: EPA Croated by Linc Butler Position Description” request already started and
Sectic'Un Human Rescurces Ownar Line Butler
Summary History Sesings
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EHRA Create New - Position Action Justification Tab

Follow the instructions at the top of the page then click the button to save changes and navigate to
the next tab:

Editing Pending Request Position Action Justification Save

Position Action Justif... .
% Check spelling []
© Classification
. Explain the business need for this position. The proposed effective date must be a future date, subject o change based on date of hire. Provide the basis for EPA stalus by describing the position role as Faculty,

Position Details Senior Academic and Administrative Officer or Instructional, Research, and Public Service. The requested salary, if entered, must reflect a budgeted available amount to be identified with a funding source and is
- subject to DHR and budget review and approval
Position Funding Infor...
Add ADA Checklist Form

Position Action Justification
© EPA Designation Reques...

& Supplemental Documenta.. B

ISR o of eed for h Why is a new position needed?

Funding to e N

support the Pt [ — | Must be a future date.

request must 1

be secured _

PRIOR TO s = provide the basis for EHRA status by

initiation of = describing the position role as Faculty,

the request. M"":‘:'g: Senior Academic and Administrative Officer
Number or Instructional, Research, and Public Service

EHRA Create New - Classification Tab

If you are not editing from an existing position, use “Filter these results” to search all EHRA titles by a
key word.

To view a classification summary, click on the “Actions” link next to the classification title you want to view
and select “View Classification.” To return from the summary, use the Back button located on the top left
corner of your web browser. To select a classification and proceed with creating the position description,
clic he Radio Button to the left of the classification title you want to select, then and click “Save” or
the button located on both the top and bottom right-hand corners of the page. The
Position/Classification title selected here may be a more general title than the position Working Title.

Clicking on the Position/Classification Title will open the View Classification page in a new tab within your
web browser. After reviewing the classification summary information, you will need to close this tab in
order to return to the Classification tab and your request in progress. PLEASE NOTE: Clicking on the red
“X” on the top right corner of your web browser will close the web browser and log you out of the system.
You can navigate to the previous tab by clicking on the “<<Prev” button located between the Save and
Next buttons on the top right-hand corner of the page:
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Pending Requests / ...

Editing Pending Request

Position Action Justi...
Classification

Position Details

Position Funding Infor
Add ADA Checklist Form
EPA Designation Reques

Supplemental Documenta...

i New Position Description / Senior Director for HR Communications / Edit

Classifications

| MyProfle

Position Descriptions

Navigate to the previous tab by
clicking on the Prev button.

Classification Save | | =<Prev | [EIES

If you are not editing from an existing position, use “Filter these results” to search all EPA titles by a key word. Click the selection button to the left of any Job Title
and then SAVE to select it. The Position/Classification fitle selected here may be a more general title than the position Working Title. After selecting and saving a
Position/Classification title, proceed by clicking the orange Next=> button.

If in the process of viewing or changing a job/classification title you open the Classifications tab, you have opened a new window within the system and need to close
the Classifications tab after reviewing the information. Closing this tab will return you to the Position Descriptions tab and your request in progress

Classifications - Filter these results _

Search all EHRA class titles by
clicking on “Filter these results”

Classifications

Click the radio
button next to the
EHRA class title you
want to select,
then click “Save”

Next>>

 Saved Search: "Classifications" (255
2 /3 4 5 6 7 8 9 10 Next —
Position/Classification Job Code EPA Position Type EPA E-class {Actions)
-I- Test EPA Class Test Tier | Test Actionsv View an EH RA
© EPA Title-1 244641 Tier | test Actions¥ ope .
N 0 50 . actones classification summary
© 4-H Program Assistant 80219 EPANFac EM Actions¥ by cIicking on "Actions"
.
D 4-H Specialist 51619 Fac1112 F2 Actionsy
@ 4-H Youth Development Agent 80218 EPANFac EN Actionsv

EHRA Create New - Position Details Tab

Follow the instructions at the top of the page, making sure to fill out all required fields highlighted in RED,
and then click the f&&4| button to save changes and navigate to the next tab:

Pending Requests / ...

Editing Pending Request

Position Action Justif...
Classification

Position Details
Pasition Funding Infor..

Add ADA Checklist Form

@ EPA Designation Reques...
O Supplemental Documenta
& Supervisor

Pending Request Summary

i New Position Description | Senior Director for HR Communications [ Edit

Position Details Save | | ==Prev | NCNESS

" Check spelling [¥]
Complete each field. Required fields must be completed to continue through the process

* Required Information

Contact Information

Who should be contacted if there
are questions about the request?

Contact Name | \ This field is required.

Contact Phone Number | ‘ This field is required

Contact Email | ‘ This field is required

Who is the proxy for leave
reporting approvals?

Proxy (For Leave

Reporting) If the requested position is a leave-reporting position (11412 month or EPA Star]

Proxy Phone Number

Proxy Email

Select faculty rank (if applicable)
from drop down list.

Employee Information

Faculty Rank (if

applicable) Please select
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Classification Information

PositioniClassification

Clas Assisian: Diactcr Detailed information in the Position Overview and Position
Jab Code s2220 Information sections assist the DHR Class & Comp Analyst
EPAPosition Type  EFANFac in performing an accurate analvsis of the position.

Position Overview

Primary Purpose of
Position

The Organizational Unit information
should include factors such as
department size, (number of
employees/students, programs,

Primary Function of
Organizational Unit

C—

| Tris fele s required degrees offered, and operating or
Position Information grant budgets) which are helpful to
Working Fosition Title  Senior Director for HR Communications an analyst for determining a
Ruilding and Room N = position’s scope.

Appointment Type Please select [] | This field is required

If Time Limited,

Appointment Length me limited, pleaze indicafe budgef end date. If funded from more than one fund, indicate earfiest end date. Thiz field cannof be left blank if the "Time Limited” fizld above iz checked

EHRA Create New — Position Details Tab — Primary Responsibilities and Duties

The next section of the Position Details tab is used to build current duties and responsibilities into the
position. It is the most important section of a position description request, but easily missed by first-time
users. Please read and follow all instructions in this area to ensure that your position description request is
not delayed by providing too little information about the job duties.

On an EHRA position at least one of the three categories of Instructional, Research, and Administrative
must be selected to describe the primary responsibilities of the job. Many EHRA jobs may be comprised
of a combination of duties in more than one of these categories, but entry of only one will meet the
minimum requirement for a job description.

To enter duties, click on the key button, | Add Primary Responsibilities and Duties Entry | A pull-down list of the
three categories will allow you to select the primary function first. Type in duties and examples of
assigned work relevant to the primary function, and assign an approximate percentage of all work time
spent on those duties. If desired, repeat these steps to add categories in order to capture the most
important duties assigned to the position.

Please Note: Each time the | Add Primary Responsibilities and Duties Entry button is clicked; you are taken
back to the top of the Position Details Tab and will need to scroll down through the other sections again to
see then location to add the new entry.

IMPORTANT: Completion of at least one entry is required in order to move this request to the next step
in the approval workflow. The total percentage of time allocated for all categories should equal 100%:
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selected.”
Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties please click the "Add Primary Responsibilities and
Duties Entry" button. Repeat for each category relevant to job functions. Completion of at least one entry is required. You will need to scroll back down to this section with each
addition to enter a new category and add job duties. The total percentage of time allocated for all categories should equal 100%

Add Primary Responsibiities and Duties Entry

Supervisory

Click here to add the major
responsibilities and duties - 1

[Please select’q s field is required . .
! entry is reqwred.

Does this position o

E rviz on
supervise?

ovide zalary r iationz,

IT employeesz. If thiz pozition per

Number of Permanent
Employees this
Position Supervises

Percent of Time Spent

Clicking

Add Primary Responsibilities and Duties Entry

opens this section to enable entry of duties:

[ Remove Entry?

Add Primary Responsibilities and Duties Entry

Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties please click the "Add Primary Responsibilities and
Duties Entry" button. Repeat for each category relevant to job functions. Completion of at least one entry is required. You will need to scroll back down to this section with each
addition to enter a new category and add job duties. The total percentage of time allocated for all categories should egual 100%

Function Please select E‘

Select function from the drop down list.

Describe the specific
tasks and
responsibilities related
to the function.

Describe specific tasks and
responsibilities related to the function.

Percentage of Time

Indicate percentage of time spent performing

Click to add more tasks and responsibilities described.

categories if needed.

EHRA Create New — Position Details — Compliance and Requirements

Completing the final position details fields identifies all required and preferred qualifications.

Supervisory

Does this position
supervise?

4@mmmm| Select Yes or No from drop down list.

LCt performance apprai

[ Please selectlzu This field is required
i - .
5

— -
S for PERMANENT employees. If b

Percent of Time Spent

Number of Permanent
Employees this
Position Supervises

Athletics

Is this position
assigned to the
department of of
Athletics or involved or
associated with
athletics, including but
not limited to,
responsibility for
admission, certification
of academic standing,
evaluation of academic
performance and
administration of
financial aid for student
athletes?

Please selectlE‘ This field is required

If Yes, then complete these fields.

Question is required to ensure NCAA

compliance.
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Requirements and Preferences 4| |nformation from this section is used to populate

con P (e o s e the job posting when it is time to recruit.
position?
Minimum Bachelor's degree: or an equivalen ion of training and

. .
Experience/Education All degrees must be received from appropriately accredited institutions.

Preferred Years
Experience, Skills,
Training, Education

Required License or
Certification

Valid NC Driver's Flesse select|w| | This field is required.
License required?

C ial Driver's
License Required?

| Flesse selemli‘ |_-' 5 field is required.

Physical Required? Please select[w| | This field is required.

List any other I Complete this page by clicking |

dicalid t
me |:qu{;% ests I on Save and m ' I
EEEE—— -

el e |

EHRA Create New - Position Funding Information Tab

In the Funding Source Details section of this tab, you will indicate the funding source(s) for this position.
Click on the Add Funding Source Details Entry button to enter budget and other required codes. Select
“Save” after each entry. PLEASE NOTE: The annual amount budgeted must equal the requested salary.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, cIick to move to the next tab:

Position Descriptions Classifications | My Profile _ﬁﬁi"*

Linc Butler, you have 0 messages. | Supervisor

Funding Source Details
Position Details

the position has more than one funding
source, continue to click here until all
funding sources are entered.

Pending Request Summary
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Pending Requests / __ / New Position Description / Senior Director for HR Communications / Edit
Editing Pending Request Position Funding Information] |MIPORANT NOTE: Remember to click “Save” Save | [=<Prev
Postion Action Justif S —— after each funding source is entered.
@ Classification

[*l ¢ iogout

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE" after each entry.

Position Funding Infor... Flease note that the annual amount budgeted must equal the requested salary.

Add ADA Checklist Form If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an
& EPA Designation Reques... additional entry, you will need to scroll do

S » Add Funding Source Details Entry . .
@ Supplemental Documenta... Click here to add a funding source. If Soie | [P
@ Supervisor




Drghe W sgrmaiey W=l

sl Al

P peiage of 171

By Lriry?

Fasia e '—I Select State or Non-State from drop down list,

select funding source from d

rop down list.

- _l If Non-State,

Enter or Revise funding source informat

Favia it ¥ not sure about fund/account/org numbers assigned to
your department or the amount/type of funding

available, refer to the Chart of Accounts
Budget and Planning. Submissionswith

r - delays in reviewing and approving your

information here will be returned to you and cause

ion. If you are

or contact
incorrect

request.

Enter date funds end (if time-
limited]), annual amount, and
percentage of FTE.

|

Complete this page by clicking on

Save and m

EHRA Create New - Add ADA Checklist Form Tab

The ADA checklist is used to determine the general physical requirements, physical activities, visual acuity,
and working conditions of positions in order to be compliant with the provisions of the Americans with
Disabilities Act of 1990.

Check each box that corresponds with the physical aspects of the essential functions of the position, then
click to move to the next tab. All 4 fields are required and include:

The physical activity of the position (Check all that apply and at least one)

The physical requirements of the position (Select one from the drop down list)

The visual activity requirements including color, depth perception, and field of vision (Check all

that apply and at least one)
e The condition the worker will be subject to in the position (Check all that apply and at least one)

* Required Information

The physical activity of

this position (Check all

that apply and at least
one)

The physical
requirements of this
position (Select One)

ADA Compliance Infermation

|} Climbing ing ladders, stairs, ing, ramps, poles and the like. using feet and legs and/or

hands and arms. Body aglllty = emphasized. This factor is |mp0|1anl if the amount and kind of climbing required exceeds that requir
[} Balancing: Maintaining body equilibrium to prevent falling when walking, standing or crouching on narrow, slippery or ermratically
moving surfaces. This factor is important if the amount and kind of balancing exceeds that needed for ordinary locomotion

m Stooping: Bending body downward and forward by bending spine at the waist. This factor is important if it occurs to a considerable
degree and requires full use of the lower extremities and back muscles.

| ] Kneeling: Bending legs at knee to come to a rest on knee or knees.

| ] Crouching: Bending the body downward and forward by bending leg and spine.

[Z] Crawiling: Moving about on hands and feet.

| ] Reaching: Extending hand(s) and arm(s) in any direction.

| ] Standing: Particularly for sustained periods of time.

| ] Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.

| ] Pushing: Using upper extremities to press against something with steady force in order to thrust forward, downward or outward.
| ] Pulling: Using upper extremities to exert force in order to draw, drag. haul or tug objects in a3 sustained motion

| ] Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-position. This factor is
important if it occurs te a considerable degree and requires the substantial use of the upper extremities and back musc

| ] Fingering: Picking, pinching, typing or ctherwise werking, primarily with fingers rather than with the whole hand or arm as

in handling

=} Grasping: Applying pressure to an object with the fingers and palm.

=} Feeling: Perceiving attributes of objects, such as size, shape, temperature or texture by touching with skin. particularly

that of finger fips

[7] Talking: Expressing or exchanging ideas by means of the spoken word. Those activities in which they must convey

detailed or important spoken instructions to other workers accurately, loudly, or quickly.

=} Hearing: Perceiving the nature of sounds at normal speaking levels with or without comrection. Ability to receive
detailed information through oral communication, and to make fine discrimination in sound

=} Repetitive motions: Substantial movements (motions) of the wrists, hands, and/or fingers.

Check all that apply and
— at least one in this
section.

his field is required.

Please select [w] | This field is required _ Select one from the drOp down |iSt.
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Check all that apply and

[Z] The worker is required to have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing:
viewing a computer terminal extensive reading; visual inspection involving small defects, small parts, andior op

The visual activity

requirements including [7] The worker is required 1o have visual acuity o perform an acfivity such as operales machines such as laihes, drill presses, power
color, depth perception, saws and mills where the seeing job is at or within arm's reach; performs mechanical or skilled frades tasks of a non-re H H
and field of vision [Z] The worker is required to have visual acuity to operate motor vehicles or heavy equipment. at IeaSt onein th IS

(Check all that apply

and at least one) [Z] The worker is required to have visual acuity to determine the accuracy, neatness. and thoroughness of the work assigned Section .

{i.e.. custodial, food services, general laborer, elc.) or to make general observations of facilities or struclures

s field is required.

[Z] The worker is subject to inside environmental conditions: Protection from weather conditions but not necessarily
from temperature changes.

[Z] The worker is subject to outside environmental conditions: No effective protection from the weather.

[Z] The worker is subject fo both environmental conditions: Activifies occur inside and outside.

[C] The worker is subject to extreme cold: Temperatures typically below 32 degrees for periods of more than cne hour
Consideration should be given to the effect of other environmental conditions such as wind or humidity.

[] The worker is subject to extreme heat Temperatures above 100 degress for periods of more than one hour.

Consideration should be given to fhe effect of other environmental conditions such as wind and humidity Check a II that a I a nd
[7] The worker is subject to noise: There is sufficient noise lo cause the worker to shoul in order to be heard above pp y
the ambient noise level. - .

The condition the [Z] The worker is subject o vibration: Exposure fo oscillating movements of the extremities or whole body. at Ieast one |n th I s

worker will be subject [Z] The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving mechanical parts,
to in this position moving vehicles, electrical current, working on scafiolding and high places, exposure to high heal or exposure to chemicals. Section
(Check all that apply [7] The worker is subject fo atmospheric condifions: One ar mare of the following condilions that affect the respiratory system of the .
and at least one) skin: Fumes, cdors, dusts. mists, gases or poor ventilation

[C] The worker is subject to oils: There is air and/or skin exposure to cils and cther cutting fluids.

[C] The worker is required to wear respirator.

[Z) The worker frequently is in close quarters, crawl space, shafts, man holes, small enclosed rooms, small sewage and
water ling pipes, and ather areas which could cause claustrophobia

[T The worker is required to function in narrow aisles or passage ways.

[Z] The worker is exposed to infeclious diseases.

[Z] The worker is required to function around prisoners or mental patients.

[Z] Mone: The worker is not substantially exposed to adverse envirenmental conditiens (such as in typical office or
administrative work

s field is required

EHRA Create New — EHRA Designation Request Form Tab

Complete the EHRA Designation Request Form when creating a new non-faculty position for review by
Classification and Compensation to determine compliance with N.C.G.S. 126, 116 and UNC Policy
300.1.1. Please note the specific organizational chart requirements below. For more information about
EHRA non-faculty definitions, see http://www.northcarolina.edu/hr/hrab/

HRAB_Submission_P ~2-2013.pdf. Once complete, click in order to save your information
Home Position Descriptions Classifications | WProﬁb e
Linc Butler, you have 0 messages.  Supervisor E C  logout

Pending Requests / ... /| New Position Description / Senior Director for HR Communications | Edit

Editing Pending Request EPA Designation Request Form

Position Action Justif. -
% Check spelling ]

- - Complete the EPA Designation Request Form when creating a new non-faculty position for review by Classification and Compensation to
Position Details determine compliance with N.C.G.S. 126, 116 and UNC Policy 300.1.1. Please note the specific organizational chart requirements below. For
more information about EPA non-faculty definitions, see http://www northcarolina.edu/hr/hrab/HRAB_Submission_Process_2-2013.pdf

@ Classification

Position Funding Infor...

Add ADA Checklist Form This form is only necessary on a position modification if the change in responsibilities would place the position in a different EPA category.

EPA Designation Reques... Request Details

nstitution 4=mmmmm| Enter University information.

Division/School/College

@ Supplemental Documenta..

© Supervisor

Pending Request Summary

Department
EP.aque:eig?eﬁéion Please select =l zalszt g re'queSFed
esignation
Proposed Position Information from the drop dOWn
:;3\.-

36


http://www.northcarolina.edu/hr/hrab/HRAB_Submission_Process_2-2013.pdf

Proposed Position Information _ complete all fields

Proposed Title

Proposed Working Title
(if different)

Proposed Position
Number

Proposed JCAT Code Select current position status

from the drop down list.
Current Status Please select [¥] —

Curmrent Position Information (If Applicable) _ complete all fields

Current Title

Name of Employee in
Position

Name and Title of
Supervisor

Institutional Authorization (HR Use Only) - This section will be completed by HR.

Division of Human Resources will electronically submit completed form with the following required documentation: -A written justi-ﬁcation for requested action to include
specific reference to relevant elements in SAAC definition or Instructional/Research definitions. -A detailed position description. -An organizational chart that includes
position titles, position numbers, position designations (SPA, EPA, SAAQ), and employee names. "As defined by SAAC Policy, paragraph LA or LB

Print Name

Title

Electronic Signature of
HR Analyst via Email
Submission

EHRA Create New - Supplemental Documentation Tab

The Supplemental Documentation Tab allows you to upload documents as attachments that will route

with the request through the approval workflow. Attachments can be uploaded as follows:

o Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option is you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

e Add by URL (For Organizational Charts Only): Choose this option if you wish to link to a file on the
web by its URL.

The Organizational Chart is required. Position requests will be returned to the Initiator if a current
organizational chart is not attached. If a Budget Revision Form is needed to support the request, you can
download it from the Budget and Planning Web Site (http://www.ncat.edu/research/documents/dored-
documents/research-services-documents/budget-revise.xlsx), complete it, save it, and select "Upload
New" as the option under Actions. Excel and Word documents may be attached. PDF conversion must be

Linc Butler, you have 0 messages. | Supervisor [=] & 1ogout
Pending Requests / ... /| New Position Description / Senior Director for HR Communications / Edit
Editing Pending Request Supplemental Documentation

Position Action Justif. N .
Organizational Chart is Required. Position request will be returned to Initiator if a current org chart is not attached. If Budget Revision Form is

& Classification needed to support action, download it from the Budget and Planning Web Site (http://www_ncat edu/research/documents/dored-
o documents/research-services-documents/budget-revise xIsx ), complete it, save it, and select "Upload New" as the option under Actions.
Position Details
Excel and Word documents may be attached.
Position Funding Infor. v
PDF conversion must be completed for the document to be valid when applicable

Add ADA Checklist Form
& EPA Designation Reques Document Type Name Status {Actions) . « . ”
=iaaa——— [ — Click “Actions”, then select Upload New,
udge evision Form Upload New - .
© Suporvisor Sudpe Reim B Craste New Create New, Choose Existing, or Add by
Pending Request Summa . Choose Existing .
2= i Post Doctoral Evaluation | _pud oy URL URL in order to upload an attachment. 37
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EHRA Create New - Supervisor Tab

The Supervisor Tab allows you to select the position to which your new position will report. If you are not
editing from an existing position, use “Filter these results” to search all supervisors by a key word. PLEASE
NOTE: The selection list of supervisors is dependent on the POSITION TYPE (SHRA or EHRA) being created.
To select a supervisor in a different Position Type (for example EHRA supervising SHRA), click on “Filter
these results” and select the Position Type to which the supervisor of the position belongs. Then click on
“Search” to access the list of supervisors in the selected Position Type.

To view one of the position descriptions in the list, click on the “Actions” link next to the classification title
you want to view and select “View”, or click on the Working Position Title. To return from the summary,
use the Back button located on the top left corner of your web browser. To select a position description to
which your new position will report and proceed with creating the position description, click on the Radio
Button to the left of the position description you want to select, then and click on the button
located on both the top and bottom right-hand corners of the page.

REMEMBER: The positions that appear in this list are based on your active user type (Supervisor,
Department Head, Dean / Vice Chancellor):

Position Descriptions Classiﬁcalions_\T“M;‘—-l;r.o-ﬁh

Navigate to the previous tab by
clicking on the “<<Prev” button.

Pending Requests / ... | New Position Description / Senior Director for HR Communications / Edit

Editing Pending Request Supervisor Save | [ <<Prev

Position Action Justif.. Position Descrinti Filter th 9’ ' I
osition Descriptions - Filter these resulits ege . .
@ Classification F Search all position descriptions by

Position Details clicking on “Filter these results”. ptions

Click the radio

& Saved Search: "Position Descriptions”

button next tO the Working Position Title zﬂ:_"tl;:: Department _‘?&!;lionﬁlilﬂssiﬁcation (Actions)
iti O EPA Position - 2 76767 Actone
position © DHR EPA Position Test 1 12345 View the position descriptions e

description you b © orece Actionsy
want to seIeCt' 7 Assistant VC for HR

then click © Av

summary by clicking on “Actions”,
then “View” or by clicking on the title.

Actionsv

d Actionsv
_ Assistant Vice Chancellor for Compensation, Benefits & Position Acti
“Next>>" ! 44444 < ' Asst Vice Chanc Stu Dev RELTE
. Development Management

EHRA Create New - Pending Request Summary Tab

The Pending Request Summary Tab allows you to perform a final review all of the position information
you’ve entered on the previous tabs prior to sending the request to the next step in the approval
workflow. The Blue Circle Check appears by those tabs for which all required information has been
entered:

Position Descriptions CIassiﬁl:aliuns_—‘mProﬁle _7

Linc Butler, you have 0 messages.  Supervisor E| C  logout

Pending Requests / ... / New Position Description /| New Position definition /| Summary

D New Position Description: Senior Director for HR

Communications (EPA) Edit
Current Status: Draft

Position Type: EPA Created by: Linc Butler
Section/Unit: Human Resources Owner: Linc Butler
Summary History Settings

@ Position Action Justification Edit
I L . Click “Edit” to make edits to a tab.
Position Action Justification

for New  est

Blue Circle Check 38




An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Pending Request
Summary Tab by clicking on the link in the left column:

Position Details Edit A . .
i Click “Edit” to make edits to a tab.

tion

Orange Circle
Exclamation Point <t Name

Con one Number
Contact Email

Proxy (For Leave Reporting)

Proxy Phone Number

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

leAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY POSITION MANAGEMENT ¥ |

Position Descriptions SWEEELEEIELE WIS sl - )

Linc Butler, you have 0 messages. | Supervisor [*] ¢ 1ogout

Pending Requests / ... / New Position Description / New Position definition / Summary

New Position Description: Senior] Click on “Take Action On Pending ‘
Communications (EPA) Edit WORKFLOW ACTIONS

Current Status: Draft RequeSt”; then seIECt Msend to EEEP working on this Pending
equest

Position Type: EPA ceaedb] Department Head” to move the Coeoted (B mETEE]

Section/Unit- Human Resources Owmer: Lin request to the next step in the ‘ gzgg:l?lg;pa;t;ﬂ:)m Head (move to

Summary History Settings approval Workﬂ oWw. Canceled (move fo Canceled)

& Position Action Justification Edit

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable in the History tab by any user the action is routed to, including the next level
approver. You can also select for the action to be added to your Watch List. When you’re ready to send
the action to the next level in the approval workflow, click the “Submit” button:

Take Action »®

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| : viewed by the next level approver
in the History tab.

-

Add this pending request to your watcl

list? Adding the action to your Watch

List allows you to easily track and
monitor the action’s progress.

Submit Cancel
s
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If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation.

@ "The physical activity of this position (Check all that apply and at least one)" is required and All required fields must be set before transitioning.
15 INORTH CAROLINA

A&T STATE UNIVERSITY
Watch List

Position Descriptions Classifications | My Profile Help

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

’I Pending Request was successfully transitioned, and it was added to your watch list.

Position Descriptions Classifications | My Profile Help

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New Position Description — Post Doctoral

IMPORTANT NOTE: Prior to establishing and hiring for a Postdoctoral Associate position, Principal
Investigators (Pl) should review the Postdoctoral Scholars Policy. Approval for program participation and
proposed postdoc positions must be granted by the Vice Chancellor for the Division of Research and
Economic Development (DORED) before initiating a request in this system. If approved, DORED will assign
a position number.

The proposed effective date must be a future date, subject to change based on completion of all program
requirements by the selected candidate and the date of hire. The requested salary, if entered, must reflect
a budgeted available amount to be identified with a funding source and is subject to DHR and budget
review and approval.

To initiate a Create New Position Description request for a Post Doctoral position, first switch to the
Position Management module using the drop down menu located in the top right corner of the page:

D | PeopleAdmin

Watch List APPLICANT TRACKING ¥

Click on Position POSITION MANAGEMENT

TR ] Management.

Linc Butler, you have 0 messages. | Supervisor E ¢ logout
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Once in the Position Management module, make sure you have the necessary active user type.
Remember: only Supervisor, Department Head, and Dean/Vice Chancellor user types can initiate a Create
New Position Description request:

(invox

PeopleAdmin
POSITION MANAGEMENT ¥
Position Descriptiuns Classifications

I My Profile Help

First select the appropriate user
type: Supervisor, Department
Head, or Dean /Vice Chancellor.

Ages. |Supervisor

=le

logout

Then click on the Refresh
button.

ment and Position Management System

Next, hover your cursor over the Position Descriptions tab and click on “Post Doctoral”:

T

PeopleAdmin

POSITION MANAGEMENT ¥

NORTH CAROLINA
A&T STATE UNIVERSITY

Position Descriptions
SPA

Classifications | MyProfle  Help

Supervisor v & logout

Linc Butler, you have 0

SPA Pending Requests

Hover cursor over Position EPA
Descriptions tab and click on

Post Doctoral.

EPA Pending Requests

‘ Post Doctoral 1

Post Doctoral Pending Requests

Shortcut:

You will then be taken to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Positions that are direct reports to the Supervisor only.
Department Head All positions that report to the department the Department Head is assigned to.
Dean / Vice All positions within the School, College, or Division the Dean / Vice Chancellor is
Chancellor assigned to.

In the Position Descriptions view, you can search position descriptions by any number of criteria, including
but not limited to position title, position number, employee name, supervisor name, or position status.
Searches are fully customizable by position attributes, and you can save custom searches for use again
later.

{inbox J

PeopleAdmin
NORTH CAROLINA

AT STATE UNIVERSITY POSITION MANAGEMENT ¥

Classifications

Position Descriptions | My Profile Help

. . ¢ oot
Active user type is -

Position Descriptions / Post Doctoral .
: Supervisor.
Post Doctoral Position Descriptions
Open Saved Search v Search:| Lseaen | e sesen ooions uuuumm | Se€arches are customizable by

position attributes and can be

ve. To modify an existing position, select it from the list below by clicking on the Saved for Iater use.

List of position descriptions by
active user type.

LR [x]
@ Sav rch: "Position Descriptions” (1 liem Found)

[F1] Working Position Title

[ Post Doc Resarch Associate

Pasition Description Title

Post Doc Resarch Associale

Department

Compensation, Benefits & Posifion Management

Pasition/Classification Title [Actions)

Post Doc Research Associate Actionsv
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To initiate the request, click on the orange “Create New Position Description” button located on the top
right of the screen just below the grey bar:

Position Descriptions

Classifications | MyProfle  Help

D | PeopleAdmin

Watch List POSITION MANAGEMENT ¥

Linc Butler, you have 0 messages. |Supervisor |z| ¢ logout

Click here to initiate the request. _

| Search Hide search options

You will then click on “New Position Description” as the pending request you would like to start:

Create New

Choose the pending request you would like to start.

New Position Description

Requested data must be entered into every required field, even if you choose to
cancel an action you have started. To avoid loss of data, save each section and
tab after you complete it in case you are interrupted before completion.

Enter the data fields for the New Position Description as follows then click the orange “Start Pending
Request” button located on the top right corner of the page:

NORTH CAROLINA
A&T STATE UNIVERSITY

D | PeopleAdmin

‘Watch List POSITION MANAGEMENT ¥

Position Descriptions [EIEEET LR 1LY R B =/ SR 1 )

Linc Butler, you have 0 Supervisor :l ¢ logout

Position Descriptions / Post Doctoral / New Position Description

D New Position Description

4, Once all data fields are filled in,
click Start Pending Request.

‘ Start Pending Request

Working Position Title

Organizational Unit

Department *

Section/Unit *

Clone an existing Position Description?

<4

1. Enter the Working Title of
the position.

| -] S—

2. Select the department

| 3. Select the

drop down list.

to which the position is

Section/Unit to assigned from the drop
which the position is | | down list.
assigned from the 42




Post Doctoral Create New - Edit Pending Request Page - General Navigation

After clicking on the “Start Pending Request” button, you will then be taken into the Position Action
Justification tab, the first information tab that must be completed before the Position Description can be
sent to the next step in the approval workflow. Each information tab is listed on the Edit Pending Request
menu in the far left-hand column of the page, and the tab you are actively editing will appear in the list in
bold black letters while all other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab
in the list simultaneously by clicking the button located in both the top and bottom right corners of
the page. You can save the active tab you're working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column, however this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields. (In this example, because the position had been previously approved,
the required fields have been completed. It is important to remember to make the necessary revisions to
all key fields in a modification action because in many cases, you will not receive “prompts” to update
when a field is populated already).

Fomtion Acbion Jusl .

o () St ¥ Position Action Jestification ’
R ” Save and Next buttons. H —__

To stop and return to request later,
£ = click Start Pending Reauest.

vl pien ol Mo b

| ) Required fields
Blue Check P —— — hlghllghtEd in RED.

Circle

i bor FPA Bsbn

Lot Bppppesh oo
marmona

ORI Framce
e

Save and Next buttons. |~ —
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Post Doctoral Create New - Saving to Return to a Pending Request Later
Also on the Editing Pending Request Tab List is an important menu item which should be selected if you
need to stop a work session on the position description before submitting it to the next level for approval.
Following these steps will ensure that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner

2) Select “Pending Request Summary” from the Tab List (illustrated above)

3) Select “Keep Working on this Pending Request”

PeopleAdmin
i) NORTH CAROLINA @@ -

TS AT STATE UNIVERSITY Wwatch List 1 NS

ENCLEELALIEY  Classifications | My Profile — Help

Abolghasem Shahbazi, you have 0 messages. Supervisor + € logout (ash)

Pendwg fRequesty | . | Now Poution Descnpton ( New Position definition | Sussmary

™. New Position Description: Research Associate (Post Take Action On Pending Request v
Doctoral) Edn WORKFLOW ACTIONS
Current Statws: Orat ‘ Keep working on this Pending
Position Type: Post Doctoral Created by Linc Butier e
Section'Unit. Civil Architect and Owner Linc Buther e (T i LETeE R
Envicon Engineer [] Send to Department Head (mave to
Department Head)
Canceled (move to Canceled)
Summary History Settings \

4) Add any Comments into the window that opens (illustrated below) as notes to yourself, if desired
5) Click “Submit”

|. Take Action

Keep working on this Pending
Request

Comments (optional)

Add this pending request to your watch

list?

‘ Submit Cancel

The Pending Request on this position description numbers can be located when you log into the Position
Description module again as the same User Type you used to begin the action. Hover your cursor over
the Position Descriptions tab and click on “SHRA Pending Requests.”

You will then return to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type, from which you can select this position number as before and continue.

Pendwg fequesty | . | Now Poution Descrpton | New Pasition defnition | Susmmnery

. New Position Description: Research Associate (Post

DOdOfal) Edit -

Corrent Stetes: Ovak Click on “Edit” to continue work on a “Create New

Position Type: Post Doctoral Creat e PPT )

St At Pl A iias il o Position Description” request already started and saved.
Emvicon Engineer
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Post Doctoral Create New - Position Action Justification Tab

Prior to establishing and hiring for a Postdoctoral Associate position, Principal Investigators (Pl) should
review the Postdoctoral Scholars Policy. Approval for program participation and proposed postdoc
positions must be granted by the Vice Chancellor for the Division of Research and Economic Development
(DORED) before initiating a request in this system. If approved, DORED will assign a position number.

The proposed effective date must be a future date, subject to change based on date of hire. The requested
salary, if entered, must reflect a budgeted available amount to be identified with a funding source and is
subject to DHR and budget review and approval. Once all fields are complete, click the button to
save changes and navigate to the next tab:

Editing Pending Request Position Action Justification E Mext>>
Position Action Justif...
F—— ¥ Check spelling [»]
© Classification
Prior to i and hiring for a P te position, Principal Invesfigators (P1) should review the Postdoctoral Scholars Policy. Approval for program participation and proposed postdoc positions
Position Details must be granted by the Vice Chancellor for the Division of Research and Economic Development (DORED) before inifiating a request in this system. If approved, DORED will assign a position number.
Position Funding Infor... The proposed effective date must be a future date, subject to change based on date of hire. The requested salary, if entered, must reflect a budgeted available amount to be identified with a funding source and is
Add ADA Checklist Ferm subject fo DHR and budget review and approval
© Supplemental Documenta..
© Supervisor Position Action Justification
Pending Request Summary =
sttt o Nesd for ' Why is a new position needed?
Proposed Effctive Date [ Jths feais recure Must be a future date.
Funding to
Basis for EPA Status
support the Enter Research or - Provide the basis for EHRA status by
Instructional
request must g describing the position role as Research or
be secured DORED Posiion trrstroctiomat
PRIORTO
W eie ie ‘Rﬂquﬁmd Satary Click o this fink fo review 2n NIH reference on Fostdoctoral Salsry Guidelines: htip:iiwv.noat eduhnidocuments post-dos/asiary._ gu.es:‘ﬂeec‘::_ Link to NIH
initiation of N
the - X eston e reference on
@ request. Postdoctoral
Salary
° o °
Post Doctoral Create New - Classification Tab Guidelines.

Select Post Doctoral Research Associate or Post Doctoral Teaching Associate by click on the Radio Button
to the left of the classification title you want to select, then and click “Save” or the ton located on
both the top and bottom right-hand corners of the page.

To view a classification summary, click on the “Actions” link next to the classification title you want to view
and select View Classification. To return from the summary, use the Back button located on the top left
corner of your web browser.

Clicking on the Position/Classification Title will open the View Classification page in a new tab within your
web browser. After reviewing the classification summary information, you will need to close this tab in
order to return to the Classification tab and your request in progress. PLEASE NOTE: Clicking on the red
“X” on the top right corner of your web browser will close the web browser and log you out of the system.
You can navigate to the previous tab by clicking on the grey “<<Prev” button located between to the Save
and Next buttons on the top right-hand corner of the page:
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Position Descriptions [ 1o 1 | w{ﬁﬁ"h

Navigate to the previous tab by
clicking on the “<<Prev” button.

Pending Requests / ... /| New Position Description /| Research Associate / Edit

Editing Pending Request Classification Save | [ << Prev

Position Action Justif.. . : . L . )
Select Post Doctoral Research Associate or Post Doctoral Teaching Asscciate by clicking the selection button and then SAVE to select it. Then

Classification select Next>>
Position Details Please note that clicking on the Position/Classification title instead of the selection button will open a new tab. If you open the

. ) Classifications tab, you will need fo close it to return to the Position Descriptions tab and your request in progress
Position Funding Infor... 4 P ¥ q progi

Add ADA Checklist Form Classifications - Filter these results

& Supplemental Documenta, Post Doc Classifications (x ]

Click the radio @ Saved Search” "Post Doc Classifications” (2 ltems Found)
button next to the

Position/Classification Title Job Code EPA E-class (Actions)

Post Doc class title 5 § 21069 EN Actions v View a Post Doc
you want to select’ @ Post Doc Teaching Associale 81604 EN Aclionsvy classiﬁcation summary
H [ ”
then click “Save”and by clicking on “Actions”.

Next>>

Post Doctoral Create New — Position Details Tab

Follow the instructions at the top of the page, making sure to fill out all required fields highlighted in red,
and then click the button to save changes and navigate to the next tab:

Pending Requests / ... | New Position Description ! Research Associate /| Edit

Editing Pending Request Position Details save | [ =<Prev | D
Position Action Justif. -
¥ Check spelling [+]

& Classification
Complete each field. Required fields must be completed to continue through the process

Position Details
* Required Information

Position Funding Infor..
Contact Information

Add ADA Checklist Form Who should be contacted if there
@ Supplemental Documenta... . Contact Name [ | This fieid is required .
are questions about the request?
@ Supervisor Contact Phone Number | |Th s field is required
Pending Request Summary
Contact Email | |Th s field is required.
Prol)géiggn\_;fve | | reid s recuired WhO IS the proxy for Ieave
reporting approvals?
Proxy Phone Number | | This field i required p g pp
Proxy Email [ | This field i required

Classification Information

Position/Classification  poct poc Researcn Associate

Title
Job Code 81069
EPA E-class EN
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Position Qverview Detailed information in the Position Overview and
Position Information sections assist the DHR Class &
Comp Analyst in performing an accurate analysis of the

Primary Purpose of ags
Position ﬁ position.

+ | This field is required.

The Organizational Unit information
should include factors such as
Fgrigaﬁ:t'fﬂoﬁ.ﬁf — department size, (nhumber of
employees/students, programs,
degrees offered, and operating or
Position Information grant budgets) which are helpful to
an analyst for determining a
position’s scope.

~ | This field is requir

Working Position Title Research Associate

Building and Room No. =

[Please select [=] | Tnis field is required.

Appointment Type All Post Doctoral appointments are time limited. Departments should review the month-end payroll schedule fo ensure all approvals are completed by budget
officers and DHR no later than the established cut-off period for each month

If Time Limited, |:| This field is required.

Appointment Length o550 ingicate budget end date. If funded from more than one fund indicate earfiest end da Select the appointment period

Appointment Period [F'Iease select |Z|—| This field is required. — from the drop down menu.

Post Doctoral Create New — Position Details Tab — Primary Responsibilities

The next section of the Position Details tab is used to build current duties and responsibilities into the
position. It is the most important section of a position description request, but easily missed by first-time
users. Please read and follow all instructions in this area to ensure that your position description request is
not delayed by providing too little information about the job duties.

On a post doctoral position, at least one of the three categories of Instructional, Research, and
Administrative must be selected to describe the primary responsibilities of the job.  Entry of only one will
meet the minimum requirement for a job description.

To enter duties, click on the key button, “Primary Responsibilities and Duties Entry.” A pull-down list of
the three categories will allow you to select the primary function first. Type in duties and examples of
assigned work relevant to the primary function, and assign an approximate percentage of all work time
spent on those duties. If desired, repeat these steps to add categories in order to capture the most
important duties assigned to the position.

Please Note: Each time the “Add Entry” button is clicked; you are taken back to the top of the Position
Details Tab and will need to scroll down through the other sections again to see then location to add the
new entry.

IMPORTANT: Completion of at least one entry is required in order to move this request to the next step
in the approval workflow. The total percentage of time allocated for all categories should equal 100%:

Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties
please click the "Add Primary Responsibilities and Duties Entry” button. Repeat for each category relevant to job functions and SAVE

after each category is added. At least one entry is required to complete a

" _ o _ . Link to sample Post Doc position description.
If the position requires duties in more than a single category, you will need

and job duties. The total percentage of time allocated for all categories should equal 100%

A sample Post Doctoral Scholar position description is available for your reference at this link: hitp //www ncat edu/hr/documents/post-
doc/pd_job_description_template doc. You may copy and paste wording from this template into the “Primary Responsibilities and Duties

Entry.”
Add Primary Responsibilities and Duties Entry H Click to add the major responsibilities and duties - 1 entr¢#is required.




Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties
please click the "Add Primary Responsibilities and Duties Entry" button. Repeat for each category relevant to job functions and SAVE
after each category is added. At least one entry is required to complete a position description request.

If the position requires duties in more than a single category, you will need to scroll back down to this section to add another category
and job duties. The total percentage of time allocated for all categories should equal 100%

A sample Post Doctoral Scholar position description is available for your reference at this link: http://www ncat edu/hr/documents/post-
doc/pd_job_description_template doc. You may copy and paste wording from this template into the “Primary Responsibilities and Duties

Entry.”
Function Please select [7] ﬁ Select function from the drop down list.

Describe the specific Descrlbe.: s.p.e.aflc tasks and
tasks and ¢ responsibilities related to
responsibilities related .
to the function. the function.
Percentage of Time ﬁ Indicate percentage of time spent
£ Remove Entry? perfo.rmmg tasks and responsibilities
described.

Add Primary Responsibilities and Duties Entry

Post Doctoral Create New — Position Details — Compliance and Requirements
Completing the final position details fields identifies all required and preferred qualifications.

Athletics

Is this position
assigned to the
department of of
Athletics or involved or
associated with
athletics, including but

not limited to, . . .
responsibility for This e s requires (N | Question is required to ensure NCAA
admission, certification .
of academic standing, Comphance,
evaluation of academic
performance and
administration of
financial aid for student
athletes?

e et e Information from this section is used to populate
the job posting when it is time to recruit.

position?

Hormal Work Schedula
Froem om

Depariment Required
Skills

A conferred Ph.D. degree awarded no
more than 5 years prior to
appointment is required for post
doctoral employees.

Dete PR Canteres L 17"

P rs
Expanancs, skills,
Training, Education

Requirsd Licenss or
cortmcaticn

\alld NC Driver's e P ok b FecuIre
Ucsnasraquirady 1358 SSECIR ] Trva fe s rzqurea

Ccommercial Drvers - -
T leansa Raquirad? [[Fizsss szizct ] Tris

Physical Requirsd? Fleass sai=cifwr] | Tris &

List any othar
memcalidrug tests

savany | Complete this page by clicking |

L | on Save and -H&-M




Post Doctoral Create New - Position Funding Information Tab

In the Funding Source Details section of this tab, you will indicate the funding source(s) for this position.
Click on the Add Funding Source Details Entry button to enter budget and other required codes. Select
“Save” after each entry. PLEASE NOTE: The annual amount budgeted must equal the requested salary.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts
These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click “Next>>" to move to the next tab:

Position Descriptions [RRIEEE I e - el

Linc Butler, you have 0 messages. | Supervisor

Pending Requests [ ... | New Posifion Description /| Research Associate |/ Edit

after each funding source is entered.

Position Action Justif.. o .
Required Informat

& Classification . )
Funding Source Details

Position Details

E‘ < logout

Editing Pending Request position Funl IMPORANT NOTE: Remember to click “Save” — (5o ] [P

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes

Format: 3 digit number ## . .
— Enter date funds end (if time-

Date Funds End
' limited), annual amount, and

Annual Amount

percentage of FTE.

Percentage of FTE

| RemeneErty? Complete this page by clicking on

Position Funding Infor... Select “SAVE" after each entry. Please note that the annual amount budgeted must equal the requested salary.
Add ADA Checklist Form If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are
@ Supplemental Documenta.. entered. Each time you add an additional entry, you will need to scroll down below the last saved entry to enter a new funding
: source.
@ Supervisor i Fundng Source Dot Envy | 4@ | Click here to add a funding source. If
Pending R t Sumir oge . <<P N
ENAing Fequest summay the position has more than one funding e
source, continue to click here until all
funding sources are entered.
State Appropriated .
Funding Non-State | Presse seiect E_ Select State or Non-State from drop down list.
If non-state, select Flease select IE‘ _
source of funding: = . .
If Non-State, select funding source from drop down list.
Additional funding
source information If "Other” selected above, designate source. Provide position number if funds are being transferred from another position. Aftach Budget Revision Form az Suppit D £ if nes v fo franzfer
funds.
Is this position partially
“ARRA st i
monies?
Budget Code Please select IE‘
Fund
Format: & digif number #5558
o Coordinate with DORED on
Fomet st numear funding source information.
Account
Format: 5 digif number #5585
Program

Add Funding Source Detsils Entry
m ‘ — m

Save and
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Post Doctoral Create New - Add ADA Checklist Form Tab

The ADA checklist is used to determine the general physical requirements, physical activities, visual acuity,
and working conditions of positions in order to be compliant with the provisions of the Americans with
Disabilities Act of 1990.

Check each box that corresponds with the physical aspects of the essential functions of the position, then
click “Next>>" to move to the next tab. All 4 fields are required and include:

e The physical activity of the position (Check all that apply and at least one)

e The physical requirements of the position (Select one from the drop down list)

e The visual activity requirements including color, depth perception, and field of vision (Check all
that apply and at least one)

e The condition the worker will be subject to in the position (Check all that apply and at least one)

* Re-quired Information

The physical activity of

this position (Check all

that apply and at least
one)

The physical
requirements of this
position {Select One)

ADA Compliance Information

=} Climbing: ing or ing ladders, stairs, ramps, poles and the like, using feet and legs and/or

hands and arms. Body agility is emphasized. This factor is important if the amount and kind of climbing required exceeds that requir
=} Balancing: Maintaining body equilibrium te prevent falling when walking, standing or crouching on narrow, slippery or ematically
moving surfaces. This factor is important if the amount and kind of balancing exceeds that needed for ordinary locomotion

=} Stooping: Bending body downward and forward by bending spine at the waist. This factor is important if it occurs to a considerable
degree and requires full use of the lower extremities and back muscles.

=} Kneeling: Bending legs at knee to come to a rest on knee or knees.

=} Crouching: Bending the body downward and forward by bending leg and spine.

=} Crawling: Moving about on hands and feet.

=} Reaching: Extending hand(s) and arm(s) in any direction

=} Standing: Particularly for sustained periods of time.

=} ‘Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another

@ Pushing: Using upper extremities to press against something with steady force in order to thrust forward, downward or outward.
=} Puliing: Using upper extremities to exert force in order to draw, drag. haul or tug objects in a sustained motion

=} Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-position. This factor is
important if it occurs to a considerable degree and requires the substantial use of the upper extremities and back musc

=} Fingering: Picking, pinching, typing or otherwise working, primarily with fingers rather than with the whole hand or arm as

in handling

m Grasping: Applying pressure to an object with the fingers and palm.

=} Feeling: Perceiving attributes of objects, such as size, shape, temperature or texture by touching with skin_ parficularty

that of finger fips

m Talking: Expressing or exchanging ideas by means of the spoken word. Those activities in which they must convey

detailed or important spoken instructions to other workers accurately, loudly, or quickly.

| ] Hearing: Perceiving the nature of sounds at normal speaking levels with or without comection. Ability to receive

detailed information through oral communication, and to make fine discrimination in sound.

[} Repetitive motions: Substantial movements (meotions) of the wrists, hands, and/or fingers.

his field is required.

Check all that apply and
at least one in this
section.

Please select [ | This field is required _ Se|eCt one from the drOp down |iSt.

The visual activity
requirements including
color, depth perception,

and field of vision

(Check all that apply
and at least one)

The condition the
worker will be subject
to in this position
(Check all that apply
and at least one)

[7] The warker is required 1o have close visual acuity to psrform an activity such as: praparing and analyzing data and figures: transcribing
viewing a computer terminal; extensive reading: visual inspection involving small defects. small parts. and/or op

[Z) The worker is required fo have visual acuity fo perform an acfivity such as: operates machines such as lathes, drill presses, power
saws and mills where the seeing job is af or within arm's reach; performs mechanical or skilled frades tasks of a non-re

[7] The warker is required 1o have visual acuity o opsrate motor vehicles or heavy squipment

[T The worker is required to have visual acuity to determine the accuracy, neatness. and thoroughness of the work assigned

{i.e., custodial, food services, general labarer, etc.) or fo make general observations of facilities or structures

his field is required.

[C] The worker is subject to inside envirenmental conditions: Protection from weather conditions but not necessarily

from temperature changes.

[C] The worker is subject to outside environmental conditions: No effective protection from the weather.

[T The worker is subject fo both environmental conditions: Activifies occur inside and outside.

[T The worker is subject to extreme cold: Temperatures typically below 32 degrees for periods of more than one hour.
Consideration should be given to the effect of other environmental conditions such as wind or humidity.

[7] The worker is subject fo exireme heat: Temperatures above 100 degrees for pericds of more than one hour.
Consideration should be given to the effect of other environmental conditions such as wind and humidity.

[Z] The worker is subject to noise: There is sufficient noise lo cause the worker to shout in order to be heard above

the ambient noise level

[T The worker is subject to vibration: Exposure fo oscillating movements of the extremities or whole body.

[Z] The worker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving mechanical parts,
moving vehicles, electrical current, working on scaffolding and high places, exposure to high heat or exposure to chemicals.
[=] The worker is subject fo atmospheric condifions: One ar mare of the folloving condilions that affect the respiratory system of the
skin: Fumes, odors, dusts, mists, gases or poor venfilation

[T The worker is subject to oils: There is air and/or skin exposure fo oils and other cufting fluids.

[Z] The worker is required to wear respirator.

[C] The worker frequently is in close quarters, erawl space, shafts, man holes, small enclosed rooms, small sewage and
water line pipes, and other areas which could cause claustrophobia

[T] The waorker is required 1o function in namow aisles or passage ways.

[T] The worker is exposed o infectious diseases

[T The worker is required to function around prisoners or mental patients.

[T] Mone: The worker is not substanfially exposed to adverse environmental conditions (such as in typical office or
adminisirative work.

Tiis field is required.

Save << Prev

4—‘

Check all that apply and
at least one in this
section.

Check all that apply and
at least one in this
section.

Next=>
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Post Doctoral Create New - Supplemental Documentation Tab

The Supplemental Documentation Tab allows you to upload documents as attachments that will route
with the request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option is you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

e Add by URL (For Organizational Charts Only): Choose this option if you wish to link to a file on the
web by its URL.

The Organizational Chart is required. Position requests will be returned to the Initiator if a current
organizational chart is not attached. If a Budget Revision Form is needed to support the request, you can
download it from the Budget and Planning Web Site (http://www.ncat.edu/research/documents/dored-
documents/research-services-documents/budget-revise.xlsx), complete it, save it, and select "Upload
New" as the option under Actions. Excel and Word documents may be attached. PDF conversion must be
completed for the document to be valid when applicable:

LI GBS Classifications | My Profile

Linc Butler, you have 0 messages. | Supervisor E < logout
Pending Requests / ... / New Posifion Description / Research Associate |/ Edit
Editing Pending Request Supplemental Documentation

Position Action Justif ) .
Organizational Chart is Required. Position request will be returned to Initiator if a current org chart is not attached. If Budget Revision Form is
@ Classification needed to support action, download it from the Budget and Planning Web Site (http://www ncat edu/research/documents/dored-
Position Detail documents/research-services-documents/budget-revise.xlsx ), complete it, save it, and select "Upload New" as the option under Actions
osition Details

PDF conversion must be completed for the document to be valid when applicable
Position Funding Infor

Add ADA Checklist Form Document Type Name Status  (Actions)
BEpccs ey | foer 4 | Click “Actions”, then select Upload New
Budget Revision Form Upload New ’ ’
© Suponsor Other Document eIl Create New, Choose Existing, or Add by

Choose Existing

Add by URL URL in order to upload an attachment.

Pending Request Summary Past Doctoral Evaluation

| )

Post Doctoral Create New - Supervisor Tab

The Supervisor Tab allows you to select the position to which your new position will report. If you are not
editing from an existing position, use “Filter these results” to search all supervisors by a key word. PLEASE
NOTE: The selection list of supervisors is dependent on the POSITION TYPE (SHRA or EHRA) being created.
To select a supervisor in a different Position Type (for example EHRA supervising SHRA), click on “Filter
these results” and select the Position Type to which the supervisor of the position belongs. Then click on
“Search” to access the list of supervisors in the selected Position Type.

To view one of the position descriptions in the list, click on the “Actions” link next to the classification title
you want to view and select “View”, or click on the Working Position Title. To return from the summary,
use the Back button located on the top left corner of your web browser. To select a position description to
which your new position will report and proceed with creating the position description, click on the Radio
Button to the left of the position description you want to select, then and click on the orange “Next>>"
button located on both the top and bottom right-hand corners of the page.

REMEMBER: The positions that appear in this list are based on your active user type (Supervisor,
Department Head, Dean / Vice Chancellor):
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ns 1wy P

Classificatiol

Position Descriptions

Navigate to the previous tab by
clicking on the “<<Prev” button.

Pending Requests / ... /| New Position Description /| Research Associate | Edit
Editing Pending Request Supervisor Save | [ <= Prev
Position Action Justif Position Descriptions - Filter these results
© Classification Search all position descriptions by
clicking on “Filter these results”. ptions

Click the radio
button next to the

& Saved Search: "Position Descriptions”

position e posiion Descriion | \/jew the position descriptions {Actions)
description you ‘ Post Doc Resarch Assumate_ summary by CIiCking on ”ACtions”I HHMHS'
want to select, then “View” or by clicking on the title.

then click < Prev
“Next>>".

Post Doctoral Create New - Pending Request Summary Tab

The Pending Request Summary Tab allows you to perform a final review all of the position information
you’ve entered on the previous tabs prior to sending the request to the next step in the approval
workflow. The Blue Circle Check appears by those tabs for which all required information has been
entered:

Position Descriptions classiﬁcalions-_i__T"MrFroﬁle

Linc Butler, you have 0 messages. | Supervisor IE‘ < logout

Pending Requests / ... | New Position Description / New Position definition / Summary

= New Position Description: Research Associate (Post
Doctoral) Edit
Current Status: Draft

Position Type: Post Doctoral Created by: Linc Butler
Section/Unit: Civil Architect and Owner Linc Butler
Environ Engineer

Summary History Settings

& Position Action Justification Edit

o Click “Edit” to make edits to a tab.

Position Action Justification

d for New Test
Blue Circle Check
08/31/2013
i Date
Basis for EPA Status Test

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Pending Request
Summary Tab by clicking on the link in the left column:

Position Details Edit . . .
i Click “Edit” to make edits to a tab.

tion
Orange Circle
Exclamation Point <t Name

Contac one Number
Contact Email
Proxy (For Leave Reporting)

Proxy Phone Number 52




Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

Home Position Descriptions Classifications | My Profile Help

Linc Butler, you have D messages. | Suparvisor =] e Iogout

Pending Requests / ... | New Position Description / New Position definition / Summary

D New Position Description: Reseal

Doctoral)  Fai Click on “Take Action On Pending WoRKFLOW ACTIONS
Current Status: Draft Request"’ then Select llsend tO Eg;ﬂ;z‘)rking on this Pending
Pusilliun Ty.pe. F'c.lsl Dolftolal Created ” Ganceled (move to Canceled)
Eﬁal:;r:f‘ug:;ﬁ::fmhlteﬂ and Owmer L Department Head to move the Send to Department Head (move 1o
request to the next step in the Department Head)
Canceled (move to Canceled)
Summary History Settings approval workﬂOW.

& Position Action Justification  Edit
Position Action Justification

Justification of Need for New 125t
Position Currently: blank

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable in the History tab by any user the action is routed to, including the next level
approver. You can also select for the action to be added to your Watch List. When you’re ready to send
the action to the next level in the approval workflow, click the “Submit” button:

|. Take Action ® |

Send to Department Head (move to
Department Head)

o ol Comments are optional and can be
| mments (optional) , _' viewed by the next level approver
in the History tab.

-

Adding the action to your Watch
List allows you to easily track and
monitor the action’s progress.

Add this pending request to your watch
list?

Cancel

Submit

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation.

Watch List

Position Descriptions Classifications | MyProfile  Help
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Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Pending Request was successfully transitioned, and it was added to your watch list.

Position Descriptions JEE{EEET 1T ER W V100 | R o )

Green confirmation bar indicating the Pending
Request was successfully transitioned and

added to your Watch List.

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Modify Position Description — SHRA

IMPORTANT NOTE: If the Modify action is being used to build an existing vacant position into People
Admin 7 in order to initiate recruitment, the budgeted available amount will be confirmed in the approval
process. If the Modify action is being used to request an increase or change in funding, identify a funding
source PRIOR TO the initiation of the request. Budgeted funds are subject to review and approval.

To initiate a Modify Position Description request for an SHRA position, first switch to the
Position Management module using the drop down menu located in the top right corner of the

D | PeopleAdmin

Click on Position APPLICANT TRACKING ¥
Management. POSITION MANAGEMENT

Postings  Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor |z| & logout

Once in the Position Management module, make sure you have the necessary active user type.

Remember: only Supervisor, Department Head, and Dean/Vice Chancellor user types can initiate a Modify

Position Description request:
D | PeopleAdmin

Watch List POSITION MANAGEMENT v

Position Descripti —— — — —

First select the appropriate user L N i Bl@& oo
type: Supervisor, Department
Head, or Dean /Vice Chancellor. ||

Then click on the Refresh
ment and Position Management System button.
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Next, hover your cursor over the Position Descriptions tab and click on “SHRA”:

NORTH CAROLINA
AT STATE UNIVERSITY

[ioon)

PeopleAdmin

POSITION MANAGEMENT ¥

Welcome to your Online Recruitment and Posit

Position Descriptions
SPA

Classifications | My Profile  Help

Linc Butler, you have D messages. | Supervisor

E ¢ logout
SPA Pending Requests

EPA

EPA Pending Requests
Paost Doctoral
Post Doctoral Pending Requests

Shortcu:

You will then be taken to the Position

Descriptions view, which provides a list of all position descriptions

based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Positions that are direct reports to the Supervisor only.
Department All positions that report to the department the Department Head is assigned to.
Head/Supervisor
Dean / Vice All positions within the School, College, or Division the Dean / Vice Chancellor is
Chancellor assigned to.

In the Position Descriptions view, you
but not limited to position title, positi
Searches are fully customizable by po
later.

can search position descriptions by any number of criteria, including
on number, employee name, supervisor name, or position status.
sition attributes, and you can save custom searches for use again

Active user type is Deeetr T2 o
Postion Cwscrptom, | 34 .
Su pervisor.
SPA Position Descriptions [ Comats Worsr Paitinn Eicaasiplios |
—e w e qmmmmmn| searchesare customizable by
List of m’iﬂlt"}" descri Eti'l}ns E! b 1 ] BN St & Wim e I Dbt by DAY B4 Tog i PDSitiDn attributes and can be frve naree
active userjgg:g saved for later use.
o w eh “AN Position Descrgions™ Amons
1 4 e
a] -nqN-— - Fetibmr Mo Hegaryen Fasd Masy Eempieryee Ll Mama e s e [
e T a e Banouroin Ve Lo Bcws: = f—
0 dsmearwsa St S e} Baindy Wit i Bansamia Varager L Baas e e
— [ [ rm e e e wtvas
O e e Warage P L B Ao i
P o [r— - [ —" - e -
R oo [re=. o e B M 5 B Fe
Ao o oo et CoFoder i Bt res Speccsiar by s e

To initiate the request, select the position number you are modifying by clicking on the Working Position

Title of the position.

Position Descriptions /| SPA

SPA Position Descriptions

Create New Position Description

Open Saved Search v search:

‘ [ Search I More search options

To create a new position description, select the option above.
working title, a position number, or an employee name.

[0 modify an existing position, gelect it from the list below by clicking on the working title. To narrow your search, enter a
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Ad hoc Search All Position Descriptions [x]

& Saved Search: "All Position Descriptions” (5 [fems Found) | Actions |
F Working Position Title Position Number Employee First Name Employee Last Name Supervisor Status {Actions)
0 F i 010000 SPA User1 Human Resources Specialist (Amy Braun) Active Aclions¥
[F] Administrative Support Spec 000045 Shelby Clark-Fuller Human Resources Specialist (Amy Braun) Active Actionsv
[F] Human Resources Specialist 000046 Amy Braun Human Resources Manager (Linc Butler) Active Actionsv
O Position Management Assistant 001111 Human Resources Specialist (Amy Braun) Active Actionsv
] Compensation and Benefits Specialist 1234 Human Resources Specialist (Amy Braun) Active Actions vy

When the position description loads, click on “Modify Position Description” in the menu to the right.

pleAdmin

NORTH CAROLINA

Tl »

AT STATE UNIVERSITY (2SI | | POSITION MANAGEMENT v [

Position Descriptions [ EEE et B

Amy Braun, you have 0 messages.  Supervisor ~ & logout

Position Descriptions | SPA | Human Resources Specialist

Position Description: Human Resources Specialist

(SPA)
&= Print Preview (Empl View
Current Status: Active rint Preview (Employee View)
= view
Position Type: SPA Created by: System Account &= Print Preview
Section/Unit: Compensation, {4 View Supemisor

Benefits & Position Management S
" Modify Position Description!

Summary History

You will then be asked to confirm that you are ready to begin working on modifying this position
description. The confirmation is important because once you begin work on this position number to revise
the description, no other action can be initiated until all required fields are completed and the revised
position description is approved.

When you have good notes in Word, a document from which to copy, and/or are familiar with the current
purpose and duties of the position, click on “Start”:

Position Descriptions | SPA | Modify Position Description

Start Modify Position Description Pending Request on Human Resources Specialist?

Once it has been started, this pending request will lock the position description from other updates until the pending request has completed.

(san \-

SHRA Modify - Edit Pending Request Page - General Navigation

After clicking on the “Start” button, you will then be taken into the Position Action Justification tab, the
first information tab that must be completed before the Position Description can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Pending Request menu in the far left-
hand column of the page, and the tab you are actively editing will appear in the list in bold black letters
while all other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab
in the list simultaneously by clicking the orange “Next>>" button located in both the top and bottom right
corners of the page. You can save the active tab you’re working on and stay on the same tab by clicking
the “Save” button also located in both the top and bottom right corners of the page. You can navigate to
the other tabs by clicking on the links in the far left-hand column, however this action WILL NOT save any
changes made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled inand g4
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that



do not contain any required fields. (In this example, because the position had been previously approved,
the required fields have been completed. It is important to remember to make the necessary revisions to

all key fields in a modification action because in many cases, you will not receive “prompts” to update
when a field is populated already).

[ ear]  Classifications | My Profiie  Help
.
Tab list
Amy Braun, you have 0 messages Supervisor -~ & logo

Pending Reqguest] . | Modify Position Description | Class & Comp Specialist | Edit
Editing Pending Request Position Action Justification S N
Save and Next buttons. L5 ]
Position Action Justif...
. ¥ Check spelling [+]
@ SPA Classification
* Required Information
@ SPA Position Details
© Position Funding Infor.. Position Action Justification
@ Add ADA Checklist Form Select the requested position action. If a reclassification, level change, or salary increase is requested, explain the factors influencing the
request for review. The proposed effective date must be a future date, subject to change for payroll entry. The requested salary, if
@ Supplemental Documenta.. entered, must reflect a budgeted amount to be identified with a funding source and is subject to DHR and budget review and approval
@ Supervisor available
(V] Employee | Add Position Details for Posting
— 1d Change
Pending Request Summary hange
To stop and return to
Blue Check request later, select
“ . »” nisor or Organization)
Circle Pending Request Summary

This field is required

SHRA Modify - Saving to Return to a Pending Request Later

Also on the Editing Pending Request Tab List is an important menu item which should be selected if you
need to stop a work session on the position description before submitting it to the next level for approval.
Following this step will ensure that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner

2) Select “Pending Request Summary” from the Tab List (illustrated above)

3) Select “Keep Working on this Pending Request”

(XD | PeopleAdmin
NORTH CAROLINA -
A&T STATE UNIVERSITY Watch List POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help

Amy Braun, you have 0 messages.  Supervisor - & logout
Pending Requests | ... / Modify Position Description / Class & Comp Specialist /| Summary
Meodify Position Description: Class & Comp Take Action On Pending Request ¥
Specialist (SPA)  £dit WORKFLOW ACTIONS
Current Status: Draft Keep working on this Pending
) Reguest

Position Type: SPA Created by: Amy Braun Canceled (move to Canceled)
Section/Unit: Classification & Owner- Amy Braun Send to Department Head (move to
‘Compensation Department Head)

Canceled (move to Canceled)
Summary History Settings

4) Add any Comments into the window that opens (below) as notes, if desired

5) Click “Submit”

57



Take Action *®

Keep working on this Pending
Request

Comments (optional)

Add this pending request to your watch
list?

‘ Submit Cancel

¥y

WORKFLOW ACTIONS

Keep working on this Pending
Reguest

Canceled (move to Canceled)

Send to Department Head (move to
Department Head)

Canceled (move to Canceled)

The Pending Request on this position description numbers can be located when you log into the Position
Description module again as the same User Type you used to begin the action. Hover your cursor over
the Position Descriptions tab and click on “SHRA Pending Requests.”

You will then return to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type, from which you can select this position number as before and continue.

Modify Position Description: Class & Comp

Specialist (SPA)
Current Status: Draft

Fosition Type: SPA

Section/Unit: Classification &
Compensation

Edit

Click on “Edit” to continue work on a “Modify Position

Description” request already started and saved.

Created by: Amy Braun

Owner: Amy Braun

SHRA Modify - Position Action Justification Tab

The “Modify Position” action in PeopleAdmin 7 allows for a variety of actions to be requested and
completed. These selections differ based on the classification of the position being modified. At least one
option must be selected, but in some cases more than one option will be applicable (For example, if you
are building a position description to create a posting for recruitment but also wish to have the career

band reviewed for reclassification).

Home [LHENIIELLGUENEY  Classifications | My Profile Help
Amy Braun, you have 0 messages.  Supervisor - ¢ logol
Pending Requests | ... | Modify Position Description / Class & Comp Specialist | Edit
Editing Pending Request Position Action Justification Save
Position Action Justif... s
i Check spelling [+

© SPA Classificalion 1. Select the reason(s) for the

SPA Posilion Details * Required Information . .
& . — modification request.

. Position Action Justification
& Position Funding Infor...
@ Add ADA Checklist Form Select the requested position action. If a reclassification, level change, or salary increase is requested, explain the factors influencing the
request for review. The proposed effective date must be a future date, subject to change for payroll entry. The requested salary, if

@ Supplemental Documenta . entered, must reflect a budgeted amount to be identified with a funding source and is subject to DHR and budget review and approval
@ Supervisor available
& Employee Add Position Details for Posting

Pending Request Summary

Reason for Position
Modification

Reclassification Review for Career Band Change

[”] Pasition Competency Level Review Change

[ career Progression Increase Review

[”] FTE Change

[”J Funding Source Change

[7] Change Reporting Relationship (Supenisor or Organization)
[7] Abolish Positian

[ Other - Explanation Required

Required fields
highlighted in RED.

Adding details in the “Explanation of Required Change” field (illustrated below) will expedite your request
by helping other approvers and Human Resources reviewers understand the context for your request.
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Remember that the funding source for a budgeted change in the position salary must be identified if you



request an increase. Funding source details are entered on a later tab. As noted, any increase amount is
subject to review and approval by the Division of Human Resources.

If you are requesting a reclassification, pleas
Follow any other instructions; then click the
corners) to save changes and navigate to the next ta

current classification in the designated field.
button (located at both top and bottom right

2. Describe why you are

The duties of this position have - submitting the request.
Explanation of substantially changed as a result of
Requested Change reorganization. Preparing for

recruitment. 3. Enter Current Classification if

requesting change review

Current Career Band/ -

Classification If requesting a reclassificalion fouisules

5. Funding to proposed Efecive  (Lapzp ] 4. If requesting a budget /salary change, enter the
support any budget s s 0000 next payroll date or date funding will be available
change must be If applicable, %
increase requested
secured PRIOR TO ! “Save” and “Next>>" buttons.
o _ege . Position Request
initiation of the Number
request. ‘ —

6. If requesting a budget/salary
change, enter % of increase.

SHRA Modify - Classification Tab

If you are not requesting a different career band, click on Iocated in the orange box at the top
right-hand corner of the page.

If you are requesting a different classification (career band), scroll down below the Selected Classification
details and use “Filter these results” to search all position/classification (career band) titles by a key word.
Your Class/Comp analyst in DHR can assist you in choosing a career band with related competencies most
closely matching the revised business needs being met by the position.

Navigate to the previous tab by

H H " ”
Pending Requests | .. | Modify Position Description /| Class & Comp Specialist / Edit CIICkIng on the <<Prev bu.tton.
Editing Pending Request SPA Classification Save | [(=<Prev

& Position Action Justif.
If you are not requesting a different career band, click on Next>> in the orange box.
SPA Classification

% SPA Position Details If you are requesting a different classification (career band), seroll down below the Selected Classification Details and use “Filter these results” to
i search all position/classification (career band) titles by a key word. Your Class/Comp analyst in DHR can assist you in choosing a career band with
& Position Funding Infor... related competencies most closely matching the revised business needs being met by the position.

@ Add ADA Checklist Form To view a different classification summary, Click on the arrow by “Actions” to the right of any title and select View Classification. Return from the
© Supplemental Documenta.. summary using the Back arrow at top left. To select a different proposed classification and proceed with modifying the position, click on the button to
the left of the title and select Next>> in the orange box at top or bottom of screen.
& Supervisor
If in the process of viewing or changing a job/classification title you open the Classifications tab, you have opened a new window within the system
@ Employee and need to close the Classifications tab - - - . S —— ——— o —
Pending Request Summary request in progress. . . . ope ey
i This section summarizes the current classification’s
Selected Classification
Description of Work, Competencies, Salary reference

Scroll Down below SPA Classification Details | - pojnts for each level, and Minimum Requirements.

the SeIeCted SH RA SPA Classification Information

Classification Details
to view or select
other career band
summaries.

Position/Classification Title Human Resources Specialist
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To view a different classification summary, Click on the arrow by “Actions” to the right of any title and

select View Classification. To return from the summary, use the Back button located on the top left corner
of your web browser. To select a different proposed classification and proceed with modifying the

position, click on the Radio Button to the left of the title you want to select, and then click on the
button located on both the top and bottom right-hand corners of the page.

Clicking on the “Position/Classification Title” will open the “View Classification” page in a new tab within
our web browser. After reviewing the classification summary information, you will need to close this tab
in order to return to the SHRA Classification tab and your request in progress. PLEASE NOTE: Clicking on
the red “X” on the top right corner of your web browser will close the web browser and log you out of the
system.

You can navigate to the previous tab by clicking on the grey <<Prev” button located between to the Save
and Next buttons on the top right-hand corner of the page:

Each Classification summary

Competency Profile [link to http:/fwaw.osp.state.nc.us/Guide/CompWebSite/Profiles lncludes a Ilnk to the entire
0sP] /HR%20Specialist%20Profile_pdf _ COmpetency Prof“e

Classifications - Filter these results Search all SHRA class titles by

clicking on “Filter these results”
Classifications

& Saved Search: "Classifications" View an SHRA

classification summary by
Click the radio button next to the SHRA class titleyou |> ° ¢ Net— clicking on “Actions”.

H " »n
want to select, then click “Save” and m_ FS—— —
) ACCjEntant Approved Actic

Accjnting Manager 10752 Approved
) AD ting Technician 10750 Approved
@ Administrative Support Assoc 10421 Approved

hArninictrative Cunnart Soae 4N407 Arnroand

SHRA Modify - Position Details Tab

Follow the instructions at the top of the page, making sure to fill out all required fields highlighted in RED,
and then click the orange “Next>>" button to save changes and navigate to the next tab.

Please note that the first time a position is modified in the system, there will be many required fields, but
after a position has been approved, only the fields that need to be revised will have to be identified for

editing.
Pending Requests / .. /| Modify Position Description /| Administrative Support Spec / Edit
Editing Pending Request SPA Position Details Save | | <<Prev

@ Position Action Justif

¥ Check spelling [
© SPA Classification

e . Enter new data only into those fields which you are requesting to change by submitting this action
SPA Position Details ! y a 9 g€ by g

- - * Required Information
Position Funding Infor juired nformator

Add ADA Checklist Form Caiize, TEE

Who should be contacted if there

© Supplemental Documenta. Contact Name I | This field is required

© Supervisor are questions about the request?
Contact Phone Number | |Thia field is required
© Employee
Pending Request Summary Contact Email [ ] This field is required
Py fror Leave [ T s eld is “ Who is the proxy for leave
i ?
Proxy Phone Number | |Th|5 field is required. reportl ng approvals *
Proxy Email | |Th|s field is required

Employee Information 60



Employee First Name

Employee LastName  |[ncumbent Last Name
Banner ID 950000000

Incumbent First Name _ show “Vacant.”

Current Employee’s Information
will be loaded here, or position will

SPA Classification Information

Position/Classification

Title Administrative Support Assoc

Current Classification Title or Classification
Title just selected for modification review
will show here.

Job Code 10421

Please select
Contributing
Journey
Advanced

Requested Competency
Level

Positon 0] The competency profile linked to this page will provide assist
appropriate to the position. Requested Classification and Co
prior to approval by DHR.

Primary Purpose of
Position

Enter current competency level, or requested level if a
change is being requested.

Detailed information in the
Position Overview and Position
Information sections assist the
DHR Class & Comp Analyst in
performing an accurate analysis of
the position.

This field is required.

-

Primary Function of

The Primary Purpose provides a
basis for the recruitment posting.

Organizational Unit

|This field i

Position Information

Working Position Title Administrative Support Spec

Building and Room No.

Work Hours: From

The Organizational Unit information
should include factors such as
department size, (number of
employees/students, programs,
degrees offered, and operating or
grant budgets) which are helpful to
an analyst for determining a
position’s scope.

[time] to [time] on [days I This field is required.
of week]

Hours per Week (##) I:I This field is required.

Appointment Type [ Please select - :l This field is required.

If Time Limited,

If Time-Limited Full Time or Part Time is selected
as Appointment Type, the budget end date for
the earliest fund to end must be entered.

tharn one fund,

Appointment Length

ndicate earnle

end dalte. [11s field cannot oe

@

C t Budgeted . . .
Salary  C 540.000 ﬁ Indicates current budgeted salary in position

SHRA Modify — Position Details Tab — Competencies and Related Job

Duties The next section of the Position Details tab is used to build current duties and responsibilities into

the position. It is the most important section of a position description request, but easily missed by first-time
users. Please read and follow all instructions in this area to ensure that your position description request is

not delayed by providing too little information about the job duties.

On an SHRA position at least three of the competencies required by the career band profile must be used
to structure the position description and link the duties being performed to the classification/career
band’s functional competency areas. If desired and relevant, all of the listed competencies may be used.

After identifying the first competency area from the “Competencies” list relevant to the job, click on the
key button, “Add Competencies and Related Job Duties Entry.” A pull-down list of all SHRA
competencies will allow you to select one from the list related to this career band. Type in duties and

examples of assigned work relevant to that competency, and assign an approximate percentage of all

work time spent
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on those duties. Repeat these steps at least three times to capture the most important duties assigned to
the position, those on which the employee will be evaluated.

Competences from Classification

position to meet business needs. A specific group of
e demonstrated on the job and are utilized in the development

Use only the competencies listed here.

se competencies listed beflwv, describe the major job duties of the position related to at least three of the
required in the selected caredlband.

Using only
competenci

Verbal Communication, Written Communication, Office Technology, Work Coordination, Problem Solving, Program Knowledge

Competencies Information/Records Administration, Budgeting

Competency Profile

. http:/fwww.osp.state.nc.us/Guide/CompWebSite/Profiles/Admin%20Support%20As sociate % 20profile. pdf
[link to OSP]

Competencies and Related Job Duties

To enter the job duties, please click the “Add Competencies and Related Job Duties Entry” button. Repe] Click here to add
to job functions. You will need to scroll back down to this section with each addition to enter a compe .
total percentage of time allocated for all the tasks and responsibilities must equal 100%. . competencies and

related job duties -3

Unless job duties are described in three competency areas, the system will prevent submission . .
entries are required.

Add Competencies and Related Job Duties Entry

Limlar B el Gt 0 o b in rew o IR, o FyE vl g g |

DR Select competency from the drop down list.

ok i i
sk i rededed o
s

Describe specific job duties related to competency.

: Indicate percentage of time spent performing duties described.

Rrrova Erdrp

ey
_ ]

SHRA Modify — Position Details — Compliance and Requirements

Completing the final position details fields identifies all required and preferred qualifications.

ST

Select Yes or No from drop down list.

Fonsse soinc (]| T o o rosene. Y

Dve-s thrd pooed its2
wupsrving T

If Yes, then complete these fields.

Ermgliryees Thi
Poithen Sapatrvine

Rumber of Permaren!

Adhdatis

b thik ailasn
aungned 10 T
degarmant of o
AmIeted oF iffvadvied of
avensiaded weif
athlgtce, incheding But

responsminy for s see ]| s e 0 recee 4 | Queestion is required to ensure NCAA

of scademic ssanding, .
o academic sandeg. compliance
pedlmante and
adminisraben of
Bnaenecial aid Bor whudeng
aThiies T
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Requirements and Preferences — . . P
. Information from this section is used to
considured n eisential | Prasta s Ty | T S recue populate the job postingwhen it is time to
recruit.
Miararvs am Bachaio s Sigrn o 3% a5 daat LS of Tramng and Epereece
Expeciencaamcution Al egers raom ba resed b KoY S o
Praferred Foars

Expariancs, Suils,
Traning, Educason

Bagquiced Licenss or
Cormficatan

Wallid NC D™ [ p—
ey [Fansa st T | e it s rcrres

Licasnns requersd ™
Commueeisl Octeods  [Tmr s o | Tt recirns
Prersicat Fesuiret? [ Fnnta soinci T3] | e  reciorns Complete this page by clicking
List any oo on Save and
mechoal'dinag tevh
regquined

SHRA Modify - Position Funding Information Tab

In the Funding Source Details section of this tab, you will confirm existing or enter new fund sources to
support the request. If you are modifying a position to change the funding source, you will need to type
over any existing fund, account, program and org codes to replace the numbers with new codes. Click on
the Add Funding Source Details Entry button to enter budget and other required codes. Select “Save”
after each entry. PLEASE NOTE: The annual amount budgeted must equal the requested salary.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

This section functions like the “Competencies and Related Job Duties” section in that each time you click to
add another entry, you are taken up to the top of the funding information page. If you are revising or
adding more than one funding source, you will need to scroll down below the first entry to revise or enter
the second. If the position has more than one funding source, click on the Add Funding Source Details
Entry button and “Save” until all sources have been entered. Once all funding sources have been added,
click “Next>>" to move to the next tab:

wome [STSLRVIELURNTY  ciassmcations | My Promee
Linc Bumer, you hove O messages. | Supardscr |=|C  epon

Pending Reguests | .. | Modify Position Description ! Administrative Support Assoc

IMPORTANT NOTE: Rememberto click
“Save” after each fundingsource is entered. |mm—) “ oo BEES

Editing Pending Request Position Fundi

Funding Source Details
PA Position Details

Indicabe the Tundng Source(s) for this posa @ Fequined codes
Positien Funding Infor... Select "SAVE" after each entry. Plaasa not . .
N " Click here to add a funding source. If
the position has more than one funding |, 705 0"
saurce. Cick on Add Funding Source Detal - source, continue to click here until all for adding multiple
Tunding Sowoes

— _ funding sources are entered.

If the position has more than one funding s)
enfered. Each time you add an additional &
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State App e — H
rwm.% Fiease seiect = _ Select State or Non-State from drop down list,

If ro-silmte, Sabect
et o iy

]
i i SRR

eyt on | T
it B Enter or Revise funding source information. If you are
Buciget Codde Fasse swincs  [¥) not sure about fund/account/org numbers assigned to
fund your department or the amount/type of funding
available, referto the Chart of Accounts or contact
o Budget and Planning. Submissions with incorrect
. information here will be returned to you and cause
- delays in reviewing and approving your request.
Pregram - P p—
patn Fundsfnd — ter date funds end (if time-
Arersal At — limited), annual amount, and
Feruentage of FTE _ percentage of FTE.
Fupercvs Byt
Complete this page by clicking on ey e |
Save and

Pramsa swiect ) —

If Mon-5State, select funding source from drop down list.

o rpedipenns fieen et pewiiiers. Aliach Sicid J

SHRA Modify - Add ADA Checklist Form Tab

The ADA checklist is used to determine the general physical requirements, physical activities, visual acuity, and
working conditions of positions in order to be compliant with the provisions of the Americans with Disabilities

Act of 1990.

When modifying a position in the system the first time, all required sections must be completed. Subsequent

modifications to the position may or may not require revision of the ADA requirements.

Check each box that corresponds with the physical aspects of the essential functions of the position, then click

“Next>>" to move to the next tab. All 4 fields are required and include:

The physical activity of the position (Check all that apply and at least one)
The physical requirements of the position (Select one from the drop down list)

The visual activity requirements including color, depth perception, and field of vision (Check all that apply

and at least one)
The condition the worker will be subject to in the position (Check all that apply and at least one)

ADA Compliance Information

The physical acovity of

T pOsition (Check al

that spply and st least
one)

The phywical
requirements of this
posmon (Sebect One)

Clmting Ascending O Sescending ladders. stars, SCalciing, Famps, polles and the ik, Usin) foet and legs andior
Bands and arms. Body aghty 15 emphasized. Th factor is important f the amount and Kind of clmbing requined exceeds that requr
Balancing Maistainng 2ody equiltrum 10 pravent aling when waling SLAASOG Of Crouching o hamow, Sigpery Of e aticaly
movng surtaces Thes fachor s engortant if the amount and ind of DAANCRY exleads TN NOeced for Lranary DCOmMOBon
Stooping. Bendng body Gowmwans and fonward by bending spine 3 e waist T facior i Impartant If £ 000urs 10 2 considerable
degree and recures Rl cae of B lower extremities 850 back muscies
Kneelng Bending 105 # knoe 13 come 10 3 1081 06 knee o krees
Crouchng Bending Be Dody OCownwiand and farward by bendnyg g and some
Crmieng: Maving aboul on hasds aad feet
Reaching Cxdendng Bandis) and amxs) in any drecton
Standeg Paiostarty 1or sustained pariods of Sme
Walking Moving about on 150t 59 accompieh Lasks, particlady for Kng atances or movieg om one weck 30 19 J0cther
Pushiog Usieg upper extiemiSies 10 5rass 29ainst somehing with sieady 00 1 0o 10 Brust forwand, dowmwand o¢ outwand
Puling Usng wpper extramibes 10 axed Sorce in order 10 Grawe. Crag. Bt or fug ORjects I 3 Sustaned molion
Ufing: Raning objects Som 2 iower 12 3 highar SoMBON Of mowing objects hortoonkally Soem postionto.posticn. Thas factce it
mpartant £ 4 0CCus 10 3 Consateratie Gegrea and recures the SSDILIAX $3e Of e UPDEr xiremvies 300 Dack FNAC
Fingeang Picking. prching. Hping o cihersise working. prmarky with fingers rather S wih the whole hand or rm as
n hanaing
CasOng ADphyng pressure 10 a0 opect wilh !he Trgern and pam
Feelng Percetving arbutes of cDyecis. Such 29 500 Shape lemperature or leudure Dy 10uChing wilh sion. parSioulany
Mt of fager tos
Tating Egressng o exthangng dess by means of Ihe s0oken wird Those achviles i which ey rust Convey
Getated or Emportant spcken NMEUCScns 3 oiher wodkers Sccurately, udly, o Gukkly

Heatng Postoning e aature of sounds 3 noemal 100aking lovels nith or wilhoul comecton ADaty 1 recene
detafied idoemation INCugh oral Communication. and 10 make fe decrmnaton i sound

Repettive motcns Sustantal movements (motions) of De wmsts. haods anaix fngen

Check all that apply and
_ at leastone inthis
section.

Pesse st vl e e | Selectone from the drop down list.
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| Conudeation should be gvan 1o Bhe efiact of diher aeve

| stewran stve wot

The worken 15 anauend 16 Mave st viiwdl 0wy ) Sarkinms an BCWly Sk 25 SPmaawg Md AAMYIIY Sath M SOues. B anedrimeg
VOWEG 3 COmpUEr TRl IOV 1ISNG VINGH IMpecton IohIng Bmall defects Smal Gat AN 0p
The worke i sequiend 4 Rave viseal 3cully 55 Dackeam 2 ctivily Such S5 OpATIles Machines Boch 3% athes. G prentes. Power
St 2 I WherE The S 1O 15 B 6 WV B0 Rt Cavionm SvchanHl Of hied Iades Lasks of & Ron-te
The worker 1 coguend 10 Rive voosl stuly 15 spedsie Mol vehucies o Mesvy egupmment
The worken i oocund I Rave visosl Scully 1 delermne T accuracy, festoess snd Iarsughoest of Be work aagred
e

| 00 costosat 1000 sevices, genecal taboner, o5 ) o 10 ke Garacal SOAMASONS of LA o

TR wirbed 4 IGpT ) S S8 LY CNBrs FYOARTON VOrm wh ST er CONDBNS ol Al redess
B LR R

T wirbor 3 SBpeCE ) SuANade Bt Al (GrDBns NG fnBee Critechin Bum T e sther

The workar 5 syect 1 Sl srvironmectsl condiionn: AcBVBes CCou e and outude

The worker 1 stiect %0 extreme cokd Tamperatures iypicaly below 32 degrees o porods of mons hian ooe hour
IO CONSBONS Bl AT WS OF Sty

The worker 15 Mutyect o axiiere hoat Terpershues sbove 100 Sogrees for pavods of mone Ian one hou
Conder mion shonid be grvam 15 The efoct of et oavietrmtvial CONSBONS Such I wind ad Purmdty

The wockar 1 Sulpect 10 aone There & Suffinnt aome 1o Caute The worler 43 Shout In Seder o e heand sbeve
Tt arCaad rOne oW

TR o @ WS 30 vBrIB0N [ POnr® ) SACAINNG ORIt Of D ¢ DINEY o whole 3Dy

T werbad i WpeCE 0 DT MA08 INCRaTes & arely B PAYSCH CONGIGNT JSCh B4 QOB 1) Mg Machanc sl fans.

| mOWg vehciey eRchca Sumert wonting Of 3ROSR and hoh Hacer epcmae 12 hoh heat or epowae 1 Cherscalt

The worker it subiect 5 stmoaghent condions Ome of mare of S Solowing condiions It aflect Ihe eapesikory Syvier of e
SO Fames 0008, OVIte INSIE. GRIed OF DOOF vertatn

T b 16 SuRpedt 50 080 Thave 1 A0 M0/ S £300sure 10 008 #0d 0er Cumng Bty

T wirbd 1§ AOQUred 16 v resowais

The winter boguenty 5 » Cide Quatery U awl 3pace Aoty wum holey smal enciosed 100t 4eal bewage vl
water Srw PEEN. 308 Shar 0838 WhICH Could Caune Clautiphobia

Tha wocken i oagund 15 Ancion In RaTw SN OF QENAGE WaYR

The worker s @xposad 13 ndectious Sneanes

The worker

Nore The worker s

Complete this page by clicking on

Save and

SHRA Modify - Supplemental Documents Tab

_ Check all that apply and

at leastone in this
section.

Check all that apply and
at leastone inthis
section.

The Supplemental Documents Tab allows you to upload documents as attachments that will route with
the request through the approval workflow. Attachments can be uploaded as follows:

¢ Upload New: Choose this option if you want to upload a file from your computer.
e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin

editor.

¢ Choose Existing: Choose this option is you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.
¢ Add by URL (For Organizational Charts Only): Choose this option if you wish to link to a file on the
web by its URL.

The Organizational Chart is required. Position requests will be returned to the Initiator if a current
organizational chart is not attached. If a Budget Revision Form is needed to support the request, you can
download it from the Budget Revision Form is needed to support the request, you can download it from
the Budget and Planning Web Site (http://www.ncat.edu/research/documents/dored-

documents/research-services-documents/budget-revise.xlsx) complete it, save it, and select "Upload New

as the option under Actions.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

Frwesy bverts

-

O SPA

Edting Pending Request

Moy (rmem (oo g | A e laggeo” Loaw

Supplemental Documents

rart n.’l-
on Sownio ,*l‘r Pe Budget and Plarrwg Wed Sae

Cegana atonad
needed 10 Sppont
Excel and Weord documents may De atached

POF converson munt be completed 1or the Socument 10 e vl when apphcatibe

203 POsBon teguest wil be fetumed 10 Sntator £ & Current ¢

AN ) Compinte £ 3ave & and sedect "Upioad New™ 2% Bw ooton under Actors

0rg Chart 1 ot attached If Bdoet Ry o

i Doc O Ty

Name Sttes  (Actions)
O gorcs stonal Chart S —
Budget Reveson f orm
P Docurment

Post Doctaral € vabuation

Click “Actions”, then select Upload New,
Create New, Choose Existing, or Add by
URL in order to upload an attachment.

e ey
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SHRA Modify - Supervisor Tab

The Supervisor Tab allows you to select the position to which your new position will report. If you are not
editing from an existing position, use “Filter these results” to search all supervisors by a key word.
PLEASE NOTE: The selection list of supervisors is dependent on the POSITION TYPE (SHRA or EHRA) being
created. To select a supervisor in a different Position Type (for example EHRA supervising SHRA), click on
“Filter these results” and select the Position Type to which the supervisor of the position belongs. Then
click on

“Search” to access the list of supervisors in the selected Position Type.

To view one of the position descriptions in the list, click on the “Actions” link next to the classification title
you want to view and select “View”, or click on the Working Position Title. To return from the summary,
use the Back button located on the top left corner of your web browser. To select a position description to
which your new position will report and proceed with creating the position description, click on the Radio
Button to the left of the position description you want to select, then and click on the orange Next>>
button located on both the top and bottom right-hand corners of the page.

REMEMBER: The positions that appear in this list are based on your active user type (Supervisor,
Department Head, Dean / Vice Chancellor):

Position Descripticns

Navigate to the previoustab by
clicking on the “<<Prev" button.

T

Pending Hegeests | Pending Requests | ... | Modify Position Description ! Administrative Support Assoc

Editing Pending Request Supervisor Say e | R
Posiion Acbion Jusil Paiil it - Filtar 1t PTTIL . -
B Cazsiicatior ouen Descriptions - il thase v Search all position descriptions by
Pasit tails clicking on “Filterthese results". ftions 0
@ Saved Search "Position Deaer‘ipum"
Clickthe radio
Porsition Possson Classdsaton [AcEsnR]
button nextto the e Hurmar e Tra -
g TETET
position

PA. Periitash Tl 1 12345

Viewthe position descriptions
summary by clicking on “Actions”, )
then “Vview" or by clicking on the title.

description you )
want to select,
then click

"NEJd::'?". o Compeniaton. Benefly § Fosfon
LAz

A3t Wl Chainc T D

SHRA Modify - Pending Request Summary Tab

The Pending Request Summary Tab allows you to perform a final review all of the position information
you’ve entered on the previous tabs prior to sending the request to the next step in the approval
workflow.

Please review the details of the position summary carefully before continuing.
The Blue Circle Check appears by those tabs for which all required information has been entered:

LU Position Descriptions classmemion?‘i‘wpmﬁle .

Linc Butler, you have 0 messages. | Supervisor [*] e 1ogout

mling faquiscs Mosify Position Descripion | Adminisirative Supgor Assec | Summarny

Modify Position Description: Administrative Support

Assoc (SPA)  Edit
Curent Seatis: Dial
Posilion Type. P& Created by Amy Braun
Sectignlnl Classilicatian & Chwai fumy Braim
Compensation
Summary History Settings
@ Position Action Justification @
H " H H
Click “Edit” to make edits to a tab.
Pasition Action Justification
Additional workload in the area of classification and compesnation has
forNew  necessitated the creation of an additional position.
Blue Circle Check
08/01/2013
e Date

. $55,000

Salary
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An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Pending Request
Summary Tab by clicking on the link in the left column:

© SPA Position Details m_

| Contact Information

ame

Click “Edit” to make edits to a tab.

Orange Circle

Exclamation Point [ "™

mail

Proxy (For Leave Reporting)
Proxy Phone Number

Proxy Email

SPA Classification Information

Position/Classification Title Admin Support Associate
Job Code 10421

Requested Competency Level

Dociting O

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

leAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY ‘Watch List POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help
Linc Butler, you have 0 messages. | Supervisor [*] ¢ 1ogout
Prading faquests (. Moy Poaition Descripion | Adminisiratv Supeon Assec | Summary
1 Modify Position Description: Administrati . . .

Assoc (SPA) Edi Click on “Take Action On Pending aideiuiiili
Cutrent Stats: Dist Request”, then select “Send to e e R
Position Type: 5P Created by. &y Braun ” Request
Eﬂlmll"l.lﬂllm::lawﬁ'lwﬁull L3 Ot my Braum Department Head to move the Canceled (move to Canceled)

HmpeRsaton

Benefits & Position Management request to the next Step in the gz;:;z]gs{’ﬁg';"{;ﬂt Head (move fo

Canceled (move to Canceled)
Summary History Setlings approval workﬂow'
& Position Action Justification Edit
Position Action Justification

67



You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional)
| i _ Comments are optional and can be
viewed by the next level approver
in the History tab.

o

I'?Add this pending reguest to your watch Adding the action to your Watch
' List allows you to easily track and
monitor the action’s progress.

Submit Cancel

VA

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation.

@ e physical activity of this position (Check all that apply and at least one)" is required and All required fields must be set before transitioning.

_l!_{ls';u ,M-(k?l.isf\
TATE UNIVERSITY
Watch List

Position Descriptions Classifications | My Profile Help

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

E’ Pending Request was successfully transitioned, and it was added to your watch list.

A" "HCAROLINA
A&T STATE UNIVERSITY

Position Descriptions JEELT LRV ER I VI /) 1N AT o)

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).
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Modify Position Description — EHRA

IMPORTANT NOTE: If the Modify action is being used to build an existing vacant position into People
Admin 7 in order to initiate recruitment, the budgeted available amount will be confirmed in the approval
process. If the Modify action is being used to request an increase or change in funding, identify a funding
source PRIOR TO the initiation of the request. Budgeted funds are subject to review and approval.

To initiate a Modify Position Description request for an EHRA position, first switch to the
Position Management module using the drop down menu located in the top right corner of the

D | PeopleAdmin

Click on Position APPLICANT TRACKING ¥

Management. POSITION MANAGEMENT

Postings  Hiring Proposals | My Profle  Help

Linc Butler, you have 0 |Supervisor E' & logout

Once in the Position Management module, make sure you have the necessary active user type.
Remember: only Supervisor, Department Head, and Dean/Vice Chancellor user types can initiate a Modify
Position Description request:

D | PeopleAdmin

Watch List POSITION MANAGEMENT ¥

Position Descript/

First select the appropriate user | O (Sopervicor Bl ogon
type: Supervisor, Department

Head, or Dean /Vice Chancellor. |

Then click on the Refresh
ment and Position Management System button.

Next, hover your cursor over the Position Descriptions tab and click on “EHRA”:

D | PeopleAdmin

INORTH CAROLINA

A&T STATE UNIVERSITY Watch List POSITION MANAGEMENT ¥

Position Descriptions ~ Classifications | My Profle — Help

SPA N : "
P Lo o i C  logout
SPA Pending Requests oae
o Hover cursor over Position
EPA Pending Requesls Descriptions tab and click
Welcome to your Online Recruitment and Posif Post Doctoral on EHRA.
Post Doctoral Pending Requests
Shorteifs

You will then be taken to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Positions that are direct reports to the Supervisor only.
Department Head All positions that report to the department the Department Head is assigned to.
Dean / Vice All positions within the School, College, or Division the Dean / Vice Chancellor is
Chancellor assigned to.
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In the Position Descriptions view, you can search position descriptions by any number of criteria, including
but not limited to position title, position number, employee name, supervisor name, or position status.
Searches are fully customizable by position attributes, and you can save custom searches for use again
later.

voms  EATETCIRETESY  Cussfications | My Prolla  Hal

Pauiton Dercrgpismn | DFA MIUE user t‘pr‘ 15
Supervisor.
EPA Position Descriptions | €reme sew Poaition Descripsion |
o - =y [ — Searches are customizable by
position attributes and can be
List of ition descriptions T iy an sxfslieg paalien, sebect & om the st below by chiing et o] o fr [ater USE. i

active user type.

 hod o
w Smt:h “Position Descriptions™ ]
Wirking Tia P Murmbar [ ] e Azt

[ — gy e B A Do of Amisney

4% R4 Paian Tt 1 23y Sdmn dma. Aeasaes Dol atorar
Cimjaantict Raswtin L Pl Untameas] Cormam

e e B, At b Rt Actorar

To initiate the request, select the position number you are modifying by clicking on the Working Position
Title of the position.

Position Descriptions | EPA

EPA Position Descriptions

Open Saved Search v Sea“:":‘ | l Search 1 More search options

To create a new position description, select the option aboye® To modify an existing pos , select it from the list below by clicking on the working title. To narrow your search, enter a
working title, a position number, or an employee name.

Ad hoc Search Ad hoc Search o
& Saved Search: "Ad hoc Search" (568 ltems Found) @ Actions
2 3 4 6 6 7 8 9 ... 28 29 Next —
al ‘Working Position Title Position Number Employee’s Name Supervisor Status Last Updated (Actions)
[ chancellorProfessor 000002 Active Actionsv
[ Assistant To Chancellor 000003 Active Actionsv
[0 vC Dev. and Univ Relation 000005 Active Actionsy
[0 vice Chancellor Bus and Finance 000006 Active Actionsy
[ General Counsel 000010 Active Actionsv
] Director Of Purchasing 000011 Active Actionsv

When the position description loads, click on “Modify Position Description” in the menu to the right.

Position Descriptions | EPA | Assistant Director

B Position Description: Assistant Director (EPA)  Edit Take Action On Position Description v

Current Status: Active

&= Print Preview (Employee View)
Position Type: EPA Created by: System Account

=

Section/Unit- Director Athletics Print Preview

& View Supenisor

‘ & Modify Position Description
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If you have good notes in Word, a document from which to copy, and/or are familiar with the current
purpose and duties of the position, click on “Start”:

Position Descriptions / SPA / Modify Position Description

Start Modify Position Description Pending Request on Human Resources Specialist?

Once it has been started, this pending request will lock the position description from other updates until the pending request has completed

Start

EHRA Modify - Edit Pending Request Page - General Navigation

After clicking on the “Start” button, you will then be taken into the Position Action Justification tab, the
first information tab that must be completed before the Position Description can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Pending Request menu in the far left-
hand column of the page, and the tab you are actively editing will appear in the list in bold black letters
while all other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab
in the list simultaneously by clicking the orange “Next>>" button located in both the top and bottom right
corners of the page. You can save the active tab you’re working on and stay on the same tab by clicking
the “Save” button also located in both the top and bottom right corners of the page. You can navigate to
the other tabs by clicking on the links in the far left-hand column, however this action WILL NOT save any
changes made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields. (In this example, because the position had been previously approved,
the required fields have been completed. It is important to remember to make the necessary revisions to
all key fields in a modification action because in many cases, you will not receive “prompts” to update

when a field is populated already).
Fositen Gescrtions I L

Tab Ii5t Ay Dewd, pou Bave O Maddeged.  Hunes Resoween « & oo

Editing Pending Request Position Action Justification Save and Next buttons. H =3

Peasition Acticn Justil,,

¥ Chack speling

‘f;;:; Indicates_missing information needed to complete position description
@ EPA il =l Positson Acton Justific ation

Acidl Pasiton Detasts kot Pratsrg
ERA Tie Change with hew Job Duties
e el

To stop and return to

' ) request later, select

Blue Check “Pending Request Summary”
Circle
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EHRA Modify - Saving to Return to a Pending Request Later

Also on the Editing Pending Request Tab List is an important menu item which should be selected if you
need to stop a work session on the position description before submitting it to the next level for approval.
Following these steps will ensure that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner

2) Select “Pending Request Summary” from the Tab List (illustrated above)

3) Select “Keep Working on this Pending Request”

4) Add any Comments into the window that opens (illustrated below) as notes to yourself, if desired

5) Click “Submit”

Home Position Descriptions Classifications | My Profile Help
Amy Braun, you have 0 messages. Supervisor ~ ¢ logout
Pending Requests / .. | Modify Position Description / Assistant Director /| Summary
Modify Position Description: Assistant Director Take Action On Pending Request v [l
(EPA) Edit WORKFLOW ACTIONS
Current Status: Draft ‘ Keep working on this Pending
) Request
Position Type: EPA Created by: Amy Braun Canceled (move ta Canceled)
Section/Unit: Director Athletics Owner: Amy Braun

Take Action

Keep working on this Pendin
Request

Comments (optional)

Add this pending request to your watch

list?

‘ Submit Cancel

The Pending Request on this position description numbers can be located when you log into the Position
Description module again as the same User Type you used to begin the action. Hover your cursor over
the Position Descriptions tab and click on “SHRA Pending Requests.”

You will then return to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type, from which you can select this position number as before and continue.

Modify Position Description: Assistant Director
(E PA) Edit (| Click on “Edit” to continue work on a “Modify Position

Current Status: Draft Description” request already started and saved.
Fosition Type: EPA Created by: Amy Braun
Section/Unit: Director Athletics Owner: Amy Braun
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EHRA Modify - Position Action Justification Tab

The “Modify Position” action in PeopleAdmin 7 allows for a variety of actions to be requested and
completed. These selections differ based on the classification of the position being modified. At least one
option must be selected, but in some cases more than one option will be applicable (For example, if you
are building a position description to create a posting for recruitment but also wish to change the EHRA
Title or Rank).

Amy Braun, you have 0 messages. Supervisor * & ot
Pending Requests /| I Modify Position Description / Assistant Director / Edit
Editing Pending Request Position Action Justification Save

Position Action Justif...

¥ Check spelling [+]
@ Classification

Select the requested position action. If a Title Change and/ or salary increase is requested, explain the factors influencing the request for review. The
proposed effective date must be a future date, subject to change for payroll entry. The requested salary, if entered, must reflect a budgeted amount to
be identified with a funding source and is subject to DHR and budget review and approval available.

Position Details
Position Funding Infor..
Add ADA Checklist Form

* Required Information

& EPA Designation Reques.. Position Action Justification

Required fields
highlighted in RED.

& Supplemental Documenta

V| Add Position Details for Posting

Supervisor
e P EPA Title Change with New Job Duties

& Employee EPA Title Change - Other

Funding Source Change

Pending Request Summary FTE Change

Position Conversion - 9 to 12 months

Position Conversion - 12 to 9 months

Change Reporting Relationship (Supenvisor or Organization)
Abaolish Position

Reason for Position
Medification

1. Select the reason(s) for the
modification request.

Other - Explanation Required |

This field is required

Adding details in the “Explanation of Required Change” field (illustrated below) will expedite your request
by helping other approvers and Human Resources reviewers understand the context for your request.

Remember that the funding source for a budgeted change in the position salary must be identified if you
request an increase. Funding source details are entered on a later tab. As noted, any increase amount is
subject to review and approval by the Division of Human Resources.

If you are requesting an EHRA Title Change, please note the current title in the designated field. Follow
any other instructions; then click the orange “Next>>" button (located at both top and bottom right
corners) to save changes and navigate to the next tab:

2. Describe why you are
H submitting the request.

Explanation of
Requested Change

3. Note Current Title if
requesting change review

This field i

Current EPA Position
Title

ter clgegd EDA Title bere

Proposed Effective

Date

6. Funding to
support any budget
change must be
secured PRIOR TO
initiation of the
request.

Basis for EPA Status

Requested Salary

If applicable, %
increase requested

Position Request

Number

I:ITh\s field is required.

Modify only if reg:

4. If requesting a budget /salary change, enter the
next payroll date or date funding will be available

5. EHRA Positions should be described as Senior
Administrative Officer, Faculty, Instructional,
Research, or Public Service. If you have
questions about whether a position role meets
EHRA policy definitions, contact Classification/

—CoTmpeTTSatio:

“Save” and “Next>>" buttons. h
Save
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EHRA Modify - Classification Tab

If you are not requesting a change in EHRA title with this request, located in the orange box
click at the top right-hand corner of the page.

If Title is not changing, click here

Editing Pending Request Classification Save

<<Prev

@ Position Action Justif.
If you are not requesting a change in EPA title with this request, click on the orange “Next>3a

Classification

Position Details
Position Funding Infor...
Add ADA Checklist Form

If you are reguesting an EPA Title Change, scroll down below the Selected Classification Dg
specific title by key word. The Position/Classification title selected here may be a more gen
button to the left of any Title and then SAVE to select it. After selecting a saving a title, proc:

Navigate to the previous tab by
clicking on the “<<Prev” button.

If in the process of viewing or changing a job/classification title you open the Classifications

N e L

and need to close the Classifications tab after reviewing the information. Closing this tab will return you to the Position Descriptions tab and your

© EPA Designation Reques
request in progress.

If you are requesting an EHRA Title Change, scroll down below the Selected Classification Details and
select “Filter these Results” to search for a specific title by key word. The Position/Classification title
selected here may be a more general title than the Position Working Title. Click the selection button to
ting [Biteofind then SAVE to select it. After selecting a saving a title, proceed by clicking -

Next>>

If there is no established EHRA Position/Classification Title which fits the role of the position you are
modifying, select “New Title.” An appropriate Position Title and Code will be assigned to the position by
DHR based on a review of its duties.

& Supplemental Documenta...
Selected Classification
& Supervisor

© Employee EPA Classification Details
Pending Request Summary
EPA Classification Information

Paosition/Classification Assistant Director

Job Code 82229

EPA Position Type EPANFac

EPA Eclass EN

Use this filter to search EHRA Position/

Classifications - Filter these results

Click the radio CIassifi.cation Titles by key words; i.e.,

wc .

button next to the
SHRA class title you
want to select,

Ad hoc Search

Ad hoc Search

then CI ick ”Save" Position/Classification EPA E-class EPA Position Type Job Code {Actions)
@ Associate Director EN EPANFac 81185 Actionsy

@ Associate Dean F2 Fac11/12 80836 Actions ¥

NeXt>> D Associale Adminisirator EN EPANFac 81635 Actionsy

D Associate Dean/Assoc Professor F2 Fac11/12 82324 nsv

D Associale Dean/Professor 9/10 F1 Fac9i10 80045 Actionsy

If in the process of viewing or changing a job/classification title you open the Classifications tab, you have
opened a new window within the system and need to close the Classifications tab after reviewing the
information. Closing this tab will return you to the Position Descriptions tab and your request in progress.
PLEASE NOTE: Clicking on the red “X” on the top right corner of your web browser will c/lose the web
browser and log you out of the system.

You can navigate to the previous tab by clicking on the grey <<Prev” button located between to the Save
and Next buttons on the top right-hand corner of the page (illustrated above).
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EHRA Modify - Position Details Tab

Please note that the first time a position is modified in the system, there will be many required fields, but
after a position has been approved, only the fields that need to be revised will have to be identified for

editing.
LT Rttt B
Amy Braun, you have 0 messages.  Supervisor +* & logo
2nding Requests | .. | Modify Position Description | Assistant Director / Edit
Editing Pending Request Position Details Save | | <<Prev

© Position Action Justif
© Classification
Position Details
Position Funding Infor.
Add ADA Checklist Form
© EPA Designation Reques.
© Supplemental Documenta
© Supervisor
@ Employee

Pending Request Summary

Current Title or
Classification
Title just selected
for modification
review will show
here.

¥ Check speliing [+]

Enter new data only into those fields which you are requesting to change by submitting this action

* Required Information
Contact Information
Contact Name
Contact Phone Number

Contact Email

Proxy (For Leave
Reporting)

Proxy Phone Number

Proxy Email

Employee Information

Employee First Name
Employee Last Name
Banner ID

Faculty Rank (if
applicable)

Classification Information

Position/Classification
Title

Job Code

EPA Position Type

Position Overview

Detailed information in
the Position Overview
and Position
Information sections
assist the DHR Class &
Comp Analyst in
performing an accurate
analysis of the position.

Primary Purpose of
Position

Primary Function of
Organizational Unit

Position Information

Position Working Title

Position Number

Building and Room No.

Appointment Type

If Time Limited,
Appointment Length

| |This field is required

4=m| Who should be contacted if there

| |Th|s field is required

are questions about the request?

| |Th|s field is required

Incumbent First Name
Incumbent Last Name
950000000

Please select -

Associate Director

51185

EPANFac

or EPA Staff appointment), the proxy fields are

If the position is a 12 month leave
reporting position, enter proxy for
leave approval

Current Employee’s Information
will be loaded here, or position will
show “Vacant.” Rank will load in
with faculty positions; if posting
for a different rank, please change.
If non-faculty, skip this field.

The Primary Purpose provides a
basis for the recruitment posting.

The Organizational Unit information
should include factors such as
department size, (number of
employees/students, programs,

1

Assistant Director

008063

Please select ~ | This field is required

degrees offered, and operating or
grant budgets) which are helpful to
an analyst for determining a
position’s scope.

If Time-Limited Full Time or Part Time is
selected as Appointment Type, the budget
end date for the earliest fund to end must
be entered.
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EHRA Modify — Position Details Tab — Primary Responsibilities and

Duties The next section of the Position Details tab is used to build current duties and responsibilities

into the position. It is the most important section of a position description request, but easily missed by
first-time users. Please read and follow all instructions in this area to ensure that your position description
request is not delayed by providing too little information about the job duties.

On an EHRA position at least one of the three categories of Instructional, Research, and Administrative
must be selected to describe the primary responsibilities of the job. Many EHRA jobs may be comprised
of a combination of duties in more than one of these categories, but entry of only one will meet the
minimum requirement for a job description.

To enter duties, click on the key button, “Add Primary Responsibilities and Duties Entry.” A pull-down list
of the three categories will allow you to select the primary function first. Type in duties and examples of
assigned work relevant to the primary function, and assign an approximate percentage of all work time
spent on those duties. If desired, repeat these steps to add categories in order to capture the most
important duties assigned to the position.

Please Note: Each time the “Add Entry” button is clicked; you are taken back to the top of the Position
Details Tab and will need to scroll down through the other sections again to see then location to add the
new entry.

IMPORTANT: Completion of at least one entry is required in order to move this request to the next step
in the approval workflow. The total percentage of time allocated for all categories should equal 100%:

selectzd.”

Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties please click the "Add Primary Responsibilities and
Duties Eniry" button. Repeat for each category relevant to job functions. Completion of at least one entry is required. You will need to scroll back down to this section with each
addition to enter a new category and add joly duties. The total percentage of time allocated for all categories should equal 100

Add Primary Respansibilities and Duties Entry

Click here to add the major
responsibilities and duties - 1
entry is required.

Supernvisory

Does this position
supervise?

Number of Permanent
Employees this
Pasition Supervises

Percent of Time Spent

Clicking| Add Primary Responsibilities and Duties Entry | gpens this section to enable entry of duties:

Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties please click the "Add Primary Responsibilities and
Duties Entry" button. Repeat for each category relevant to job functions. Completion of at least one entry is required. You will need to scroll back down to this section with each

addition to enter a new category and add job duties. The total percentage of time allocated for all categories should equal 100%
Function Please select [¥| . .
% Select function from the drop down list.

Describe the specific _ . e
respon e e Describe specific tasks and
responsibilities related to the function.

to the function

Percentage of Time

Removs Enty? Indicate percentage of time spent performing
Add Primary Respaonsibilities and Duties Entry d click to add taSks and responSibiIities described-

additional
categories if
needed.
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EHRA Modify — Position Details — Compliance and
Requirements Completing the final position details fields identifies all required and

nreferred aualifications

Supervisory

[[Pisase seleci[]] This field s required _ Select Yes or No from drop down list.

T T T o aagn
ns and conduct performance appraisals for PERMANENT employees. If this p

Percent of Time Spent _

Number of Permanent If Yes, then complete these fields.

Employees this
Position Supervizes

Does this position
supervise?

Athletics

Iz thig position
assigned to the
department of of
Athletics or involved or
associated with
athletics, including but
not limited to,

responsibility for This field is |'equired_ Question iS required tO ensure NCAA

admission, certification .
of academic standing, Compllance_
evaluation of academic
performance and
administration of
financial aid for student

rk, counsel and d
erforms ALL of the

athletes?
Requirements and Preferences 4 | |nformation from this section is used to populate
& this position the job posting when it is time to recruit.
conslid:'red':;n :ssential This field is required. J p g
position?

Minimum Bachelor's degres; or an eguivalent combination of training and experience.
Experience/Education All degrees must be received from appropriately accredited institutions.

Preferred Years
Experience, Skills,
Training, Education

Required License or
Certification

Valid NC Driver's Flesse select|w| | This field is required.
License required?

Col ial Driver's
License Required?

Physical Required? Please select[w| | This field is required.

| Flesse selemlzl |_-' 5 field is required.

Complete this page by clicking

List any other on Save and

medicalidrug tests
required

' Save

<< Prev

Mext ==

EHRA Modify - Position Funding Information Tab

In the Funding Source Details section of this tab, you will confirm existing or enter new fund sources to
support the request. If you are modifying a position to change the funding source, you will need to type
over any existing fund, account, program and org codes to replace the numbers with new codes. Click on
the Add Funding Source Details Entry button to enter budget and other required codes.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts 77




These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.
Select “Save” after each entry. PLEASE NOTE: The annual amount budgeted must equal the requested
salary.

This section functions like the “Competencies and Related Job Duties” section in that each time you click to
add another entry, you are taken up to the top of the funding information page. If you are revising or
adding more than one funding source, you will need to scroll down below the first entry to revise or enter
the second. If the position has more than one funding source, click on the Add Funding Source Details
Entry button and “Save” until all sources have been entered. Once all funding sources have been added,
click “Next>>" to move to the next tab:
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Pending Requests | ... | Modify Position Description / Assistant Director / Edit
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EHRA Modify - Add ADA Checklist Form Tab

The ADA checklist is used to determine the general physical requirements, physical activities, visual acuity, and
working conditions of positions in order to be compliant with the provisions of the Americans with Disabilities
Act of 1990.

When modifying a position in the system the first time, all required sections must be completed. Subsequent
modifications to the position may or may not require revision of the ADA requirements.

Check each box that corresponds with the physical aspects of the essential functions of the position, then click
“Next>>" to move to the next tab. All 4 fields are required and include:

The physical activity of the position (Check all that apply and at least one)
e The physical requirements of the position (Select one from the drop down list) 78



The visual activity requirements including color, depth perception, and field of vision (Check all that apply
and at least one)

The condition the worker will be subject to in the position (Check all that apply and at least one)

ADA Compliance Information
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EHRA Modify - Designation Request Form Tab

Complete the EHRA Designation Request Form anly when modifying a position for review of EHRA
Category change; for example, Instructional, Research, and Public Service position being converted to
SAAO or a change in SAAO tier. These types of title changes will be reviewed by Classification and
Compensation to determine compliance with N.C.G.S. 126, 116 and UNC Policy 300.1.1. Please note the
specific organizational chart requirements below. For more information about EHRA non-faculty
definitions, see http://www.northcarolina.edu/hr/hrab/HRAB_Submission_Process_2-2013.pdf. Once

complete, click

PSP Classifications | My Profile

Linc Butler, you have 0 messages. | Supervisor Iz‘ < logout
Pending Requests / .. /! Modify Position Description / Assistant Director / Edit
Editing Pending Request EPA Designation Request Form

Position Action Justif.. - )
¥ Check spelling [v]

- Complete the EPA Designation Request Form when creating a new non-faculty position for review by Classification and Compensation to
Position Details determine compliance with N.C.G.S. 126, 116 and UNC Policy 300.1.1. Please note the specific organizational chart requirements below. For
more information about EPA non-faculty definitions, see http://www northcarolina edu/hr/hrab/HRAB_Submission_Process_2-2013 pdf

© Classification

Position Funding Infar.

Add ADA Checklist Form This form is only necessary on a position modification if the change in responsibilities would place the position in a different EPA category

EPA Designation Reques... Request Details

@ Supplemental Documenta. Enter University information.
Institution

@ Supervisor
Division/SchooliCollege
Pending Request Summary 9

Department
EPADesigation i agecolecs = ¢ Select re.quesFed
EHRA designation
Proposed Position Information from the drOp dOWn
fist:
Proposed Position Information _ Complete a" fields.

Proposed Title

Proposed Working Title
(if different)

Proposed Position
Number

broposed JCAT Code Select current position status

from the drop down list.
Current Status [Ploase siect -]

Current Position Information (If Applicable) _ complete all fields

Current Title

Name of Employee in
Position

Name and Title of
Supervisor

<4 This section will be completed by HR.

Institutional Authorization (HR Use Only)

Division of Human Resources will electronically submit completed form with the following required documentation: -A written justification for requested action to include
specific reference to relevant elements in SAAQ definition or Instructional/Research definitions. -A detailed position description. -An organizational chart that includes
position titles, position numbers, position designations (SPA, EPA, SAAD), and employee names. “As defined by SAAQC Policy, paragraph | A or |B

Print Name
Title

Electronic Signature of
HR Analyst via Email
Submission
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EHRA Modify - Supplemental Documents Tab

The Supplemental Documents Tab allows you to upload documents as attachments that will route with

the request through the approval workflow. Attachments can be uploaded as follows:

¢ Upload New: Choose this option if you want to upload a file from your computer.
e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.
¢ Choose Existing: Choose this option is you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.
¢ Add by URL (For Organizational Charts Only): Choose this option if you wish to link to a file on the
web by its URL.

The Organizational Chart is required. Position requests will be returned to the Initiator if a current
organizational chart is not attached. If a Budget Revision Form is needed to support the request, you can
download it from the Budget Revision Form is needed to support the request, you can download it from
the Budget and Planning Web Site (http://www.ncat.edu/research/documents/dored-
documents/research-services-documents/budget-revise.xlsx) complete it, save it, and select "Upload New"
as the option under Actions.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

Posmion Descriptions

LUing Butier, you have O messsoes  Supenvisor vl ¢ wgost
Pending Requests | .. | Modify Position Description | Assistant Director / Edit
Editing Pending Request Supplemental Documents GURR Next>> |
@ Position Action Justif...
ganzatonal Chart is Required Postion request w 2 an I
@ Classification needed o support acton, downioad & from the Bux ¢
ViCe and $¢ 2 New” a e 3
Position Details
Excel & 30K y sttache

Position Funding Infor...

Add ADA Checklist Form “ o e
@ EPA Designation Reques Document Type Neme Status  (Actions)

H “w 2 ”
Supplemental Documenta,_.  O9izatons Chan o - Click “Actions”, then select Upload New,
R F phoad New i
© Analyst's Notes (HR Us. el e e roe Create New, Choose Existing, or Add by
Messamsee URL in order to upload an attachment

© Supervisor s S In order to upload an attachment.
& Employee

Pending Request Summary

EHRA Modify - Supervisor Tab

The Supervisor Tab allows you to select the position to which your new position will report. If you are not
editing from an existing position, use “Filter these results” to search all supervisors by a key word. PLEASE
NOTE: The selection list of supervisors is dependent on the POSITION TYPE (SHRA or EHRA) being created. To
select a supervisor in a different Position Type (for example EHRA supervising SHRA), click on “Filter these
results” and select the Position Type to which the supervisor of the position belongs. Then click on

“Search” to access the list of supervisors in the selected Position Type.

To view one of the position descriptions in the list, click on the “Actions” link next to the classification title
you want to view and select “View”, or click on the Working Position Title. To return from the summary,
use the Back button located on the top left corner of your web browser. To select a position description to
which your new position will report and proceed with creating the position description, click on the Radio
Button to the left of the position description you want to select, then and click on the orange Next>>
button located on both the top and bottom right-hand corners of the page.

REMEMBER: The positions that appear in this list are based on your active user type (Supervisor,
Department Head, Dean / Vice Chancellor):
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Position Descriptions

Pending Requests | .. /| Modify Position Description / Assistant Director / Edit

Editing Pending Request Supervisor

Mavigate to the previous tab by

clicking on the “<<Prev" button.

¥

Position Descriptions - Filter these resulis

Search all position descriptions by

o Saved Search “Position Descriptions™

Clickthe radio
button next to the
position
description you

want to select, ﬂ
then click
“MNext=>",

Poesithon Posmson Chassdicaton
Wiorking Posimen Timks oo Depariment itk [Artona]

TEET
o s View the position descriptions
summary by clicking on “Actions”,
then “View" or by clicking on the title.

" Banglby r-
T e — & Posmen AsstVice Chans S5 Dev

Haracarans

clicking on “Filter these results”. ons :

EHRA Modify - Pending Request Summary Tab

The Pending Request Summary Tab allows you to perform a final review all of the position information

you’ve entered on the previous tabs prior to sending the request to the next step in the approval

workflow.
Please review the details of the position summary carefully before continuing.
The Blue Circle Check appears by those tabs for which all required information has been entered:

classiﬁ:miens_w_‘l‘Merﬁle

Home Position Descriptions

[l e togout

Linc Butler, you have D messages. | Supervisor

tant Director /

Pending Requests | ... | Modify Position D

[D Modify Position Description: Assistant Director
(EPA)  Edit

Current Status: Draft

Created by Amy Braun
Owner: Amy Braun

Position Type: EPA
Section/Unit: Director Athletics

Summary History Settings Reports

& Position Action Justification Edit _

| Position Action Justification
Additional workload in the area of classification and compesnation has

r New necessitated the creation of an additional position.

2

Click “Edit” to make edits to a tab.

Blue Circle Check

08/01/2013

$55,000

R Salary

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that

tab. You can then make any necessary edits, click “Save”, and then return to the Pending Request
Summary Tab by clicking on the link in the left column:

_ Click “Edit” to make edits to a tab.

© Position Details

Orange Circle
Exclamation Point

Contact Phone Number

Contact Email
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Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

T | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY Watch List POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help
Linc Butler, you have 0 messages. | Supervisor E‘ ¢ logout

Pending Requests | ... / Modify Position Description / Assistant Director | Summary

Modify Position Description: Asg Click on “Take Action On pending ‘ ——

EPA)  Edit o s Pendi
Eu,ren.)m; Draf Request”, then select “Send to Koep warking on his Panding
Pasilion Type: FPA ceaedy Department Head” to move the e el
Section/Unit: Director Athletics Owner: Aj ‘ S::grti‘:nggrﬁg?:)m Head (move fo

request to the next step in the
Summary Histary Settings Report approval Workﬂow.

Canceled (move to Canceled)

@ Position Action Justification  Edit

Position Action Justification

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you're ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional)
| " _ Comments are optional and can be
viewed by the next level approver
in the History tab.

=

I,?Md this pending request to your watch Adding the action to your Watch
IS1 ¢

List allows you to easily track and
monitor the action’s progress.

Submit Cancel

b

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation.

@ "The physical activity of this position (Check all that apply and at least one)" is required and All required fields must be set before transitioning.

4 NORTH CAROLINA
A&T STATE UNIVERSITY

Watch List

RESLELE I GG Classifications | My Profile  Help
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Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Pending Request was successfully transitioned, and it was added to your watch list.

LHULLWIE LY Classifications | My Profile Help

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

New Position Description: tes
Current Status: Department Head

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Modify Position Description — Post Doctoral

Prior to requesting a reappointment for a Postdoctoral Associate position, Principal Investigators (PI)
should review the Postdoctoral Scholars Policy. Approval for post doctoral reappointments positions must
be granted by the Vice Chancellor for the Division of Research and Economic Development (DORED) before
initiating a request in this system.

To request a postdoc’s reappointment, the Pl must complete and submit to the Vice Chancellor for
Research the following: (1) a completed and signed original Postdoctoral Hiring Authorization Form, (2) a
copy of the Postdoctoral Reappointment Letter, and (3) a copy of the Postdoctoral Scholar Annual
Evaluation Form. These documents can be attached to the Supplemental Documentation tab through this
system.

To initiate a Modify Position Description request for an Post Doctoral position, first switch to the Position
Management module using the drop down menu located in the top right corner of the page:

I | PeopleAdmin

Click on Position ey || APPLICANT TRACKING ¥
POSITION MAMAGEMENT

. L Management.
Postings Hiring Proposals | My Profil

Abolghasem Shahbazi, you have 0 messages. Supervisor ~ < logout {ash)

Once in the Position Management module, make sure you have the necessary active user type.
Remember: only Supervisor, Department Head, and Dean/Vice Chancellor user types can initiate a Modify
Position Description request:

I | PeopleAdmin

ey || POSITION MANAGEMENT v

Position Descriptions Classifications | My Profile Help

Abolghasem Shahbazi Supervisor v € logout (ash)

First select the appropriate user

type: Supervisor, Department

Th lick on the Refresh
Head, or Dean /Vice Chancellor. en clickon the Retres

button.

ant and Position Management Syste

Next, hover your cursor over the Position Descriptions tab and click on “Post Doctoral”: 84
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eopleAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY

(PYTRY | POSITION MANAGEMENT ¥

Position Descriptions Classifications | My Profile Help
SPA

Abolghasem Shahbazi, you have 0 messages.  Supervisor v ¢ logout (ash)
SPA Pending Requests

m

EPA
EPA Pending Requests

Welcome to your Online Recruitment anal Post Doctoral 1

Paost Doctoral Pending Requests

= Ol

You will then be taken to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Positions that are direct reports to the Supervisor only.
Department Head All positions that report to the department the Department Head is assigned to.
Dean / Vice All positions within the School, College, or Division the Dean / Vice Chancellor is
Chancellor assigned to.

In the Position Descriptions view, you can search position descriptions by any number of criteria, including
but not limited to position title, position number, employee name, supervisor name, or position status.
Searches are fully customizable by position attributes, and you can save custom searches for use again
later.

i, you have 0 Supervis] ~ C  logout(a:

Paosition Descriptions |/ Post Doctoral

. o Active user type is Supervisor, Department -
Post Doctoral Position Descriptions fiption

Head/Supervisor, or Dean/Vice Chancellor

Searches are customizable by
position attributes and can be
saved for later use.

Open Saved Search v Search: ‘ l Search Mare search opfi

isting position, select it from the list below by

List of position descriptions assigned
to your user type and org group

Ad hoc Searqill(3 Items Found) Save this search? Actions
. . . Position Employee First Employee Last (Actions)
[T]' Working Position Titie Number Name Name Status Department Section/Unit
[F1 PostDoc Reseach Assoc 009755 Shuangning Xiu Active Bioenergy Center Bioenergy Center Actionsv
[F1 PostDocResearch Assoc 008775 Vishwanath Deshmane Active Bioenergy Center Bioenergy Center Actionsv
Post Doctoral Research Actions
[} 010000 Active Bioenergy Center Bioenergy Center N

Assoriate

To initiate the request, select the position number you are modifying by clicking on the Working Position
Title of the position.
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Position Descriptions / Post Doctoral

Post Doctoral Position Descriptions

Open Saved Search v Search: Search Wore search options

To create a new position description, select the option above. . elect it from the list below by clicking on the working title. To narrow your search, enter a

working title, a position number, or an employee name.

Ad hoc Search

Ad hoc Search Save this search? Actions
[] Working Position Title m;:‘l‘,:'r' :':;':"e‘* First ::":‘;’V* Last Stamus (Actions)
[F] Post DocReseach Assoc 009755 Shuangning Xiu Active Bioenergy Center Bioenergy Center Actionsv
[F] Post Doc Research Assoc 009775 Vishwanath Deshmane Active Bioenergy Center Bioenergy Center onsy

Post DodorgResearh 010000 Active Bioenergy Center Bioenergy Center Actionsy

Associate

When the position description loads, click on “Modify Position Description” in the menu to the right.

Position Descriptions | Post Doctoral / Post Doctoral Research Associate

Position Description: Post Doctoral Research

Associate (Post Doctoral)
Current Status: Active

Ir

Print Preview (Employee View)

= view
Position Type: Post Doctoral = Print Previen

Section/Unit: Bioenergy Center

View Supervisor

Click here to initiate the request. H Moty Positon Descrpton

Summary History

@ Classification

When you have documents from which to copy, and/or are familiar with the current purpose and duties of
the position, click on “Start”:

Position Descriptions | Post Doctoral | Modify Position Description

Start Modify Position Description Pending Request on Post Doctoral Research Associate?

Once it has been started, this pending request will lock the position description from other updates until the pending request has completed.

Start

Post Doctoral Modify - Edit Pending Request Page - General Navigation

After clicking on the “Start” button, you will then be taken into the Position Action Justification tab, the
first information tab that must be completed before the Position Description can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Pending Request menu in the far left-
hand column of the page, and the tab you are actively editing will appear in the list in bold black letters
while all other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab
in the list simultaneously by clicking the orange “Next>>" button located in both the top and bottom right
corners of the page. You can save the active tab you’re working on and stay on the same tab by clicking
the “Save” button also located in both the top and bottom right corners of the page. You can navigate to
the other tabs by clicking on the links in the far left-hand column, however this action WILL NOT save any
changes made to the tab you are navigating away from. 86



Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields. (In this example, because the position had been previously approved,
the required fields have been completed. It is important to remember to make the necessary revisions to
all key fields in a modification action because in many cases, you will not receive “prompts” to update
when a field is populated already).

Required fields are highlighted in red and must be filled in before the Position Description can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields.

Tab list
Editing Pending Regquest Position Action Justification Save and Next buttons h v |
Position Action Justif_., -
j—‘:_:___'__'t_—_—-' Indicates missing information needed to complete position description

To stop and return to
request later, select
“Pending Request Summary”

1o DORED

Blue Check Circle

| T LT L
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Post Doctoral Modify - Saving to Return to a Pending Request Later

Also on the Editing Pending Request Tab List is an important menu item which should be selected if you
need to stop a work session on the position description before submitting it to the next level for approval.
Following these steps will ensure that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner

2) Select “Pending Request Summary” from the Tab List (illustrated above)

3) Select “Keep Working on this Pending Request”

PeopleAdmin
NORTH CAROLINA | Inbox Pl
A&T STATE UNIVERSITY [ Watch List 1| Maiecalel Ll

Position Descriptions JECCLEVET ER B RS- L )

i, you have 0 Supervisor + € logout (ash)

Pending Requests | ... / Modify Position Description / Post Doctoral Research Associate / Summary

Take Action On Pending Request »
WORKFLOW ACTIONS

D Modify Position Description: Post Doctoral
Research Associate (Post Doctoral)  FEdit

Current Status: Draft Keep working on this Pending

Request

Pasition Type: Post Doctoral Created by: Abolghasem Shahbazi Canceled (move to Canceled)
Section/Unit: Bioenergy Center Owner: Abolghasem Shahbazi Send to Department Head (move to
Department Head)
Canceled (move to Canceled)
Summary Histary Settings L

4) Add any Comments into the window that opens (illustrated below) as notes to yourself, if desired
5) Click “Submit”

|. Take Action

Keep working on this Pending
Request

Comments (optional)

Add this pending request to your watch

list?

‘ Submit Cancel

The
Pending Request on this position description numbers can be located when you log into the Position
Description module again as the same User Type you used to begin the action. Hover your cursor over
the Position Descriptions tab and click on “SHRA Pending Requests.”

You will then return to the Position Descriptions view, which provides a list of all position descriptions
based on your active user type, from which you can select this position number as before and continue.
Modify Position Description: Post Doctoral
Research Associate (Post Doctoral) Edit
Current Status: Draft

Position Type: Post Doctoral Created by: Abolgllasem Shahbazi
Section/Unit: Bioenergy Center

Click on “Edit” to continue work on a “Modify Position
Summary History Settings Description” request already started and saved.

@ Position Action Justification Edit
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Post Doctoral Modify - Position Action Justification Tab

The “Modify Position” action in PeopleAdmin 7 allows for a variety of actions to be requested and
completed. In the Post Doctoral classifications, “modify position” is used for reappointments, assigning
additional duties, funding extensions and funding source changes. At least one option must be selected,
but in some cases more than one option will be applicable (For example, if you are reappointing a post doc
for a second year but need to change the funding source).

Pending Requests | .. /| Modify Position Description | Post Doctoral Research Associate | Edit

Editing Pending Request Position Action Justification Save

Position Action Justif...

. ¥ Check spelling [+]
© Classification

To request a post doctoral reappointment, the | Principal Investigator (Pl) must submit this action with (1) a copy of the Postdoctoral Reappointment
Letter and (2) a copy of the Postdoctoral Scholar Annual Evaluation Form attached electronically to the Supplemental Documents tab. The Vice
Position Funding Infor Chancellor for the Division of Research and Economic Development will initially approve any reappointment and forward the request to the Division of

© Position Details

w
Human Resources
© Add ADA Checklist Form
i The proposed effective date must be a future date, subject to change based on date of hire. The req
© Supplemental Documenta amount to be identified with a funding source and is subject to DHR and budget review and approval, 1. Se|ect the reason(s) for the
= Sor Reauregnformaon modification request.
© Employee

Position Action Justification

Pending Request Summary

Add Position Details for Posting
Reappointment

End Appointment, Return Position # to DORED
Reason for Position Funding Source Change

Modification Reappointment Extension Exception (DORED Approved)

Change Reporting Relationship (Supenisor or Organization)
Required fields Abolish Position (DORED Function Only)

highlighted in RED- his field is required

Adding details in the “Explanation of Required Change” field (illustrated below) will expedite your request
by helping other approvers and Human Resources reviewers understand the context for your request.

Remember that the funding source for a budgeted change in the position salary must be identified if you
request an increase. Funding source details are entered on a later tab. As noted, any increase amount is
subject to review and approval by the Division of Human Resources.

If you are requesting a reclassification, please enter the current classification in the designated field.
Follow any other instructions; then click the orange “Next>>" button (located at both top and bottom right
corners) to save changes and navigate to the next tab:

Substantial growth in research projects and
leadership; additional grant funding to support

new prajects. 2. Describe why you are
Explanation of P
Requested Change submitting the request.

This field is reguwred.
poposed Eflect® 310212013 4mmm| 3. If requesting a budget /salary change, enter the
Researcn next payroll date or date funding will be available

Basis for EPA Status

Enter Research or
Instructional

DORED Posiion ontass 4. Funding to support any budget change must be
secured PRIOR TO initiation of the request.

Requested Salary wincal. edu/hr/documents/post-

Happlicable. 4 3% 5. If requesting a btfdget/salary
change, enter % of increase.

“Save” and “Next>>" buttons. H save | [NEES

Position Request
Number
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Post Doctoral Modify - Classification Tab

A post doctoral reappointment does not change the position title/classification. To continue, click on

at top right.

Jending Requests / .. | Modify Position Description /| Post Doctoral Research Associate | Edit

Editing Pending Request Classification

© Position Action Justif.

Click Here to continue.

Save <<Prev

A post doctoral reappointment does not change the position title/classification. To continue, click on the orange “Next>>"

Classification
Selected Classification

M Dncitinn Nataile

Post Doctoral Modify - Position Details Tab

Please note that the first time a position is modified in the system, there will be many required fields, but
after a position has been approved, only the fields that need to be revised will have to be identified for

editing.

Follow the instructions at the top of the page, making sure to fill out all required fields highlighted in RED,

and then click

Next>>
Pending Requests / ... | Modify Position Description /| Post Doctoral Research Associate | Edit
Editing Pending Request Position Details

@ Position Action Justif...

¥ Check spelling [v]
@ Classification

at top or bottom right of page to save changes and navigate to the next tab:

Save <<Prev

Enter new data only into those fields which you are requesting to change by submitting this action.

Position Details

) * Required Information
@ Position Funding Infor...

© Add ADA Checklist Form EELERITETIERT
@ Supplemental Documenta.. Contact Name
& Supervisor
Contact Phone Number
© Employee

Pending Request Summary Contact Email

Proxy (For Leave
Reporting)

Proxy Phone Number

Proxy Email

Employee Information

Employee First Name
Employee Last Name

Banner ID
Classification Information

Position/Classification
Title

Job Code

EPA E-class

Position Overview

Primary Purpose of
Position

Who should be contacted if there
are questions about the request?

Who is the proxy for leave
reporting approvals?

Current Employee’s Information
will be loaded here, or position will
show “Vacant.”

Post Doc Research Associate

81069

EN

To conduct fundamental research toward the

development of advanced thermochemical

Detailed information in the Position
Overview and Position Information
sections assist the DHR Class & Comp
Analyst in performing an accurate
analysis of the position.

biomass conversion technology for efficient and

cconomic production of 1iquid transparcazion The Primary Purpose provides a

fuels and bio-based products.

basis for the recruitment posting.
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The Biological Engineering Program affiliated - - - -
witn e Eeiar;ne% of gaguglgnesnzriss The Orgamzatmnal Unit
chool of Agriculture & Environmenta

Primary Function of | SCLenSe2) end Deparement of Chemizal, | _ information should include factors

Organizational Unit Engineering) at North Carolina A:T State .
University is seeking a Postdoctoral Research Such as department Slze and
Aszsociate in the area of biomass gasification. ke
This position will be supported by the H5F Operatlng or grant budgets Whlch

———— are helpful to an analyst for
o determining a position’s scope.
. Working Position Title PostDoctoral Research Associate
The appointment
Position Number 010000

length must
indicate the date | suidingandRoom o, 3°7=tt Hatts Soem 107
the earliest fund
supporting the Appointment Type
position’s budget

The appointment type for post-
doctoral is always time-limited

Time Limited - Ful-ime  ~

If Time Limited, 06/30/2014

if there are Appointment Length Please indicale . . .
( ) Edit the appointment period from
mU|tlp|e fu nd Appointment Period Initial Appointment - 1st year
the drop down menu.
sources) ends. Current Budgeted 460000
Salary :

Post Doctoral Modify — Position Details Tab — Primary Responsibilities
The next section of the Position Details tab is used to build current duties and responsibilities into the
position. It is the most important section of a position description request, but easily missed by first-time
users. Please read and follow all instructions in this area to ensure that your position description request is
not delayed by providing too little information about the job duties.

On a post doctoral position, at least one of the three categories of Instructional, Research, and
Administrative must be selected to describe the primary responsibilities of the job.  Entry of only one will
meet the minimum requirement for a job description.

To enter or revise duties, click on the key button, “Primary Responsibilities and Duties Entry.” A pull-
down list of the three categories will allow you to select the primary function first. Type in duties and
examples of assigned work relevant to the primary function, and assign an approximate percentage of all
work time spent on those duties. If desired, repeat these steps to add categories in order to capture the
most important duties assigned to the position.

Please Note: Each time the “Add Entry” button is clicked; you are taken back to the top of the Position
Details Tab and will need to scroll down through the other sections again to see then location to add the
new entry.

IMPORTANT: Completion of at least one entry is required in order to move this request to the next step
in the approval workflow. The total percentage of time allocated for all categories should equal 100%:

Primary Responsibilities and Duties

Describe the major responsibilities and duties using the three categories of Instructional, Research, and Administrative. To enter duties
please click the "Add Primary Responsibilities and Duties Entry" button. Repeat for each category relevant to job functions and SAVE
after each category is added. At least one entry is required fo complete a positigndescrotion reguest

If the position requires duties in more than a single category, you will need to scr Link to sample Post Doc position description.

and job duties. The total percentage of time allocated for all categories should equa o

A sample Post Doctoral Scholar position description is available for your reference at this link: hiip://www ncat edu/nr/documents/post-
doc/pd_job_description_template doc. You may copy and paste wording from this template into the “Primary Responsibilities and Duties
Entry "

Add Primary Responsibiites and Duties Eniry @ | Click to add the major responsibilities and duties - 1 entry is required.
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Entry”

Function

Describe the specific
tasks and
responsibilities related
to the function.

Percentage of Time

[T Remave Entry?

A sample Post Doctoral Scholar position des
doc/pd_job_description_template doc. You my

Add Primary Responsibilities Entry

section to add or edit j

Research -

Clicking the “Primary Responsibilities Entry “button opens this

ob duties.

<

The successful candidate must be able to

independently conduct research on one or moj
the following subjects: (1) analysis of bion
gasification chemistry, (2) syngas cleaning

Select to add or edit function from the drop
down list.

technology, (3)computational fluid dynamics

(CFD) modeling of fluidized bed gggificatior
(4) design and operation of fluid

gasgifier, and (5) life cycle assessment of
biomass gasification.

Describe or revise specific tasks and
responsibilities related to the function.

100%

Indicate percentage of time spent performing
tasks and responsibilities described.

Post Doctoral Modify — Position Details — Compliance and Requirements

Completing the final position details fields identifies all required and preferred qualifications. After these
details are added the first time, they will not usually need to be modified again.

Athletics

Is this position
assigned to the
department of of
Athletics or involved or
associated with
athletics, including but
not limited to,

admission, certification
of academic standing,
evaluation of academic
performance and
administration of
financial aid for student
athletes?

responsibility for Please selectE| This figld is required

Question is required to ensure NCAA
compliance.

Reguirements and Preferences

Ia Efis position

posltion?

Hormal Wark schadule
E

ued

posl
cansidared an easentlal || Flesse seiolf] | Tris feic s =

Information from this section is used to populate
the job posting when it is time to recruit.

Departmant Requirsd
Hills

= | ke e e required.

Date Ph.O. Confemsd

Frefamed aars
Exparlanca, 3killa,
Training, Education

| Thks feid ks requird.

Required Licsnsa or
Certification

Commerclal Driver's

Lizt any other
memcalidrug tests
required

valld NG Ditvars — e e
Licangs required? [[Fiese= zeteciw|
Llcanss Requirsd? [ Flezee setect | Tris 22t = requie

Phyzical Requirsd? Fleaza salaotf] | Tois fe i raouie

A conferred Ph.D. degree awarded no
more than 5 years prior to appointment
is required for post doctoral employees.

Complete this page by clicking

on Save and
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Post Doctoral Modify - Position Funding Information Tab

In the Funding Source Details section of this tab, you will indicate the funding source(s) for this position.
Click on the Add Funding Source Details Entry button to enter budget and other required codes. Select
“Save” after each entry. PLEASE NOTE: The annual amount budgeted must equal the requested salary.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on

these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listingsof all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click “Next>>" to move to the next tab:

Position Descriptions classiﬁca'lions-i__ﬁrwProﬁle

sages. | Supervisor EC logout

IMPORANT NOTE: Remember to click “Save”
after each funding source is entered.

Pending Requests / ... / New Position Description / Research As:

Save | | << Prev

Editing Pending Request Position F

Position Action Justif... . i .
Required Information

@ Classification :
Funding Source Details

Position Details
Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes

Position Funding Infor... Select “SAVE" after each entry. Please note that the annual amount budgeted must equal the requested salary.
Add ADA Checklist Form If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are
@ Supplemental Documenta entered. Each time you add an additional entry, you will need to scroll down below the last saved entry to enter a new funding
source.
© Supervisor Add Funding Source Details Entry ﬁ click here to add a funding source. If
Pending Request Summar oas . Next >>
- i the position has more than one funding [

source, continue to click here until all

funding sources are entered.

State Appropriated

Funding / Non-5State Plesse select El
Appropriated Funding

If non-state, select

source of funding: Flease select |E| _

Additional funding
source information

Select State or Non-State from drop down list.

If Non-State, select funding source from drop down list.

If "Other” zejecied sbove, designate zource. Provide pozition number if fundz are being fransferred from another position. Aftach Budget Revizion Form az Supplemental Document if necessary fo fransfer
funds.

Is this position partially
or fully funded on E
ARRA stimulus
monies?

Budget Code Plesse select E
Fund
Fomat: 6 digit number #5858
o Coordinate with DORED on
Fomet gagtmmbersE funding source information.
Account
Fomat: 5 digit number #8%
Program
Format: 3 digit number ##H . .
Enter date funds end (if time-

Date Funds End emmeee——
' limited), annual amount, and

Annual Amount
percentage of FTE.

Percentage of FTE

- RenomEry? Complete this page by clicking on

Add Funding Source Detsils Entry

Save and
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Post Doctoral Modify - Add ADA Checklist Form Tab

The ADA checklist is used to determine the general physical requirements, physical activities, visual acuity,

and working conditions of positions in order to be compliant with the provisions of the Americans with

Disabilities Act of 1990.

Check each box that corresponds with the physical aspects of the essential functions of the position, then

click “Next>>" to move to the next tab. All 4 fields are required and include:

The physical activity of the position (Check all that apply and at least one)
The physical requirements of the position (Select one from the drop down list)

The visual activity requirements including color, depth perception, and field of vision (Check all

that apply and at least one)

e The condition the worker will be subject to in the position (Check all that apply and at least one)

* Required Information

ADA Compliance Information

| ] Climbing: ing or ing ladders, stairs, ing, ramps, poles and the like, using feet and legs and/or
hands and arms. Body agility is emphasized. This factor is important if the amount and kind of climbing required exceeds that requir

| ] Balancing: Maintaining body equilibrium te prevent falling when walking, standing or crouching on narrow, slippery or emratically
moving surfaces. This factor is important if the amount and kind of balancing exceeds that needed for ordinary locomotion

| ] Stooping: Bending body downward and forward by bending spine at the waist. This factor is important if it occurs to a cons

degree and requires full use of the lower extremities and back muscles.

=} Kneeling: Bending legs at knee to come to a rest on knee or knees.

=} Crouching: Bending the body downward and forward by bending leg and spine.
| ] Crawling: Moving about on hands and feet.

=} Reaching: Extending hand(s) and arm(s) in any direction.

=} Standing: Particularly for sustained periods of time.

=} Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.

section.

The physical activity of

Check all that apply and
at least one in this

this position (Check all [T Pushing: Using upper extremities to press against something with steady force in order to thrust forward or outw;
that apply and at least | Pulling: Using upper exiremities to exert force in order to draw. drag. haul or tug objects in a sustained motion
one) | ] Lifting: Raising objects from a lower to a higher position or moving objects horizontally from position-to-position. This factor is

important if it occurs te a considerable degree and requires the substantial use of the upper extremities and back musc
=} Fingering: Picking, pinching, typing or ctherwise working, primarily with fingers rather than with the whole hand or arm as
in handling

=} Grasping: Applying pressure to an object with the fingers and palm

=} Feeling: Perceiving attributes of objects, such as size, shape, temperature or texture by touching with skin, parficularly
that of finger fips

=} Talking: Expressing or exchanging ideas by means of the spoken word. Those activities in which they must convey
detailed or important spoken instructions fo other workers accurately, loudly, or quickly.

o Hearing: Perceiving the nature of sounds at normal speaking levels with or without comection. Ability to receive
detailed information through oral communication, and to make fine discrimination in sound.

m Repetitive motions: Substantial movements (meotions) of the wrists, hands, and/or fingers.

his field is required.

rem:—i:eenfehr:‘tfz‘mis Please select [w] | This field is required _ Select one from the drop down Iist.

position (Select One)

[Z] The worker is required to have close visual acuity to perform an activity such as: preparing and analyzing data and figures; transcribing:

The visual activity viewing a computer terminal; extensive reading: visual inspection invelving small defects, small parts, andior op

and at least one) {ie., custodial, food services, general laborer, elc. ) or 1o make general observations of facilities or siructures

s Tl g section.

requirements including [T The worker is required 1o have visual acuity fo perform an activity such as: operales machines such as lathes, drill presses, power
color, depth perception, saws and mills where the seeing job is at or within arm's reach; performs mechanical or skilled frades tasks of a non-re ChECk a " that a pply a nd
and fisld of vision [Z] The worker is required to have visual acuity fo operate motor vehicles or heavy equipment. . .
(Check all that apply [Z] The worker is required to have visual acuity fo determing the accuracy, neatness, and thoroughness of the work assigned at Ieast onein th IS

[Z] The worker is subject to inside environmental conditions: Protection from weather conditions but not necessarily
from temperature changes.

[Z] The worker is subject to outside environmental conditions: No effective protection from the weather.

[Z] The worker is subject fo both environmental conditions: Activifies occur inside and outside.

[C] The worker is subject to extreme cold: Temperatures typically below 32 degrees for periods of more than cne hour
Consideration should be given to the effect of other environmental conditions such as wind or humidity.

[C] The worker is subject to oils: There is air and/or skin exposure to cils and cther cutting fluids.

[C] The worker is required to wear respirator.

[Z) The worker frequently is in close quarters, crawl space, shafts, man holes, small enclosed rooms, small sewage and
water ling pipes, and ather areas which could cause claustrophobia

[T The worker is required to function in narrow aisles or passage ways.

[Z] The worker is exposed to infeclious diseases.

[Z] The worker is required to function around prisoners or mental patients.

[Z] Mone: The worker is not substantially exposed to adverse envirenmental conditiens (such as in typical office or
administrative work

s field is required

Save

o kst o o e ot of Do el e o 2 Check all that apply and
[7] The worker is subject to noise: There is sufficient noise lo cause the worker to shoul in order to be heard above - .
the ambient noise level. _I at Ieast onein th's
The condition the [Z] The worker is subject o vibration: Exposure fo oscillating movements of the extremities or whole body.
worker will be subject [ The \vo(ker is subject to hazards: Includes a variety of physical conditions, such as proximity to moving mechanical parts, Section
to in this position moving vehicles, electrical current, working on scafiolding and high places, exposure to high heal or exposure to chemicals. .
(Check all that apply [7] The worker is subject fo atmospheric condifions: One ar mare of the following condilions that affect the respiratory system of the
and at least one) skin: Fumes, odors, dusts. mists, gases or poor ventilation
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Post Doctoral Modify - Supplemental Documentation Tab

The Supplemental Documentation Tab allows you to upload documents as attachments that will route
with the request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option is you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

e Add by URL (For Organizational Charts Only): Choose this option if you wish to link to a file on the
web by its URL.

The Organizational Chart is required. Position requests will be returned to the Initiator if a current
organizational chart is not attached. If a Budget Revision Form is needed to support the request, you can
download it from the Budget and Planning Web Site (http://www.ncat.edu/research/documents/dored-
documents/research-services-documents/budget-revise.xlsx), complete it, save it, and select "Upload
New" as the option under Actions. Excel and Word documents may be attached. PDF conversion must be
completed for the document to be valid when applicable:

For Post Doctoral Reappointments only, (when modifying a post doctoral appointment), the Postdoctoral
Scholar Annual Evaluation Form is required as an attachment. A copy of the Post Doctoral Reappointment
Letter should also be attached as “Other Document.” Links to the form and a template reappointment
letter are below. Complete the form or letter, save it, and select “Upload New” as the option under
Actions.

Evaluation form: http://www.ncat.edu/hr/documents/post-doc/postdoctoral evaluation form.doc
Reappointment Letter: http://www.ncat.edu/hr/documents/post-
doc/pd employment reappt offer Itr template.doc

Pending Requests / .. | Modify Position Description | Post Doctoral Research Associate | Edit

Editing Pending Request Supplemental Documentation [(save | [ <<Prev |

© Position Action Justif...
: Organizational Chart is Required. Position request will be returned to Initiator if a current org chart is not attached. If Budget Revision Form is needed

@ Classification to support action, download it from the Budget and Planning Web Site (http:/www ncat edu/research/documents/dored-documentsiresearch-

© Position Details services-documents/budget-revise xlsx ), complete it, save it, and select "Upload New" as the option under Actions.

© Position Funding Infor... For Post Doctoral Reappointments only, (when modifying a post doctoral appointment), the Postdoctoral Scholar Annual Evaluation Form is required
as an attachment. A copy of the Post Doctoral Reappointment Letter should also be attached as “Other Document.” Links to the form and a template

© Add ADA Checklist Form reappointment letter are below. Complete the form or letter, save it, and select “Upload New” as the option under Actions.

Supplemental Documenta... X N . . i

Evaluation form: http:/iwww ncat edu/hr/documents/post-doc/postdoctoral_evaluation_form.doc

& Supervisor Reappointment Letter: http://www.ncat.edu/hr/documents/post-doc/pd_employment_reappt_offer_ltr_template.doc

© Employee Excel and Word documents may be attached.

PDF conversion must be completed for the document to be v Click ”ActionS”, then select Upload NeW,

Pending Request Summary

Documsnt Typs S Create New, Choose Existing, or Add by
Oganizational Charg Aciorn s URL in order to upload an attachment.
Budgel Revision Fom Uphoud Hw _

Actions
Ot Document ¥

Post Doctoral Evaluation

Attach a saved copy of the Post Doctoral
Evaluation form when submitting a
reappointment
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Post Doctoral Modify - Supervisor Tab

The Supervisor Tab allows you to select the position to which your new position will report. If you are not
editing from an existing position, use “Filter these results” to search all supervisors by a key word.
PLEASE NOTE: The selection list of supervisors is dependent on the POSITION TYPE (SHRA, EHRA, or Post
Doctoral) being created. To select a supervisor in a different Position Type (for example EHRA supervising
Post Doctoral), click on “Filter these results” and select the Position Type ( EHRA) to which the supervisor
of the position belongs. Then click on “Search” to access the list EHRA supervisors.

To view one of the position descriptions in the list, click on the “Actions” link next to the classification title
you want to view and select “View”, or click on the Working Position Title. To return from the summary,
use the Back button located on the top left corner of your web browser. To select a position description to
which your new position will report and proceed with creating the position description, click on the Radio
Button to the left of the position description you want to select, then and click on the orange Next>>
button located on both the top and bottom right-hand corners of the page.

REMEMBER: The positions that appear in this list are based on your active user type and the org unit to
which you are assigned. (Supervisor, Department Head, Dean / Vice Chancellor):

Position Descriptions classmcmionw Navigate to the previous tab by

clicking on the “<<Prev” button.

Pending Requests | .. | Modify Position Description !/ Post Doctoral Research Associate | Edit ‘
Editing Pending Request Supervisor Save | | <<Prev
Position Action Justif... » o _ ﬁ
Position Descriptions - Filter these results Search a" pOSition descriptions by
& Classification
. ] clicking on “Filter these results”. .
Click the radio
button next to the @ Saved Search: "Position Descriptions”
position Working Position posiion Description | \/iew the position descriptions (Actions)
Title Title
P . e “ . ”
descrlptlon you ‘ Post Doc Resarch Assuc\atem Summary by CIICkIng on ACtlons ’ HHUMS'
want to select, then “View” or by clicking on the title.
then click e [ <<Prev
“Next>>".
Editing Pending Request Supervisor Save | [ <<Prev

© Position Action Justif...
The Supervisor Tab allows you to select the position to which your new position will report. If you are not editing from an existing position, use “Filter

© Classification these results” to search all supervisors by a key word.

9 Position Details " . " ; - ) .
i To select a position description to which your new position will report and proceed with creating the position description, click on the Radio Button to
Position Funding Infor the left of the position description you want to select, then and click on the orange “Next>>" button located on both the top and bottom right-hand

corners of the page.

-

© Add ADA Checklist Form

Selected § i
© Supplemental Documenta... slected Superviser

Supervisor
P Search Position Descriptions x

© Employee
Py Search:

Pending Request Summary

Position
Type:
Add
Column:

Post Doctoral t}
SPA

Select EHRA as Position Type
under “Filter These Results” if a
different supervisor needs to be

First Name: m

Position Des ~ Last Name:
4 m L3

Post Doctoral

Department

Ad hoc Search
Search Cancel

Ad hoc S 4
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Post Doctoral Modify - Pending Request Summary Tab

The Pending Request Summary Tab allows you to perform a final review all of the position information
you’ve entered on the previous tabs prior to sending the request to the next step in the approval
workflow. The Blue Circle Check appears by those tabs for which all required information has been
entered:

Position Descriptions [IRETC 1 L TSR VRSN S
Linc Butler, you have 0 messages. | Supervisor E ¢ logout
Pending Requests | ... | Modify Position Description | Post Doctoral Research Associate /| Summary
= Modify Position Description: Post Doctoral Vel iFm i M e o
Research Associate (Post Doctoral)  Edit
Current Status: Draft
Position Type: Post Doctoral Created by: Abolghasem Shahbazi
Section/Unit: Bioenergy Center Owner: Abolghasem Shahbazi
Summary History Settings

& Position Action Justification Edit

Click “Edit” to make edits to a tab.

Position Action Justification

r New Test

Blue Circle Check e
te 08/31/2013
L = ~ h

Basis for EPA Status Test

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Pending Request
Summary Tab by clicking on the link in the left column:

Position Details Edit
i o Click “Edit” to make edits to a tab.

tion

Orange Circle
Exclamation Point <t Name

Lontac one Number
Contact Email
Proxy (For Leave Reporting)

Proxy Phone Number

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

LN Y classifications | My Profile

Linc Butler, you have 0 messages. | Supervisor E < logout

Pending Requests | ... | Modify Position Description / Post Doctoral Research Associate /| Summary

Research Associate (Post Doctoral)
Current Status: Draf Request”, then select “Send to
Position Type: Post Doctoral Created by: 4 ”
Section/Unit: Bioenergy Center Cwner: Abol Department Head to move the
request to the next step in the

approval workflow.

Keep working on this Pending
Request

Canceled (move to Canceled)

Send to Department Head (move to
Department Head)

Canceled (move to Canceled)

= Modify Position Description: Post q A A . H
D Click on “Take Action on Pending WoRKFLOW ACTIONS

Summary History Settings
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You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable in the History tab by any user the action is routed to, including the next level
approver. You can also select for the action to be added to your Watch List. When you’re ready to send
the action to the next level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional)

| -

Comments are optional and can be
viewed by the next level approver
in the History tab.

-

Add this pending request to your watch
list?

Adding the action to your Watch
List allows you to easily track and
monitor the action’s progress.

Submit Cancel

P

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation

@ "The physical activity of this position (Check all that apply and at least one)" is required and All required fields must be set before transitioning.

R OKIS'\H__A_KQI.!.\'C\ .
I b AT STATE UNIVERSITY Watch List

Position Descriptions Classifications | MyProfile  Help

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Pending Request was successfully transitioned, and it was added to your watch list.

Position Descriptions Classifications | My Profile Help

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).
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Section 3: Applicant Tracking

The Applicant Tracking module provides online access to job postings and applicant information,
and allows for managers and supervisors to initiate requests to post permanent SHRA, EHRA, and
Post Doc positions for recruitment and initiate hiring proposals. The specific requests and actions
that can be initiated in the Applicant Tracking module are:

e Create New Posting
e Review and Ranking of Applicants
e Initiate Hiring Proposal

The only user types that can initiate a Create New Posting or a Hiring Proposal request are Supervisor,

Department Head, and Dean/Vice Chancellor. The only user types that can review and rank applicants are
Supervisor, Department Head, Dean/Vice Chancellor, Applicant Reviewer, or Search Committee Member.

Create New Posting — General Navigation

To initiate a Create New Posting request, first switch to the Applicant Tracking module using the drop
down menu located in the top right corner of the page:

[ Inbox ) | PeopleAdmin

APPLICANT TRACKING ¥
1

Click on Applicant
Tracking.

POSITION MANAGEMENT

Postings  Hiring Proposals | My Profile

Linc Butler, you have 0 messages. |Supervisor EI ¢ logout

Once in the Applicant Tracking module (header at the top of the screen will be Blue), make sure you have
the necessary active user type. Remember: only Supervisor, Department Head, and Dean/Vice Chancellor
user types can initiate a Create New Posting request:

D | PeopleAdmin
Watch List APPLICANT TRACKING v

POSITION MANAGEMENT

Postings Hiring Proposals | My Profile Help

First select the appropriate user _|Supervisor [x] ¢
type: Supervisor, Department
Head, or Dean /Vice Chancellor.

logout

Then click on the Refresh

nt and Position Management System button.
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Once in the correct user type, you can initiate a Create New Posting request by clicking on the
appropriate link in the Shortcuts menu for the desired position type for posting (SHRA, EHRA, or Post-

Home Postings Hiring Proposals | My Profile  Help

Lonnie Crotts, you have 4 messages. |Depanment Head

Shortcuts menu
Welcome to your Online Recruitment and Position Management System 1

&9 Alerts (2 alerts from the administrator) Shacus

Create New SPA Posting
Create New EPA Posting

Type Message Create New Post Doctoral Posting
o Check the module name attop right (Applicant Tracking or Position Management) and change as
needed to initiate a request or respond to current actions.

You can also initiate a Create New Posting request by hovering your cursor over the Postings tab and
clicking on the desired position type for posting:

@ | PeopleAdmin
(e | AprucanT TRACKING v

NORTH CAROLINA
A&T STATE UNIVERSITY

Hover cursor over Postings tab Postings Hiring Proposals | My Profile Help
and click on desired position SPA Linc Butler, you have 0 ‘Supewisor E‘ ¢  logout
(e EPA
type for pOSting (SHRA ’ EHRAI |————————— Post Doctoral
Post Doctoral).
- d Position Management System
Shortcuts

% Inbox (11 items need your attention)

Create New SPA Posting

Displaying items for group "Supervisor”. Create New EPA Posting
Create New Post Doctoral Posting

Postings (2) Hiring Proposals (0)  Pending Requests (3)  Special Handling Lists (D)

Lok T, I . 4 Ceosn o

Create New SHRA Posting

To initiate a Create New SHRA Posting request, hover your cursor over the Postings tab and click on
the “SHRA”, or click on the Create New SHRA Posting link located in the Shortcuts menu to the right
of your Inbox:

@D | PeopleAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY Watch List APPLICANT TRACKING ¥

Hover cursor over POStingS ) Postings Hiring Proposals | My Profile Help

SPA

H Linc Butler, you have 0 ‘Supervisor E‘ 2 logout
tab and click on SHRA. o

Post Doctoral

Welcome to your Online Recruitment and Position Management System

% InboX (11 items need your attention) Shoteuls
o _ Or click on Create New SHRA Create New SPA Posiing
Displaying items for group "Supervisor”. Create New EPA Posting
Posting in the Shortcuts menu. Create New Post Doctoral Posting

Postings (2) Hiring Proposals (0)  Pending Requests (3)  Special

Lok Tl £ £ + Ceosn =%
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You will then be taken to the SHRA Postings view, which provides a list of all current/pending SHRA
postings initiated based on your active user type as follows:

Active User Type

Positions in Position Descriptions List

Supervisor

Current / pending postings for positions that are direct reports to the Supervisor

only.

Department Head

Current / pending postings for all positions that report to the department the
Department Head is assigned to.

Dean / Vice
Chancellor

Current / pending postings for all positions within the School, College, or Division
the Dean / Vice Chancellor is assigned to.

In the SHRA Postings view, you can search postings by any number of criteria, including but not limited
to position title, posting number, position number, department name, supervisor name, or workflow
state. Searches are fully customizable by position and posting attributes, and you can save custom
searches for use again later:

INORTH CAROLINA
AT STATE UNIVERSITY

@ | PeopleAdmin

Postings / SPA

SPA Postings

sl e sz
S

List of current / pending
SHRA postings by active

L] d SEGVCE #! osel:!l ftem$ Found)

Working Title

Employee Relations Counselor (TLBS)
Employee Relations Counselor (TLB7)
Employes Relations Gounselor (TLB7B)
Administrative Support Assoc
Employee Relations Counselor (TLBS)
Adminisirative Support Assoc
Employee Relations Counselor (TLB5)
Employee Relations Counselor (TLB4)
Employee Relations Counselor (TLB3)

Administrative Support Assoc

OO0O0O0O0O0O0O0O0OI

Employee Relations Counselor (TLB2)

Posting Number
SPADS
SPAD34
SPAD32
SPAD13
SPAD28
SPAD2T
SPAD22
SPAD21
SPAD1T
SPAD16
SPAD13

‘Watch List APPLICANT TRACKING v
(BTN Hiring Proposals | My Profile  Help
A t_ t . Supervisor [Fl e togout
Supervisor.
Create New Posting
] More search options _ S h . bl b
saved for later use.

Position Number Department Active Applications ‘Workflow State Last Updated (Actions)
TLBS Employee Relations 1 Closed August 01, 2013 at 03:03 pm Actionsv
TLBY Employee Relations 1 Closed August 01, 2013 at 10:21 am Actionsy
TLB7B Employee Relations 10 Closed August 01, 2013 at 09:33 am Actionsy
001111 Classification & Compensation 1 Closed July 31, 2013 at 12:52 pm Actionsv
TLB6 Employee Relations 10 Closed July 31, 2013 at 10:58 am Actionsw
000051 Classification & Compensation 1 Closed July 31, 2013 at 09:15 am Actions¥
TLBS Employee Relations 1 Closed July 30, 2013 2t 03:42 pm Actions ¥
TLB4 Employee Relations 1 Closed July 30,2013 2t 11:00 am Actions v
TLB3 Employee Relations 0 Closed July 29, 2013 2t 03:08 pm Actions v
001111 Classification & Compensation 0 Closed July 29, 2013 at 01:47 pm Actionsv
10000 Employee Relations 2 Closed July 29, 2013 at 11:28 am Actionsy

To initiate the request, click on the orange Create New Position Description button located on the top
right of the screen just below the grey bar:

D | PeopleAdmin

Watch List APPLICANT TRACKING v

Postings Hiring Proposals

| My Profile Help

Linc Butler, you have 0 messages. | Supervisor

[*] ¢ 1ogout

Search More search onfion

Click here to initiate a Create
New Posting request.

h Create New Posting
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You will then see the Create New menu, asking what you would like to use to create the new posting:

Create New b 4

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

Click here to Create New Posting from
Create from Posting an existing posting.

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

Create from Position Description Click here to Create New Posting from
Copies in most of the information from a position description an approved position description.

W

Create New SHRA Posting — Create from Posting

Select Create from Posting if you have previously posted a position in the PeopleAdmin system and wish to
post a position using the same or similar information from that prior posting.

PLEASE NOTE: If the position classification and/or the position description details have changed, you must
start a Modify Position action in the Position Management module prior to posting the position.

Choosing the Create from Posting option copies information from an existing posting into a new posting:

Create New x

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
Copies in most of the information from a position description
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After clicking on Create from Posting, you will be taken to the SHRA Position Descriptions view, where
you can search postings by any number of criteria, including but not limited to position title, posting
number, position number, department name, supervisor name, or workflow state. Searches are fully
customizable by position and posting attributes, and you can save custom searches for use again later. If
you need assistance in finding the desired posting, please contact a Recruitment Coordinator in the
Division of Human Resources:

PeopleAdmin
NORTH CAROLINA —
AST STATE UNIVERSITY APPLIGANT TRACKING ¥
[IETPH  Hiring Proposals | My Profile  Help
A . . Supervisor [x] ¢ togout
— ctive user type is
. Supervisor.
SPA Postings Create New Posting
EREE | ] o e ot o ;
s .
Searches are customizable by Actions drop
/ pending position attributes and can be down menu.
p gs by saved for later use.
< *Searc‘ﬁl>€ osez:!l it I
7] Working Title Posting Number Position Number Department Active Applications ‘Workflow State Last Updated (Actions)
D Employee Relations Counselor (TLB3) SPAD35 TLB8 Employee Relations 1 Closed August 01, 2013 at 03:03 pm Actionsw
D Employee Relations Counselor (TLBT) SPAD34 TLBY Employee Relations. 1 Closed August 01, 2013 at 10:21 am Actions v
[ Empioyee Relations Counselor (TLB7B) SPAC32 TLB7B Employee Relations 10 Closed August 01, 2013 at 0923 am Actionsw
[  Administrative Support Assoc SPAD1S 001111 Classification & Compensation 1 Closed July 31,2013 at 1252 pm Actionsw
=] Employee Relations Counselor (TLBG) SPAD28 TLBE Employee Relations 10 Closed July 31, 2013 at 10:58 am Actionsv
[J  Administrative Support Assoc SPAD27 000051 Classificafion & Compensation 1 Closed July 31, 2013 at 09:15 am Actionsy
=] Employee Relations Counselor (TLB5) SPAD22 TLBS Employee Relations 1 Closed July 30, 2013 at 03:42 pm Actionsy
o Employee Relations Counselor (TLB4) SPAD21 TLB4 Employee Relafions 1 Closed July 30, 2013 at 11:09 am Actionsv
D Employee Relations Counselor (TLB3) SPAD1T TLB3 Employee Relations 0 Closed July 29, 2013 at 03:08 pm Actionsw
D Administrative Support Assoc SPAD16 001111 Classification & Compensation 0 Closed July 29, 2013 at 01:47 pm Actions¥
D Employee Relations Counselor (TLB2) SPAD13 10000 Employee Relations 2 Closed July 29, 2013 at 11:28 am Actions v

Once you locate the posting you wish to create from, you can select it by moving your cursor over

that posting’s corresponding drop down menu located in the far right column and clicking on
Create From. This drop down menu will also give you the option of View Posting if you wish to view
the information associated with a particular posting prior to selecting Create From:

Actions

e
Click here | m—) Create From

By clicking Create From, the New Posting form will appear. This is where you can update the working
title of the position for the purpose of posting, and view Organizational Unit information to confirm
accuracy. You can also provide Special Offline Application Instructions in the field provided if
necessary. Once all information is entered and confirmed on the New Posting page, click on the orange

button to begin updating posting information:

103


http://www.ncat.edu/hr/division-directory/index.html

Home |TLQUQ] HirngProposals | MyProfie  Help
Linc Butler, you have 0 messages. | Supervisor

Postings | SPA | New Posting

Create new

posting button.

) New Posting

¢ togout

Working Title * Employee Relations Counselor (TLBS)

Organizational Unit

DwisionuSenoouCoege * VG for Human Resources Confirm Organizational Unit
information.

Department * VC for Human Resources

Section/Unit * WC for Human Resources

Online Applications

Accept online applications?

Special offline application instructions Include Special

offline application
instructions if
necessary.

Create new

posting button.

Create New Posting.

Create New SHRA Posting from an Existing Posting — Create from Posting

After clicking on the “Create New Posting” button, you will then be taken to the Posting Details tab, the
first information tab that must be completed before the new SHRA Posting can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Posting page in the far left-hand
column of the page, and the tab you are actively editing will appear in the list in bold black letters while
tdlbstivéllt appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the [{Ei=d button located in both the top and bottom right corners of the
page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the new SHRA Posting can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields.

D | PeopleAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY Watch List APPLICANT TRACKING ¥

Linc Butler, you have 0 messages. Supervisor

PostingsISPA /| Employee Relations Counselor (TLB10) (Draft) / Edit: Posting Details

S Posfing Details Save and Next buttons H

Posting Details

¥ Check spelling [+]
Position Funding Infor.
N To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu
Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting
Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left

Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

Search Committee * Required Information

Ranking Criteria Classification Information

¢ 0oe © 0 |¢

Posting Documents If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the left side

Summary menu while medifying the Position

Position/Classification

Title Human Resources Specialist

Job Code 11804

Blue Check Circle

Classificatinn Tune PA 104

Tab |iSt Postings Hiring Proposals | My Profile Help
lz‘ ¢ logout




Create New SHRA Posting from an Existing Posting — Posting Details Tab

Since you are creating a new SHRA Posting from an existing one, many of the fields will already be filled
in with information copied from the existing posting. Follow the instructions at the top of the page to
complete any remaining required fields, then click the button to save changes and navigate to the

next tab:
Editing Posting Posting Details S| TS
+esing Dot Save and Next buttons. H L

¥ Check spelling [v]
© Position Funding Infor

@ Applicant Documents
Required Information
& Search Committee ! aner

© Ranking Criteria

Position/Classification
Summary i

Job Code
Classification Type
Salary Range
Hiring Range

Contributing Reference
Rate

Journey Market Rate

Advanced Reference
Rate
Minimum
Experience/Education

Preferred Years
Experience, Skills,
Training, Education

Competency Profile

Classification Information

@ Posting Documents I the details below are incorrect, please make the appropriate Classification selection using the "Classificatioge

- To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu. Proceed through all sections completing all necessary information. To submit the
@ Supplemental Questions Posting to Human Resources, you must go to the Posting Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left navigation menu. Once a
summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

Human Resources Specialist

Fields from the existing posting will be
copied in to your new posting.

11804

SPA

$29.709 - 858,106

30308 | Enter a hiring range if desired.

346,107

$52,101

Bachelor's degree; or an equivalent combination of training and experience.
All degrees must be received from appropriately accredited institutions

Enter preferred years of experience, skills,
training and education.

Test

i A Click to view Competency Profile.
http: /ieww osp.state.nc us/Guide/C ompWebSite/Profiles/HR%20S pecialist%20Profile pd

Position Cverview

Primary Purpose of
Position

Primary Function of
Organizational Unit

Work Hours: From
[time] to [time] on [days
of week]

Required Competency

Description

Required Competency

Description

Required Competency

Description

Key Responsibilities and Related Competencies

Test Continue to enter posting
information into any empty

Test fields as needed.

M-f 8-5pm

Applied Knowledge - HR Program and Organization

Performs X, Y, and Z.

Customer Service

Performs A, B, and C.

Communication - Verbal\Writtan

Performs H.
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Position Information

Working Title Employee Relations Counselor (TLB10) . .
Continue to enter posting
Competency Level Journey information into any empty
Pasition Number TLB10 fields as needed.
JCAT 12345
Approved Salary 545,000

Salary Grade Equivalent

FLSA Exempt
Appointment Type Permanent - Full-time
FTE
If Time Limited,
Appointment Length If time limited, please indicate budget end date. If funded from more than one fund, indicate earliest end date. This field cannot be

left blank if the "Time Limited" field above is checked selected.”

You can indicate other users you would like to have Supervisor and / or Applicant Reviewer access to the
posting by searching for their name in the Supervisor and Applicant Reviewer fields. Indicate the proposed
Open Date and Close Date, which will define the number of days applicants can view and apply for the
posting. The minimum allowable posting period for SHRA positions is five (5) calendar days. Select the
appropriate Fast Find category for the posting to ensure it is included in the correct pre-defined search
when an applicant clicks on the corresponding Fast Find button through the applicant portal. Choices are
Administrators and Research, Faculty, Post Doctoral, Temporary Staff, and Staff. For SHRA positions, the
appropriate Fast Find selection is “Staff”:

Posting Detail Information Supervisor
and / or
Supervisor I [ This fiekd is required Applicant
is field is require — Reviewer
. ) access to the
Applicant Reviewer I ] This field is required.— posting.
Posting Number
Open Date I:I This field is required. Minimum allowable posting
Close Date I:I This field is requirad. period is five (5) calendar days.

Special Instructions to
Applicant

Select the most appropriate Fast
Find category for the posting.

Fast Find Information [ Please select |E|] This field is required.
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Include details regarding any special advertising requests, such as posting the position on additional job
posting websites or in specific print media outlets, in the Advertising Summary field. A link to the job
posting on the North Carolina A&T State University applicant portal will be included in any special
advertising. The Pass Message and Fail Message fields contain template notifications that will be sent to
applicants who are screened out of the posting through Supplemental Questions. Once all fields on the
Posting Details Tab are complete, click the button to save your changes and move to the next tab.
You can also click the “Save” button if you wish to save your changes and keep working on the current tab.

Advertising Summary

Pass Message

Fail Message

=

Include any special
advertising request
information.

Please list additional external advertising sources if different than standard advertising sources

Standard sources include: NG Employment Security Gommission & UNC General Administration

Thank you for wyour interest in this position.
The screening and selection process is
currently underway and will continue until a

successful candidate iz choszen. Should review
of your gualifications result in a deciszion to
pursue your candidacy, yvou will be contacted.

Thank you for your interest in this position.
Based on your responses to the guestions on
the employment application, you do not meet
the minimum gualifications for this position.
Please do not let this discourage you from

applying for other positions that interest you.

Save and Next buttons.

Save

Create New SHRA Posting from an Existing Posting — Position Funding

Information Tab

In the Budget Advisory Approval section of this tab, state what mission specific, essential, and / or key
objectives will not be met if the position is not filled. All recruitment of permanent EHRA and SHRA
positions that are funded in whole or in part by general state funds requires approval by the University’s
Budget Advisory Committee:

Editing Posting

& Posting Details

& Supplemental Questions
@ Applicant Documents
& Search Commitiee

& Ranking Criteria

& Posting Documents

Summary

Position Funding Infor..

Postings / SPA | Employee Relations Counselor (TLB10} {Draft) / Edit: Position Funding Information

Position Funding Information

¥ Check spelling [¥]

Required Information

Budget Advisory Approval

All recruitment of permanent EPA and SPA positions that are funded in whole or in part by gen
A&T's Budget Advisory Committee. To receive consideration of the Committee’s review proces
essential, and / or key objectives will not be met if the position is not filled.

Mission Specific,
Essential and/or Key
Objectives not Met
without position

Linc Butler, you have 0 messages. | Suparvisor |E| [+4

Save << Prev Next >>

legout

¢l

State what mission
specific, essential,
and/or key objectives
will not be met if
position is not filled.
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Funding Source information from prior posting will copy over into the fields in the Funding Source Details
section of this tab, and you can make edits as necessary. PLEASE NOTE: The annual amount budgeted must
support the hiring range indicated on the Posting Details Tab.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on

these forms:

1) FTVORGN- Provides a list of Org Codes
2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click [[EZES to move to the next tab:

Funding Source Details

must equal the requested salary.

below the last saved entry to enter a new funding source

State Appropriated
Funding / Non-State
Appropriated Funding

State Appropriated Funding Iz‘

If non-state, select

source of funding Please selact E

If other, designate
source

Budget Code 16070 (State) [+]

111111
Fund
Format: 6 digit number #HEHHE

11111

Org
Format: 5 digit number #HHHH
11111

Format: 5 digit number #HEE

Account

111
Program
Format: 3 digit number ###
Date Funds End
Annual Amount $45.000
Percentage of FTE 1.0

Remove Entry?

Add Funding Source Details Entry

Funding information
will be copied in from
the prior posting,
which you can edit as
necessary.

Indicate the funding source(s) for this position. Click on ‘Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down

Click here to add a funding source. If
the position has more than one funding
source, continue to click here until all
funding sources are entered.

IMPORANT NOTE:
Remember to click
“Save” after each
funding source is
entered.

Save << Prev Next >>

Create New SHRA Posting from an Existing Posting — Supplemental

Questions Tab

In the Supplemental Questions tab, you can identify screening questions related to an applicant’s
education and experience that must be answered as part of the application process. To add supplemental
guestions to your posting, click on the button labeled "Add a Question". A pop up section will appear
where you can add an existing question or submit a new one. Once done, click on thellEZ&3 button to

save changes and proceed to the next tab:
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Editing Posting

& Posting Details

Position Funding Infor.

(<

Supplemental Questions
Applicant Documents
Search Committee

Ranking Criteria

G e 6 ¢

Posting Documents

Summary

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 submit 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.

Submitting New Posting Questions: To submit a new guestion for review and approval, click on the button labeled "Add a Question”. When the
Awvailable Supplemental Questions box opens, click on the "Add a New One" link in the bottom right hand corner.

Assign Points or Disqualifying Responses: Click on the guestion 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 Supplemental Questions
Click to add supplemental
Position Required Category Questig . Status
questions.
Save << Prev

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. To add an
existing question, click the check box next to the question you wish to add.

Submitting New Posting Questions: To submit a new question for review and approval, click on the button
labeled "Add a Question". When the Available Supplemental Questions box opens, click on the "Add a
New One" link in the bottom right hand corner.

Add a Question

Available Supplemental Questions

Category: E| Keyword:

Add Category
[[1 Uncategorized

Experience

Education
Experience
Education
Education
Education
Experience

Education

5 5 I I Y O R

Experience

D@playing all 10

A Filter supplemental questions

by keyword or category.

Question

How did you hear about this employment opportunity?

Do you have at least one year of responsible payroll or financial and statistical record keeping
experience?

Do you have a high school diploma or equivalent?
Do you have HR experience?

Do you have a High School diploma?

Do you have a Master's Degree?

Do you have a Master's Degree?

How many years of Accounting experience do you have in a higher education setting?

Do you have a High School diploma? Click to submit a custom supplemental
Do you have at least 4 years of experience? | question for review and approval.

|

Click check box to add an

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

existing supplemental question. Click Submit when

finished Submit Cancel

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.
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Included Supplemental Questions
Position Required Category Question Status
1 Uncategorized Howr did you hear about this employment opportunity? active % ]
2 Experience Do you have at least one year of responsible payroll or financial and statistical record active X}
keeping experience?
3 Education Do you have a High Sch - active ©
4 Experience How many years of Acco ASSign pOintS to answers ication setting?  active (X}
I Fossible Answers: Predefined Options
. . Answer Pdints Disqualifying
Click to make questions 10
. Dyears
required. 2 1-3 years
3. 4-5 years
4. 5+ years
Reorder questions. Click to assign disqualifying answers.
Create New SHRA Posting from an Existing Posting — Applicant
Documents Tab
In the Applicant Documents tab, Applicant documents can be included in the application process by
selecting Included to make the documents optional and Required and Included to make the document(s)
mandatory to complete the application process. Documents attached by the applicant during the |
application process will be accessible for viewing during applicant review. Once done, click on the
button to save changes and proceed to the next tab:
Postings / SPA / Employee Relations Counselor (TLB10) (Draft) / Edit: Applicant Documents
B ) Click Included to make Click both Included and Required to
Editing Posting . . - . I .
uploading a document optional. make uploading a document required.
& Posting Details
& Position Funding Infor...
QOrder Name Included?  Required?
& Supplemental Questions
Applicant Documents 1 Resume
& Search Committee
& Ranking Criteria 2 Cover Letter
& Posting Documents
3 Curriculum Vitae
Summary
4 Teaching Philosophy
5 Letter Of Reference 1
6 Letter Of Reference 2
7 Letter Of Reference 3

Create New SHRA Posting from an Existing Posting — Search Committee
Tab

Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool,
reviewing their credentials, and recommending acceptable candidates to the hiring manager. Search
Committees can consist of University employees both internal and external to the hiring unit, as well as
individuals external to the University who represent key stakeholders.

In the Search Committee tab, you can assign search committee members who will have access to review
application information for a specific posting. Search committee members can view applications, applicant

documents, and evaluate / rank applicants based upon ranking criteria you establish as part of the posting.

Requests to add search committee members will be reviewed and approved by the Division of human
Resources (DHR) once the posting request is routed to DHR for approval. Upon DHR approving a searcH 10




committee member’s access, the search committee member will receive an e-mail notification with
instructions on how to access the online posting and related application information:

Postings / SPA /| Employee Relations Counselor (TLB10) (Draft) / Edit: Search Committee

Editing Posting Search Committee Save | [ <<Prev

& Posting Details
Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool, reviewing their credentials, and

& Position Funding Infor... recommending acceptable candidates to the hiring manager. Search Committees can consist of University employees both internal and external
to the hiring unit, as well as individuals external to the University who represent key stakeholders.

@ Supplemental Questions
Search Committee Members

& Applicant Documents

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

& Ranking Criteria
Search
& Posting Documents

summary Find a User to assign as a Search Committee Member.

First Name

Last Name To search for a pre-approved search

Email Address committee member, enter the name and
S click the Search button.

After searching for a pre-approved search committee member, click on the Add Member button to add
them to your search committee. You can also make a search committee member the chair of the search
committee by clicking on the check box next to “Make Member the Committee Chair”:

Search Committee Members

No Search Committee Members have been
Click the check box to assign the

search committee member as the

Search committee chair.

Find a User to assign as a Search Committee Me r.

Name Email Address Add Member
Lonnie Crotts emailaddress@zed.zed | Add Member | =] Make Member The Committee Chair

First Name Lonnie

Last Name Crotts Click the Add Member button to add
the search committee member you
Email Address searched for.
Search

To create an account for a new search committee member, enter in the committee member’s name,
current e-mail address, and desired username, then click on the Submit button:

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a

First Name
Last Name To create an account for a new
Email search committee member, complete
Username the fields and click submit. 111
Submit




If the requested search committee member is already an assigned user of the PeopleAdmin system, their
user account information will be displayed, and you can add them to your search committee by clicking on
the Add User button:

Matching User
Username ambraun
First Name Amy
Last Name Braun

Email emailaddress@zed zed
m‘;m“p Employee Click the Add User button to add the new
search committee member in a pending
Clear Matehing Users status. Access will be reviewed and
New Search Committee Member approved by DHR.
Request that someone be granted access to the systeny

Required fields are indicated with an asterisk (*)

Account Information

Please enter the following information to create an account for a new Search Committee Member.

- First Name Amy

- Last Name Braun

- Email ambrauni@ncat.edu
- Username ambraun

Save << Prev m

Create New SHRA Posting from an Existing Posting — Ranking Criteria Tab

Ranking Criteria can be used by search committees during the applicant review process to rank applicants
based upon job-related experience and education factors. This optional tool can be helpful in identifying
the most qualified candidates in an applicant pool. Ranking criteria are not presented to the applicant:

Home Postings Hiring Proposals | My Profile Help

Linc Butler, you have 0 messages. | Supervisor =] e i1ogout

Postings / SPA | Employee Relations Counselor (TLB10) (Draft) / Edit: Ranking Criteria

Editing Posting Ranking Criteria
@ Posting Details Ranking Criteria can be used used by search committees during the applicant review process to rank applicants based upon job-related
. experience and education factors. This optional tool can be helpful in identifying the most qualified candidates in an applicant pool. Ranking
@ Position Funding Infor.. criteria are not presented to the applicant
@ Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
- checking the box in the “Add” column or submit a new one fi ;
& Applicant Documenis . . L ) ) . Y
Submitting New Ranking Criteria: To submit a new ranking bd “Add a Criterion” When

@ Search Committee the Available Evaluative Criteria box opens, click on the “Adi CIICk to add ranking criteria.

Ranking Criteria Included Evaluative Criteria Add a Criterion
@ Posting Documents Category Description Weight Workflow State Status.

Summary
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To add ranking criteria, click on the button labeled “Add a Criterion”. A dialog box will appear where you
can add an existing criterion by checking the box in the “Add” column or submit a new one for approval. To
submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion,” then
click on the “Add a new one” link in the bottom right hand corner of the dialog box that opens.

Add a Ranking Criterion

Available Evaluative Criteria

Category: | Any E| Keyword: Search for ranking criteria by
Add Category Description keyword or category.

1 Uncategorized Rank Experience - 5 is the highest

Possible A :
pesibie AnsmErs Indicate the applicant workflow state

that allows an applicant to be ranked.

Bl
L STRYNIN

Applicant workflow state | Under Review by HR E‘

Click to submit a custom ranking

[] Uncategorized Please rate the candidates experience related to the job:
criterion for review and approval.

1 Uncategorized Teaching experience in a university

laying all 3

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

Click check box to add an

. . . L Click Submit when
existing ranking criterion.

finished.

Submit Cancel

4

Postings / SPA | Employee Relations Counselor (TLB10) (Draft) / Edit: Ranking Criteria
Editing Posting Ranking Criteria Click Save or Next to move
& Posting Details Ranking Criteria can be used used by search con to the next tab' licants based upan job-related
experience and education factors. This optional - — - ®dates in an applicant pool. Ranking
@ Position Funding Infor. . criteria are not presented to the applicant.
& Supplemental Questions Adding New Ranking Criteria: Click on the buttan labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
- checking the box in the “Add” column or submit a new one for approval
& Applicant Documents . . . . . , .
Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When
& Search Committee the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom right hand corner.
Ranking Criteria Included Evaluative Criteria
© Posting Documents Category Description Weight Workflow State Status
Summary Uncategorized Teaching experience in a university Under Revigw by active (%]
DeptiCommittee
Uncategorized Please rate the candidates experience related to the job Under Review by active (%)
Dept/Committee
Uncategorized Rank Experience - 5 is the highest Under Review by active Qo
Dept/Committee:
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Create New SHRA Posting from an Existing Posting — Posting
Documents Tab

The Posting Documents Tab allows you to upload documents as attachments that will route with the
posting request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

SWWH  Hiring Proposals | W'ProﬁleN

Linc Butler, you have 0 messages. | Supervisor IZ‘ < logout

Postings | SPA | Employee Relations Counselor (TLB10) (Draft) / Edit: Posting Documents

Editing Posting Posting Documents

& Posting Details To add a document to the posting, hover over the blue Action text link to the right of the document name
@ Position Funding Infor. Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are

Supplemental Questions supported as attachment include _doc, docx, pdf, rif, i - - e ———— s ——
v converted to .pdf for security . “ . ”
@ Applicant Documents PDF conversion must be completed for the document t CIICk Actions ’ then seIeCt Upload New’
@ Search Commitiee Document Type Name Statws  (Actions) Create New, or Choose Existing in order
© Ranking Criteria Marketing Plan Actonsr | | tO upload an attachment.

Posting Documents Print Ad Text Upload New

Create New -
Summary Choose Existing -Save -< Prav Nexl >
Complete this page by clicking
| on save and [ l

Create New SHRA Posting from an Existing Posting — Summary Tab

The Summary Tab allows you to perform a final review all of the posting information you’ve entered on
the previous tabs prior to sending the request to the next step in the approval workflow. Please review
the details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:

Postings | SPA | Employee Relations Counselor [TLE10) (Draff) / Summary

Posting: Employee Relations Counselor (TLB10) Take Action On Posting v
(SPA)  Edit _
Current Status: Draft See how Posting looks to Applicant
Fosition Type: SPA Crested by: Linc Bufler Print Preview (#pplicant View)
Section/Unit: VC for Human Cwmer: Linc Butler

Pres
Resources Print Preview

w

‘Summary History Settings Hiring Proposals. Associsted Position Descripfion

Please review the details of the posting carefully before continuing
To take the action, select the appropriate Workflow Action by hovering over the orange “Take Action on this Posting” bution. You may add a Comment to the posting and also add this posting to your Watch List. in the popup box that
appears. When you are ready to submit your posting, click on the Submit button on the popup box

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly fo the Posting Page to Edit. If a secfion has an orange icon with an exclamation peint, you will need to review
this section and make necessary comrections before moving to the next step in the workflow

& Posting Details  Edit

Click “Edit” to make edits to a tab.

Classification Information

If the details below are incorrect, please make the appropnaie Classficabon selechion using the “Classiication’ |ab on the Ieft side menu while modifying the Position

Human Resources Specislist

Blue Circle Check

11804

Classification Type B

Sy 526,708 - 555,108
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An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Summary Tab by clicking
on the link in the left column:

© Position Funding Information Edit

Click “Edit” to make edits to a tab.

Budget Advisory A

Orange Circle EPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T's Budget Advisory
deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Exclamation Point

Mission Specific, Essential
and/or Key Objectives not Met
without position

Test

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

@D | PeopleAdmin

NORTH CAROLINA

AT STATE UNIVERSITY Watch List APPLICANT TRACKING v

Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages.  Supervisor E‘ < logout

Postings / SPA/ Employee Relations Counselor (TLB10) (Draft) / Summary

WORKFLOW ACTIONS

(SPA)  Edit Click on “Take Action On Pending

Current Status: Draft Keep working on this Posting
Canceled (move to Canceled)

Send to Department Head (move to
Department Head)

oo _ Request”, then select “Send to
osition Type: SPA Creates
. " . ”
Secton/Unit: VC for Human omer) Department Head” to move the
request to the next step in the
approval workflow.

Posting: Employee Relations C H

Summary History Settings Hirin

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
and also add this posting to your Watch List_ in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you're ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

A

Add this pending request to your watc Adding the action to your Watch
list? List allows you to easily track and
monitor the action’s progress.

Submit Cancel

115



If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

@ "Fund” is required and All required fields must be set before transitioning. R

@) NORTH CAROLINA )
‘ (T STATE UNIVERSITY CICIES) | APPLICANT TRACKING v
e

-~ proposals | MyProfile  Help

Red bar indicating the required fields that Linc Butler, you have 0 messages. | Supervisor E‘ & logout
need to be completed before submitting the

request to the next step in the workflow.
T T STy BTy e ReTonS COtMSeTor TTEETo]
ri

SDAN Lot

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:
@ Posting was successfully transitioned

) HCAROLINA .
A&T STATE UNIVERSITY (TSI | APPLICANT TRACKING

Home Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor |z| & logout

Green confirmation bar indicating the Pending
Request was successfully transitioned and

added to your Watch List.

=1 (SPA)
Current Status: Department Head

4 See how Posting looks to Applicant

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New SHRA Posting from an Existing Posting - Saving to Return to a

Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”
Home Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. | Supervisor |z| € logout

Postings / EPA / Employee Relations Counselor (TLB10) (Draft) / Summary

Posting: Employee Relations Counselor (TLB10)

(EPA)  Edit WORKFLOW ACTIONS

Current Status: Draft ‘ Keep working on this Posting
Position Type: EPA Created by: Linc Butler Canceled (move to Canceled)
Section/Unit: VC for Human Owner: Linc Butler Send to Department Head (move to

Resources Department Head)

Summary History Settings Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing
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4) Add any Comments into the window that opens (below) as notes to yourself, if desired.
5) Click “Submit”

Take Action

Keep working on this Posting

Comments (optional)
| - ﬁ Enter comments if desired.

-

Add this posting to your watch list?

Submit when complete. H Submit Cancel

The Posting can be located when you log into the Applicant Tracking module again as the same User
Type you used to begin the action. Hover your cursor over the Postings tab and click on “SHRA” You will
then return to the SHRA Postings view, which provides a list of all postings based on your active user
type, from which you can search for and select this posting and continue.

Create New SHRA Posting - Create from Position Description

Select Create from Position Description if you wish to create a posting using information from a position
description that has previously been approved in the PeopleAdmin system.

PLEASE NOTE: If the position classification and/or the position description details have changed, you must
start a Modify Position action in the Position Management module prior to posting the position.

Choosing the Create from Position Description option copies information from an existing position
description into a new posting:

} Create New x

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_

Copies in most of the information from a position description.
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After clicking on Create from Position Description, you will be taken to the SHRA Position Descriptions
view, where you can search position descriptions by any number of criteria, including but not limited to
position title, posting number, position number, department name, or supervisor name. Searches are
fully customizable by position attributes, and you can save custom searches for use again later. If you
need assistance in finding the desired position description, please contact the Classification and
Compensation Analyst in the Division of Human Resources:

. @D | PeopleAdmin
@,\uum(.u«m N

A
AST STATE UNIVERSITY (EEYED) | APPLICANT TRAGKING

[IRY  Hiring Proposals | MyProfie  Help = \

Supervisor [¥] ¢ togout

Postings / SPA | Create from Position Description ACtIve u se r ty pe I s
N . Supervisor.
SPA Position Descriptions
' linsmalJoscsbos Searches are customizable by
Add Column: [ Add Colurmn 53] aye .
position attributes and can be
saved for later use.
First Name: | | . d
Actions drop
List of current / pending down menu.
a 5E'I"'I!¥'£E e
= ved Search: "SPA Position criptions™ (21 llems Found
2 Next —
‘Working Position Title Position Number Employee First Name Employee Last Name Position/Classification Title Department Supervisor Status. (Actions)
‘Administrative Support Spec. 000018 Belinda Macklin ‘Administrative Support Spec HR Systems. AsstVC-Human Resources (Linc Butler) Active Actionsv
Human Resources Specialist 000025 Ester Jones Human Resources Specialist Benefits Human Resources Consultant (Nanita Cole) Active Actionsv
Human Resources Specialist LCO0040 Lonnie Crotts Human Resources Consultant Recruitment and Retention ‘Asst VC-Human Resources (Linc Butier) Active Actionsv
Human Resources Consultant 000051 Amy Braun Human Resources Consultant Classification & Compensation ‘AsstVC-Human Resources (Linc Butler) Active Actionsv
Human Resources Specialist 000066 Linda Smith ‘Human Resources Specialist Student & Foreign National Employment Human Resources Specialist (Penelope Smith) Active Actionsw.

Once you locate the position description you wish to create from, you can select it by moving your cursor

over that position description’s corresponding drop down menu located in the far right column
and clicking on Create From. This drop down menu will also give you the option of View if you wish to
view the information associated with a particular position description prior to selecting Create From:

Arctions
ey
T Create From

Click here

By clicking Create From, the New Posting form will appear. This is where you can update the working
title of the position for the purpose of posting, and view Organizational Unit information to confirm
accuracy. You can also provide Special Offline Application Instructions in the field provided if
necessary. Once all information is entered and confirmed on the New Posting page, click on the orange

button to begin updating posting information:
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http://www.ncat.edu/hr/division-directory/index.html
http://www.ncat.edu/hr/division-directory/index.html

Home |TLQUQ] HirngProposals | MyProfie  Help

Linc Butler, you have 0 messages. | Supervisor & logout
; Create new
1 NewPosting R
posting button.
Working Title * Employee Relations Counselor (TLB9)
Organizational Unit
piisioniSchooliCollege V for Human Resources Confirm Organizational Unit
Department V for Human Resourose information.
Section/Unit * WVC for Human Resources
Online Applications
Accept online applications?
Special offline application instructions I ncl ude Special
offline application Create new
instructions if posting button
necessary.

After clicking on the “Create New Posting” button, you will then be taken to the Posting Details tab, the
first information tab that must be completed before the new SHRA Posting can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Posting page in the far left-hand
column of the page, and the tab you are actively editing will appear in the list in bold black letters while
tdlbstivilt appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the [EES&a button located in both the top and bottom right corners of
the page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the new SHRA Posting can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields:

D | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY Watch List APPLICANT TRACKING ¥
H Postings Hiring Proposals Profile Hel,
Tab list e GLIES v E
Linc Butler, you have 0 messages. | Supervisor E C  logout

Postings|liSPA | Employee Relations Counselor (TLB10) (Draft) / Edit: Posting Details

Editing Fosting Posting Detalls Save and Next buttons H

Posting Details

¥ Check spelling [+]
Position Funding Infor.

N To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu
Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting
Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left

Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

Search Committee * Required Information

Ranking Criteria Classification Information

¢ ¢ e 0 ¢ ¢

Posting Documents If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the left side

Summary menu while modifying the Position.

Position/Classification

Title Human Resources Specialist

Job Code 11804

Blue Check Circle

Cl: ificatinn Tuna PA
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Create New SHRA Posting from a Position Description — Posting Details
Tab

Since you are creating a new SHRA Posting from an approved position description, many of the fields
will already be filled in with information copied from the position description. Follow the instructions
at the top of the page to complete any remaining required fields, then clEEg: button to save

Editing Posting Posting Details

changes and navigate to the next tab:
Save and Next buttons. H e

To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu. Proceed through all sections completing all necessary information. To submit the
Paosting to Human Resources, you must go to the Posting Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left navigation menu. Once a
summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

Posting Details

¥ Check spelling [+]

© Position Funding Infor.
© Supplemental Questions

© Applicant Documents
Required Information

@ Search Committee

© Ranking Criteria Classification Information

If the details below are incorrect, please make the appropriate Classification selection using the "Clas:

© Posting Documents
Position/Classification

summeny e e S Fields from the approved position description
Job Code 11804
ClssiicatonType 94 will be copied in to your new posting.

Salary Range $29,709 - 358,106
Hiring Range
Contbutng Referonce g3 35, Enter a hiring range if desired.
Journey Market Rate $46,107
Advﬂnce&!a'R:lerEnce $52.101

Minimum
Experience/Education

Bachelor's degree; or an equivalent combination of training and experience.
Al degrees must be received from appropriately accredited institutions

Enter preferred years of experience, skills,

' ﬁ training and education.

Test

Preferred Years
Experience, Skills,

Training, Education

) T A Click to view Competency Profile.
sp.state.nc.us/Guide/CompWebSite/Profiles'HR%20S pecialist%20Profile. pd

Competency Profile htp: e
Position Overview
Pri P f .- . e
Y it ¢ Test Position Overview and Key Responsibilities
and Related Competencies: Continue to
Primary Functionof enter posting information into any empty
Organizational Unit fields as needed.
Work Hours: From
[time] to [time] on [days  M-f 8-5pm

of week]
Key Responsibilities and Related Competencies

Required Competency  Applied Knowledge - HR Program and Crganization

Description

Required Competency

Description

Required Competency

Description

Performs X, Y, and Z.

Customer Service

Performs A, B, and C.

Communication - Verbal\Written

Performs H.
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Position Information

Working Title Employee Relations Counselor (TLB10) . . ;
Position Information: Continue to
Competency Level - Jourey enter posting information into any
Position Number TLB10 empty fields as needed.
JCAT 12345
Approved Salary 545,000

Salary Grade Equivalent

FLSA Exempt
Appointment Type Permanent - Full-time
FTE
If Time Limited,
Appointment Length If time limited, please indicate budget end date. If funded from more than one fund, indicate earliest end date. This field cannot be

left blank if the "Time Limited" field above is checked selected.”

You can indicate other users you would like to have Supervisor and / or Applicant Reviewer access to the
posting by searching for their name in the Supervisor and Applicant Reviewer fields. Indicate the proposed
Open Date and Close Date, which will define the number of days applicants can view and apply for the
posting. The minimum allowable posting period for SHRA positions is five (5) calendar days. Select the
appropriate Fast Find category for the posting to ensure it is included in the correct pre-defined search
when an applicant clicks on the corresponding Fast Find button through the applicant portal. Choices are
Administrators and Research, Faculty, Post Doctoral, Temporary Staff, and Staff. For SHRA positions, the
appropriate Fast Find selection is “Staff”:

Posting Detail Information Supervisor
and / or
Supervisor I [ This fiekd is required Applicant
is field is require — Reviewer
. ) access to the
Applicant Reviewer I ] This field is required.— posting.
Posting Number
Open Date I:I This field is required. Minimum allowable posting
Close Date I:I This field is requirad. period is five (5) calendar days.

Special Instructions to
Applicant

Select the most appropriate Fast
Find category for the posting.

Fast Find Information [ Please select |E|] This field is required.
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Include details regarding any special advertising requests, such as posting the position on additional job
posting websites or in specific print media outlets, in the Advertising Summary field. A link to the job
posting on the North Carolina A&T State University applicant portal will be included in any special
advertising. The Pass Message and Fail Message fields contain template notifications that will be sent to
applicants who are screened out of the posting through Supplemental Questions. Once all fields on the
Posting Details Tab are complete, click the button to save your changes and move to the next tab.
You can also click the “Save” button if you wish to save your changes and keep working on the current tab.

Advertising Summary

Pass Message

Fail Message

=

Include any special
advertising request
information.

Please list additional external advertising sources if different than standard advertising sources

Standard sources include: NG Employment Security Gommission & UNC General Administration

Thank you for wyour interest in this position.
The screening and selection process is
currently underway and will continue until a

successful candidate iz choszen. Should review
of your gualifications result in a deciszion to
pursue your candidacy, yvou will be contacted.

Thank you for your interest in this position.
Based on your responses to the guestions on
the employment application, you do not meet
the minimum gualifications for this position.
Please do not let this discourage you from

applying for other positions that interest you.

Save and Next buttons.

Save

Create New SHRA Posting from a Position Description — Position Funding

Information Tab

In the Budget Advisory Approval section of this tab, state what mission specific, essential, and / or key
objectives will not be met if the position is not filled. All recruitment of permanent EHRA and SHRA
positions that are funded in whole or in part by general state funds requires approval by the University’s
Budget Advisory Committee:

Editing Posting

@ Posting Details

© Supplemental Questions

Applicant Documents

[ <

Search Committee
@ Ranking Criteria
@ Posting Documents

Summary

Postings / SPA / Employee Relations Counselor (TLB10) (Draft) / Edit: Position Funding Information

Position Funding Information

¥ Check spelling [+]

Required Information

Position Funding Infor...

Budget Advisory Approval

All recruitment of permanent EPA and SPA positions that are funded in whole or in part by gend
A&T’s Budget Advisary Committee. To receive consideration of the Commitiee’s review procesq
essential, and / or key objectives will not be met if the position is not filled.

Mission Specific,
Essential and/or Key
Objectives not Met
without position

Linc Butler, you have 0 messages. | Supervisor E ¢

Save << Prev Next =>

logout

)

State what mission
specific, essential,
and/or key objectives
will not be met if
position is not filled.
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Funding Source information from prior posting will copy over into the fields in the Funding Source Details
section of this tab, and you can make edits as necessary. PLEASE NOTE: The annual amount budgeted must
support the hiring range indicated on the Posting Details Tab.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on

these forms:

1) FTVORGN- Provides a list of Org Codes
2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click [[EZES to move to the next tab:

Funding Source Details

must equal the requested salary.

below the last saved entry to enter a new funding source

State Appropriated
Funding / Non-State
Appropriated Funding

State Appropriated Funding Iz‘

If non-state, select

source of funding Please selact E

If other, designate
source

Budget Code 16070 (State) [+]

111111
Fund
Format: 6 digit number #HEHHE

11111

Org
Format: 5 digit number #HHHH
11111

Format: 5 digit number #HEE

Account

111
Program
Format: 3 digit number ###
Date Funds End
Annual Amount $45.000
Percentage of FTE 1.0

Remove Entry?

Add Funding Source Details Entry

Funding information
will be copied in from
the prior posting,
which you can edit as
necessary.

Indicate the funding source(s) for this position. Click on ‘Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down

Click here to add a funding source. If
the position has more than one funding
source, continue to click here until all
funding sources are entered.

IMPORANT NOTE:
Remember to click
“Save” after each
funding source is
entered.

Save << Prev Next >>

Create New SHRA Posting from a Position Description — Supplemental

Questions Tab

In the Supplemental Questions tab, you can identify screening questions related to an applicant’s
education and experience that must be answered as part of the application process. To add supplemental
guestions to your posting, click on the button labeled "Add a Question". A pop up section will appear
where you can add an existing question or submit a new one. Once done, click on thellEZ&3 button to

save changes and proceed to the next tab:
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Editing Posting

& Posting Details

Position Funding Infor.

(<

Supplemental Questions
Applicant Documents
Search Committee

Ranking Criteria

G e 6 ¢

Posting Documents

Summary

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 submit 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.

Submitting New Posting Questions: To submit a new guestion for review and approval, click on the button labeled "Add a Question”. When the
Awvailable Supplemental Questions box opens, click on the "Add a New One" link in the bottom right hand corner.

Assign Points or Disqualifying Responses: Click on the guestion 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 Supplemental Questions
Click to add supplemental
Position Required Category Questig . Status
questions.
Save << Prev

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. To add an
existing question, click the check box next to the question you wish to add.

Submitting New Posting Questions: To submit a new question for review and approval, click on the button
labeled "Add a Question". When the Available Supplemental Questions box opens, click on the "Add a
New One" link in the bottom right hand corner.

Add a Question

Available Supplemental Questions

Category: [ESI=] Keyword:

Add Category
[[] Uncategorized

Experience

Education
Experience
Education
Education
Education
Experience

Education

OO0 0@ OEOEOa O

Experience

D@playing all 10

Questio by keyword or category.
ueston

Filter supplemental questions

How did you hear about this employment opportunity?

Do you have at least one year of responsible payroll or financial and statistical record keeping
experience?

Do you have a high school diploma or equivalent?
Do you have HR. experience?

Do you have a High School diploma?

Do you have a Master's Degree?

Do you have a Master's Degree?

How many years of Accounting experience do you have in a higher education setting?

Do you have a High School diploma? Click to submit a custom supplemental
Do you have at least 4 years of experience? | question for review and approval.

Click check box to add an

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

existing supplemental question. Click Submit when

finished. Submit Cancel

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. 124



Included Supplemental Questions
Position Required Category Question Status
1 Uncategorized Howr did you hear about this employment opportunity? active % ]
2 Experience Do you have at least one year of responsible payroll or financial and statistical record active X}
keeping experience?
3 Education Do you have a High Sch - active ©
4 Experience How many years of Acco ASSign pOintS to answers ication setting?  active (X}
I Fossible Answers: Predefined Options
. . Answer Pdints Disqualifying
Click to make questions 10
. Dyears
required. 2 1-3 years
3. 4-5 years
4. 5+ years
Reorder questions. Click to assign disqualifying answers.
Create New SHRA Posting from a Position Description — Applicant
Documents Tab
In the Applicant Documents tab, Applicant documents can be included in the application process by
selecting Included to make the documents optional and Required and Included to make the document(s)
mandatory to complete the application process. Documents attached by the applicant during the |
application process will be accessible for viewing during applicant review. Once done, click on the
button to save changes and proceed to the next tab:
Postings / SPA / Employee Relations Counselor (TLB10) (Draft) / Edit: Applicant Documents
B ) Click Included to make Click both Included and Required to
Editing Posting . . - . I .
uploading a document optional. make uploading a document required.
& Posting Details
& Position Funding Infor...
QOrder Name Included?  Required?
& Supplemental Questions
Applicant Documents 1 Resume
& Search Committee
© Ranking Criteria 2 Cover Letter
& Posting Documents
3 Curriculum Vitae
Summary
4 Teaching Philosophy
5 Letter Of Reference 1
6 Letter Of Reference 2
7 Letter Of Reference 3

Create New SHRA Posting from a Position Description — Search
Committee Tab

Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool,
reviewing their credentials, and recommending acceptable candidates to the hiring manager. Search
Committees can consist of University employees both internal and external to the hiring unit, as well as
individuals external to the University who represent key stakeholders.

In the Search Committee tab, you can assign search committee members who will have access to review

application information for a specific posting. Search committee members can view applications, applicant
documents, and evaluate / rank applicants based upon ranking criteria you establish as part of the posting.

Requests to add search committee members will be reviewed and approved by the Division of human
Resources (DHR) once the posting request is routed to DHR for approval. Upon DHR approving a searcH?®




committee member’s access, the search committee member will receive an e-mail notification with
instructions on how to access the online posting and related application information:

Postings / SPA /| Employee Relations Counselor (TLB10) (Draft) / Edit: Search Committee

Editing Posting Search Committee Save | [ <<Prev

& Posting Details
Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool, reviewing their credentials, and

& Position Funding Infor... recommending acceptable candidates to the hiring manager. Search Committees can consist of University employees both internal and external
to the hiring unit, as well as individuals external to the University who represent key stakeholders.

@ Supplemental Questions
Search Committee Members

& Applicant Documents

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

& Ranking Criteria
Search
& Posting Documents

summary Find a User to assign as a Search Committee Member.

First Name

Last Name To search for a pre-approved search

Email Address committee member, enter the name and
S click the Search button.

After searching for a pre-approved search committee member, click on the Add Member button to add
them to your search committee. You can also make a search committee member the chair of the search
committee by clicking on the check box next to “Make Member the Committee Chair”:

Search Committee Members

No Search Committee Members have been
Click the check box to assign the

search committee member as the

Search committee chair.

Find a User to assign as a Search Committee Me r.

Name Email Address Add Member
Lonnie Crotts emailaddress@zed.zed | Add Member | =] Make Member The Committee Chair

First Name Lonnie

Last Name Crotts Click the Add Member button to add
the search committee member you
Email Address searched for.
Search

To create an account for a new search committee member, enter in the committee member’s name,
current e-mail address, and desired username, then click on the Submit button:

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a

First Name
Last Name To create an account for a new
Email search committee member, complete

Username the fields and click submit. 196
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If the requested search committee member is already an assigned user of the PeopleAdmin system, their
user account information will be displayed, and you can add them to your search committee by clicking on
the Add User button:

Matching User
Username ambraun
First Name Amy
Last Name Braun

Email emailaddress@zed zed
m‘;m“p Employee Click the Add User button to add the new
search committee member in a pending
Clear Matehing Users status. Access will be reviewed and

New Search Committee Member

approved by DHR.

Request that someone be granted access to the systeny

Required fields are indicated with an asterisk (*)

Account Information

Please enter the following information to create an account for a new Search Committee Member.

- First Name Amy

- Last Name Braun

- Email ambrauni@ncat.edu
- Username ambraun

Save << Prev m

Create New SHRA Posting from a Position Description — Ranking
Criteria Tab

Ranking Criteria can be used by search committees during the applicant review process to rank applicants
based upon job-related experience and education factors. This optional tool can be helpful in identifying
the most qualified candidates in an applicant pool. Ranking criteria are not presented to the applicant:

Postings Hiring Proposals 1 My’PmﬁM

Linc Butler, you have 0 messages. | Supervisor & logout
Postings /| SPA | Employee Relations Counselor (TLB10) (Draft) / Edit: Ranking Criteria
Editing Posting Ranking Criteria
@ Posting Details Ranking Criteria can be used used by search committees during the applicant review process to rank applicants based upon job-related
experience and education factors. This optional tool can be helpful in identifying the most qualified candidates in an applicant pool. Ranking
@ Position Funding Infor. criteria are not presented to the applicant
& Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
. checking the box in the “Add” column or submit a new one for approval
& Applicant Documents . R B B ~ ~
Submitting New Ranking Criteria: To submit a new ranking g = - ki ihabtiandabaled “Add a Criterion”. When
& Search Committee the Available Evaluative Criteria box opens, click on the “As
Ranking Criteria Included Evaluative Criteria . . . .
< . Click to add ranking criteria.
& Posting Documents Category Description Status.
Summary
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To add ranking criteria, click on the button labeled “Add a Criterion”. A dialog box will appear where you
can add an existing criterion by checking the box in the “Add” column or submit a new one for approval. To
submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion,” then
click on the “Add a new one” link in the bottom right hand corner of the dialog box that opens:

Add a Ranking Criterion

Available Evaluative Criteria

Category: | Any E| Keyword: Search for ranking criteria by
Add Category Description keyword or category.
[ Uncategorized Rank Experience - 5 is the highest

Possible Answers: Indicate the applicant workflow state

that allows an applicant to be ranked.

Ll e
LW SRy NN

Applicant workflow state | Under Review by HR E|

1 Uncategorized Please rate the candidates experience related to th Click to submit a custom ranking

[] Uncategorized Teaching experience in a university criterion for review and approvaL

D@playing all 3

Can't find the one you want? Add a new one
Click check box to add an

existing ranking criterion. Click Submit when
finished. 4

Submit Cancel

Postings / SPA / Employee Relations Counselor (TLB10} (Draft) / Edit: Ranking Criteria

Editing Posting Ranking Criteria Click Save or Next to move
& Posting Details Ranking Criteria can be used used by search con] to the next tab' licants based upon job-related
. : experience and education factors. This optional t - — - wdates in an applicant pool. Ranking
@ Position Funding Infor. criteria are not presented to the applicant
& Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
5 checking the box in the “Add” column or submit a new one for approval.
@ Applicant Documents » ) o ] ) o ) _ . L
Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When
& Search Committee the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom right hand corner.
Ranking Criteria Included Evaluative Criteria
© Posting Documents Category Description Weight Workflow State Status
Summary Uncategorized Teaching experience in a university Under Revigw by active (%)
Dept/Committee
Uncategorized Please rate the candidates experience related to the job Under Review by active o
Dept/Committee:
Uncategorized Rank Experience - 5 is the highest Under Review by active (%]
DeptiCommittee
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Create New SHRA Posting from a Position Description —
Posting Documents Tab

The Posting Documents Tab allows you to upload documents as attachments that will route with the
posting request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be

valid when applicable:
| W_PTOE'EN

Linc Butler, you have 0 messages.

Hiring Proposals

Postings

Supervisor [*] ¢ 1ogout

Postings | SPA | Employee Relations Counselor (TLB10) (Draft) / Edit: Posting Documents

Editing Posting Posting Documents

Posting Details

V] To add a document to the posting, hover over the blue Action text link to the right of the document name
@ Position Funding Infor. Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are
5 | tal ) supported as attachment include doc, docx, pdf, rif, | ——— - - il e b
@ Supplemental Questions converted to .pdf for security CI, k "A t_ » th | t U | d N
@ Applicant Documents PDF conversion must be completed for the document t Ic ctions”, en selec ploa ew,
@ Search Commitiee Document Type Name Statws  (Actions) Create New, or Choose Existing in order
© Rarking Criteria Marksting Plan Actions _ to upload an attachment.
Posting Documents Print Ad Text Upload New
Create New

Summary Choose Existing

| Complete this page by clicking

| on Save and [ l

Create New SHRA Posting from a Position Description — Summary Tab

The Summary Tab allows you to perform a final review all of the posting information you’ve entered on
the previous tabs prior to sending the request to the next step in the approval workflow. Please review
the details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:

Postings | SPA | Employee Relations Counselor [TLE10) (Draff) / Summary

Posting: Employee Relations Counselor (TLB10) Take Action
(SPA)  Edit

Current Status: Draft

On Posting v

Ses how Fosting looks to Applicant
Fosition Type: SPA Print Preview (Applicant View)
Section/Unit: VC for Human
Resources

Crested by: Linc Butler

Cwner: Linc Butler Print Preview

w

‘Summary History Settings Hiring Proposals. Associsted Position Descripfion

Please review the details of the posting carefully before continuing
To take the action, select the appropriate Workflow Action by hovering over the orange “Take Action on this Posting” bution. You may add a Comment to the posting and also add this posting to your Watch List. in the popup box that
appears. When you are ready to submit your posting, click on the Submit button on the popup box

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly fo the Posting Page to Edit. If a secfion has an orange icon with an exclamation peint, you will need to review
this section and make necessary comrections before moving to the next step in the workflow

& Posting Details  Edit

Click “Edit” to make edits to a tab.

Classification Information

If the details below are incorrect, please make the appropnaie Classficabon selechion using the “Classiication’ |ab on the Ieft side menu while modifying the Position

Human Resources Specislist

Blue Circle Check

11804

Classification Type B

Sy 526,708 - 555,108
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An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Summary Tab by clicking
on the link in the left column:

© Position Funding Information Edit

Click “Edit” to make edits to a tab.

Budget Advisory A

Orange Circle EPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T's Budget Advisory
deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Exclamation Point

Mission Specific, Essential
and/or Key Objectives not Met
without position

Test

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

@D | PeopleAdmin

NORTH CAROLINA

AT STATE UNIVERSITY Watch List APPLICANT TRACKING v

Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages.  Supervisor E‘ < logout

Postings / SPA/ Employee Relations Counselor (TLB10) (Draft) / Summary

Posting: Employee Relations C H

(SPA)  Edit Click on “Take Action On Pending VSRKFLOW ACTIONS

Current Status: Draft ” «“ Keep working on this Posting

Positi . Request ’ then Select Send tO Canceled (move to Canceled)
ﬂSIan TYPE SPA Create Send to Department Head (move to
SectonUritUC for Human owmer|  Department Head” to move the | gl

request to the next step in the
approval workflow.

Summary History Settings Hirin

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
and also add this posting to your Watch List_ in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments {optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

Add this pending request to your watch Adding the action to your Watch
list? . .

List allows you to easily track and
monitor the action’s progress.

Submit Cancel
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If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

@ "Fund” is required and All required fields must be set before transitioning. R

@) NORTH CAROLINA )
‘ (T STATE UNIVERSITY CICIES) | APPLICANT TRACKING v
e

-~ proposals | MyProfile  Help

Red bar indicating the required fields that Linc Butler, you have 0 messages. | Supervisor E‘ & logout
need to be completed before submitting the

request to the next step in the workflow.
T T OSTy EMpTOy e ReTonS COMMSETor [ TCETo7
ri

SRAL e _

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:
@ Posting was successfully transitioned

) HCAROLINA .
A&T STATE UNIVERSITY (TSI | APPLICANT TRACKING v

Home Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor |z| & logout

Green confirmation bar indicating the Pending
Request was successfully transitioned and

added to your Watch List.

=1 (SPA)
Current Status: Department Head

4 See how Posting looks to Applicant

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New SHRA Posting from a Position Description - Saving to
Return to a Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”
Home Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. | Supervisor |z| ¢ logout

Postings / EPA/ Employee Relations Counselor (TLB10) (Draft) / Summary

Posting: Employee Relations Counselor (TLB10)

(EPA)  Edit WORKFLOW ACTIONS
Current Status: Draft ‘ Keep working on this Posting
Position Type: EPA Created by: Linc Butler Canceled (move to Canceled)

Send to Department Head (move to

Section/Unit: VC for Human Qwner: Linc Butler Department Head)

Resources

Summary History Settings Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing.
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4) Add any Comments into the window that opens (below) as notes to yourself, if desired.
5) Click “Submit”

Take Action

Keep working on this Posting

Comments (optional)
| - ﬁ Enter comments if desired.

-

Add this posting to your watch list?

Submit when complete. H Submit Cancel

The Posting can be located when you log into the Applicant Tracking module again as the same User
Type you used to begin the action. Hover your cursor over the Postings tab and click on “SHRA” You will
then return to the SHRA Postings view, which provides a list of all postings based on your active user
type, from which you can search for and select this posting and continue.

Create New EHRA Posting

To initiate a Create New EHRA Posting request, hover your cursor over the Postings tab and click on
“EHRA”, or click on the Create New EHRA Posting link located in the Shortcuts menu to the right of your

D | PeopleAdmin
NORTH CAROLINA
A&T STATE UNIVERSITY [T | APPLICANT TRACKING ¥

Home Postings Hiring Proposals | My Profile Help

SPA Linc Butler, you have 0 |Supervisor |E| & logout
"l Hover cursor over Postings H EPA

tab and click on EHRA. Post Doctoral

Welcome to your Online Recruitment and Position Management System

Shortcut:
£ InbOX (14 items need your attention) . oreuts
Or C|ICk on create NEW EHRA Create New SPA Posting
Displaying items for group "Supervisor”. N o Create New EPA Posting
POStlng in the ShortCUtS menu. Create New Post Doctoral Posting
Postings (3) Hiring Proposals (0)  Pending Requests (10+)  Spe
Job Title Type Current State Owner
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You will then be taken to the EHRA Postings view, which provides a list of all current/pending EHRA
postings initiated based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Current / pending postings for positions that are direct reports to the Supervisor
only.
Department Head Current / pending postings for all positions that report to the department the
Department Head is assigned to.
Dean / Vice Current / pending postings for all positions within the School, College, or Division
Chancellor the Dean / Vice Chancellor is assigned to.

In the EHRA Postings view, you can search postings by any number of criteria, including but not limited
to position title, posting number, position number, department name, supervisor name, or workflow
state. Searches are fully customizable by position and posting attributes, and you can save custom
searches for use again later:

NORTHCAROLINA €D | PeopleAdmin

AST STATE UNIVERSITY (B | ArrucanT TRAGKNG ¥

Hiring Proposals | MyProfle  Help

—— Active user type is R
£pA Posiings Supervisor.
- — e o Searches are customizable by
— e position attributes and can be
s J saved for later use.
List of current / pending —

EHRA postings by active

USETType:
Adhoc S Al Postings o
~ rch: “All Postings™ (25 liems Found)

Posting Number Active Applications Workflow State
Drst

Orst

Drst

Drst

Posted

Drst

Ciosed

OEOoOoO0O0EiE

Orst

To initiate the request, click on the orange Create New Position Description button located on the top
right of the screen just below the grey bar:

D | PeopleAdmin

Watch List APPLICANT TRACKING v

Postings Hiring Proposals | My Profile Help

Linc Butler, you have 0 messages. | Supervisor [*] ¢ 1ogout

Click here to initiate a Create h

New Posting request.

Search More search onfion
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You will then see the Create New menu, asking what you would like to use to create the new posting:

Create New x

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

Create from Posting Click here to Create New Posting from

Uses an existing posting as a template and automaticall] an existing posting.
information

Create from Position Description Click here to Create New Posting from
Copies in most of the information from a position description an approved position description.

A4

Create New EHRA Posting — Create from Posting

Select Create from Posting if you have previously posted a position in the PeopleAdmin system and wish to

post a position using the same or similar information from that prior posting.

PLEASE NOTE: If the position classification and/or the position description details have changed, you must
start a Modify Position action in the Position Management module prior to posting the position.

Choosing the Create from Posting option copies information from an existing posting into a new posting:

Create New b 4

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

Copies in most of the information from a position description

4

After clicking on Create from Posting, you will be taken to the EHRA Postings view, where you can
search postings by any number of criteria, including but not limited to position title, posting number,
position number, department name, supervisor name, or workflow state. Searches are fully
customizable by position and posting attributes, and you can save custom searches for use again later.
If you need assistance in finding the desired posting, please contact a Recruitment Coordinator in the
Division of Human Resources:
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" CZD | PeopleAdmin
NORTHCAROLINA
AST SIATE UNIVERSITY APPLICANT TRAGKING ™

Home [EIEUMN  hiring Proposals | MyProfle  Help

Active user type is
Supervisor.

Postings | EPA

EPA Postings

DI 7“ == E’ Searches are customizable by
position attributes and can be
saved for later use.

VE for Human Resources

Department:

Actions drop
down menu.

]I —

List of current / pending

EHRA postings by active
Adhoc S usm' o

Pasting Numbsr Active Applications Workflow State
Orat

o

orat

Orat

Postas

Drst

Ciosed

OEOoOoO0O0EiE

Classfiestion & Compansaton Orst

Once you locate the posting you wish to create from, you can select it by moving your cursor over

that posting’s corresponding drop down menu located in the far right column and clicking on
Create From. This drop down menu will also give you the option of View Posting if you wish to view
the information associated with a particular posting prior to selecting Create From:

{Actions)

Actions
GEMERAL

View Posting

_ Create From

By clicking Create From, the New Posting form will appear. This is where you can update the working
title of the position for the purpose of posting, and view Organizational Unit information to confirm
accuracy. You can also provide Special Offline Application Instructions in the field provided if
necessary. Once all information is entered and confirmed on the New Posting page, click on the orange

button to begin updating posting information:
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(PN Hiring Proposals | MyProfle  Help

Linc Butler, you have 0 messages. | Supervisor ¢ logout
| NewPosting Create new h
- posting button.
Position Title Assistant Director for HR Systems
Organizational Unit . . . .
Division/SchoolCollege - o e Confirm Organizational Unit
information.
Department VC for Human Resources
Section/Unit VC for Human Resources
Online Applications
Accept online applications?
Special offline application instructions Include special
offline application Create new
instructions if posting button.
necessary.
Creata New Posting -Cancel

Create New EHRA Posting from an Existing Posting — Edit Posting

After clicking on the “Create New Posting” button, you will then be taken to the Posting Details tab, the
first information tab that must be completed before the new EHRA Posting can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Posting page in the far left-hand
column of the page, and the tab you are actively editing will appear in the list in bold black letters while
tdlostivéll appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the button located in both the top and bottom right corners of
the page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the new EHRA Posting can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields:

Tab list [ Hiring Proposals - i.'ﬁ_ﬁom

Linc Butler, you have 0 messages. | Supervisor E‘ & logout
Postings / A / Assistant Director for HR Systems (Draft) / Edit: Posting Details
Editing Posting Posting Details [Nl Nex:>> |
Save and Next buttons.
Posting Details "
- - % Check spelling [+]
@ Position Funding Infor...
- To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu

@ Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to the next approval step, you must go to the Posting

Aooli D t Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left
@ Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.
© References/Letters of . * Required Information
© Search Commitiee Classification Information
& Ranking Crit . . - . . - ) .
@ Fanking Lriena HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the
@ Posting Documents left side menu while modifying the Position.

Summary Positiom‘%ﬁ:sificalion Assistant Director

Job Code 82229
. Classification T EPA
Blue Check Circle asstiication Type . i .
| | This ield s recuired Required fields are in RED.
Salary Range -
Enter salary to be advertised amount or a descripfion such as "col surate with education and expenence” 190




Create New EHRA Posting from an Existing Posting — Posting Details Tab

Since you are creating a new EHRA Posting from an existing one, many of the fields will already be filled
in with information copied from the existing posting. Follow the instructions at the top of the page to

complete any remaining required fields, thelizaeahe

next tab:

button to save changes and navigate to the

Editing Posting

Posting Details
@ Position Funding Infor..

Supplemental Questions

(<

Applicant Documents
References/Letters of ..

Search Commitiee

[N N N <

Ranking Criteria

Posting Documents

(<

Summary

Postings [ EPA [ Assistant Director for HR Systems (Draft) / Edit: Posting Details

Posting Details

Save and Next buttons. P .

To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu.
Proceed through all sections completing all necessary information. To submit the Posting to the next approval step, you must go to the Posting
Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left
navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

¥ Check spelling [«|

Required Information
Classification Information

HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification’ Tab on the
left side menu while modifying the Position

Posmon.lc!assmcatlon Assistant Director

Title Fields from the existing posting will be
Job Code 82229 copied in to your new posting.

Classification Type EPA

55,000 - $60,000
Salary Range ¥ §

Enter salary fo be advertised amount or a description such as "commensurate with education and experience”

Minimum
Experience/Education

Position Overview

Primary Purpose of
Paosition

Primary Function of
Organizational Unit

Position Information

Position Title
Working Title
Position Number
JCAT
Approved Salary
FLSA
Appointment Type
Tenure Track
FTE

If Time Limited,
Appointment Length

Test
Continue to enter or modify

posting information into any
empty and/or required fields as
needed.

Test

Assistant Director for HR Systems
Assistant Director fo HR. Systems
nooi127

194X03

560,000

Exempt

Permanent - Full-time:

No |z|

1 =40 hours/week, 12 months

If time limited, please indicate budget end date. If
left blank if tF

ded from more than one fund, indicate earliest end date. This field cannot be
the "Time Limited” field above is checked selected.”
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You can indicate other users you would like to have Supervisor and / or Applicant Reviewer access to the
posting by searching for their name in the Supervisor and Applicant Reviewer fields. Indicate the proposed
Open Date and Date Desired for Closing or Initial Review (minimum 30 days), which will define the
number of days applicants can view and apply for the posting. The minimum allowable posting period for
EHRA positions is thirty (30) calendar days, however, an EHRA posting can be posted as open until filled.
Select the appropriate Fast Find category for the posting to ensure it is included in the correct pre-defined
search when an applicant clicks on the corresponding Fast Find button through the applicant portal.
Choices are Administrators and Research, Faculty, Post Doctoral, Temporary Staff, and Staff:

Open Date

Date desired for closing
or initial review
( minimum 30 days).
Close Date

Open Until Filled

Special Instructions to
Applicant

Posting Detail Information

Posting Number

Supervisor
and / or
Supervisor [ | This field is requil'ed.- Applicant
Reviewer
Applicant Reviewer [ | This field is requil'ed.- access to

the posting.

Minimum allowable posting
period is thirty (30) calendar
days. Posting can also be open
until filled.

= | This field is raquirad.

Fast Find Information [ Please select E[I This field is requiredd Select the most appropriate Fast
Find category for the posting.

Include details regarding any special advertising requests, such as posting the position on additional job
posting websites or in specific print media outlets, in the Advertising Summary field. A link to the job
posting on the North Carolina A&T State University applicant portal will be included in any special
advertising. The Pass Message and Fail Message fields contain template notifications that will be sent to
applicants who are screened out of the posting through Supplemental Questions. Once all fields on the
Posting Details Tab are complete, click the[[JZEsg button to save your changes and move to the next tab.
You can also click the “Save” button if you wish to save your changes and keep working on the current tab.

Advertising Summary

Pass Message

Fail Message

-

Include any special
advertising request
information.

Please list additional external advertising sources if different than standard advertising sources

Standard sources include: NC Employment Securify Commission & UNC General Adminisiration

Thank you for your interest in this=z position. -
The =zcreening and =selection proceszszs i=s

currently underway and will continue until a
successful candidate is chosen. Should review

of your gualification= result in a decis=zion to
pursue your candidacy, you will be contacted.

Thank you for your interest in this position. -
Based on wyour responsSes to the guestions on

the employment application, wyou do not meet

the minimum gualifications for this position.
Pleasze do not let this=s discourage yvou from
applying for other positions that interest you.

Save and Next buttons.

H Save




Create New EHRA Posting from an Existing Posting — Position Funding
Information Tab

In the Budget Advisory Approval section of this tab, state what mission specific, essential, and / or key
objectives will not be met if the position is not filled. All recruitment of permanent EHRA and SHRA
positions that are funded in whole or in part by general state funds requires approval by the University’s
Budget Advisory Committee:

Linc Butler, you have 0 messages. | Supervisor Iz‘ ¢
Postings / EPA / Assistant Director for HR Systems (Draft) / Edit: Position Funding Information
Editing Posting Position Funding Information Save | [ <<Prev

@ Posting Details
e & % Check spelling [¥]

Position Funding Infor...
Required Informat
© Supplemental Questions
Budget Advisory Approval
@ Applicant Documents

logout

All recruitment of permanent EPA and SPA positions that are funded in whale or in part by genel

@ References/Letiers of .. A&T's Budget Advisory Committee. To receive consideration of the Committee’s review process P
© Search Committee essential, and / or key objectives will not be met if the position is not filled. State what mission
Ranking Criteria Teat] - specific, essential,
b =/
Mission Specific, =) and/or key objectives
& Posting Documents Essential anpdror Key . / Yy ) .
Objectives not Met
Summary s e will not be met if

i position is not filled.

Funding Source Details

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes
Select “SAVE" after each entry. Please note that the annual amount budgeted must equal the requested salary.

Funding Source information from the prior posting will copy over into the fields in the Funding Source
Details section of this tab, and you can make edits as necessary. PLEASE NOTE: The annual amount
budgeted must support the hiring range indicated on the Posting Details Tab.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click [{EZ&3 to move to the next tab:
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Funding Source Details

must equal the requested salary.

Date Funds End
Annual Amount $45.000
Percentage of FTE 1.0

[C] Remove Entry?

Add Funding Source Details Entry

Format: 3 digit number ##H

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down
below the last saved entry to enter a new funding source

State Appropriated
Fundin_g]Non-Sta_te State Appropriated Funding E . . .
Appropriated Funding Funding information
Source of mding |Please selct ] will be copied in from
Ifother, designate the prior posting,
Budget Code 16070 (State)  [7] which you can edit as
Fund 11111 necessary.
o Format: 6 digit number ####
org 1111
Format: 5 digi
Account i
Format: 5 digit number ##H2 IMPORANT NOTE:
Program " Remember to click

“Save” after each

funding source is
Click here to add a funding source. If entered.
the position has more than one funding
source, continue to click here until all
funding sources are entered. ool

Create New EHRA Posting from an Existing Posting — Supplemental

Questions Tab

In the Supplemental Questions tab, you can identify screening questions related to an applicant’s
education and experience that must be answered as part of the application process. To add supplemental
qguestions to your posting, click on the button labeled "Add a Question". A pop up section will appear

where you can add an existing question or submit a new one. OncllEEd, click on the button to
save changes and proceed to the next tab:
Postings / EPA J Assistant Director for HR Systems (Draft) / Edit: Supplemental Questions
Editing Posting Supplemental Questions Save | [ << Prev

& Posting Details
@ Position Funding Infor..
Supplemental Questions

Applicant Documents

C

References/Letters of ...
Search Committee

Ranking Criteria

© 0 0 ¢

Posting Documents

Summary

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 submit 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

Submitting New Posting Questions: Te submit a new question for review and approval, click on the button labeled "Add a Question". When the
Awailable Supplemental Questions box opens, click on the "Add a New One" link in the bottom right hand comner.

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 Supplemental Questions

Click to add supplemental
questions.

Position Required Category Question Status

Save << Prev Next >>

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. To add an
existing question, click the check box next to the question you wish to add.

Submitting New Posting Questions: To submit a new question for review and approval, click on the button
labeled "Add a Question". When the Available Supplemental Questions box opens, click on the "Add a
New One" link in the bottom right hand corner.
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Add a Question

Available Supplemental Questions

Category: S| Keyword

Add Category

[[] Uncategorized

Experience

Education
Experience
Education
Education
Education

Experience

5 1 O I [ T R

Education

Experience

DEplaying all 10

Question

Filter supplemental questions
by keyword or category.

How did you hear about this employment opportunity?

Do you have at least one year of responsible payroll or financial and statistical record keeping

experience?

Do you have a high school diploma or equivalent?

Do you have HR. experience?

Do you have a High School diploma?

Do you have a Master's Degree?

Do you have a Master's Degree?

How many years of Accounting experience do you have in a higher education setting?

Do you have a High School diploma?

Do you have at least 4 years of experience?

Click check box to add an

existing supplemental question.

Click to submit a custom supplemental
question for review and approval.

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

Click Submit when

. . Submit Cancel
finished.
4
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 Supplemental Questions Add a question
Position Required Category Question Status
1 = Uncategorized Howr did you hear about this employment opportunity? active ]
2 = Experience Do you have at least one year of responsible payroll or financial and statistical record active X}
keeping experience?
3 = Education Do you have a High Sch active (X}
4 = Experience How many years of Acco Assign points to answers. cation setting? active <
I Possible Answers: Predefined Opfions
. . Answer Points Disqualifying
Click to make questions
. 1. O years =
reqUIred. 2. 1-3 years =
3. 4.5 years =
4. 5+ years i
Reorder questions. Click to assign disqualifying answers. 1
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Create New EHRA Posting from an Existing Posting — Applicant

Documents Tab

In the Applicant Documents tab, Applicant documents can be included in the application process by
selecting Included to make the documents optional and Required and Included to make the document(s)
mandatory to complete the application process. Documents attached by the applicant during the
application process will be accessible for viewing during applicant review. Once done, click on the [l
button to save changes and proceed to the next tab:

L4

L+ }

L4

Postings / EPA /| Assistant Director for HR

Editing Posting

Posting Details

Position Funding Infor..

Supplemental Questions

Applicant Documents
References/Letters of
Search Committee
Ranking Criteria
Posting Documents

Summary

Click Included to make

uploading a document optional.

Lt Lt roce 3
Included to make the document(s) mandatory to lete the ation process.

Click both Included and Required to
make uploading a document required. Fﬂ

-

-

Order Name Included?  Required?
1 Resume ] [}
2 Cover Letter B [&]
3 Curriculum Vitae ] o
4 Teaching Philosophy O ]
5 Letter Of Reference 1 ] o
6 Letter Of Reference 2 ] [}
7 Letter Of Reference 3 ] [}

Create New EHRA Posting from an Existing Posting — References / Letters

of Recommendation Tab

In the References / Letters of Recommendation tab, you can indicate whether or not you wish to require
applicants to submit references with their application. You can also indicate the minimum and maximum

number of references you would like applicants to submit, and the cutoff date by which reference
information must be submitted:

-

Editing Posting

Posting Details

Position Funding Infor

Supplemental Questions

Applicant Documents

References/Letters of ...

Search Commitiee
Ranking Criteria
Posting Documents

Summary

Postings / EPA | Assistant Director for HR Systems (Draft) / Edit: References/Letters of Recommendation

References/Letters of Recommendation

¥ Check spelling [+]

Save

Accept References: Please indicate whether or not you wish to require applicants to submit references with their application

Minimum Requests: Please indicate the minimum number of references you would like applicants to submit

Maximum Requests: Please indicate the maximum number of references you would like applicants to submit.

Cutoff Date: Please indicate the date by which reference information must be submitted

Required Information

References/Letters of Recommendation
A Indicate Yes or No.

Accept References No E|

Reference
information may
not be submitted
after this date.

Minimum Requests

Maximum Requests

[— ot Date

Recommended range is 3 to 5.

Save

<< Prev Next >>
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Create New EHRA Posting from an Existing Posting — Search Committee
Tab

Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool,
reviewing their credentials, and recommending acceptable candidates to the hiring manager. Search
Committees can consist of University employees both internal and external to the hiring unit, as well as
individuals external to the University who represent key stakeholders.

In the Search Committee tab, you can assign search committee members who will have access to review
application information for a specific posting. Search committee members can view applications, applicant
documents, and evaluate / rank applicants based upon ranking criteria you establish as part of the posting.
Requests to add search committee members will be reviewed and approved by the Division of human
Resources (DHR) once the posting request is routed to DHR for approval. Upon DHR approving a search
committee member’s access, the search committee member will receive an e-mail notification with
instructions on how to access the online posting and related application information:

Postings / EPA / Assistant Director for HR Systems (Draft) / Edit: Search Committee

Editing Posting Search Committee Save | | <<Prev

& Posting Details
Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool, reviewing their credentials, and

©@ Position Funding Infor... recommending acceptable candidates to the hiring manager. Search Committees can consist of University employees both internal and external
to the hiring unit, as well as individuals external to the University who represent key stakeholders.

@ Supplemental Questions
Search Committee Members

@ Applicant Documents

@ References/Letters of . No Search Committee Members have been assigned fo this Posting yet.

Search Committee
: : Search
& Ranking Criteria

@ Posling Documents Find a User to assign as a Search Committee Member

Summary
First Name
Last Name To search for a pre-approved search
Email Address committee member, enter the name and
Search click the Search button.

After searching for a pre-approved search committee member, click on the Add Member button to add
them to your search committee. You can also make a search committee member the chair of the search
committee by clicking on the check box next to “Make Member the Committee Chair”:

Search Committee Members

No Search Committee Members have been
Click the check box to assign the

search committee member as the

Search committee chair.

Find a User to assign as a Search Committee Me r.

Name Email Address Add Member

Lonnie Crotts emailaddress@zed zed | Add Member Make Member The Committee Chair

First Mame Lonnie

Last Name Croits Click the Add Member button to add
the search committee member you
Email Address searched for.
Search
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To create an account for a new search committee member, enter in the committee member’s name,

current e-mail address, and desired username, then click on the Submit button:

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.

Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a new Search Committee Member.
First Name
Last Name
Email

Username

Submit
— To create an account for a new

the fields and click submit.

search committee member, complete

<< Prev

If the requested search committee member is already an assigned user of the PeopleAdmin system, their
user account information will be displayed, and you can add them to your search committee by clicking on

the Add User button:

Matching User
Username ambraun
First Name Amy
Last Name  Braun .
; . Click the Add User button to add the new
Email emailaddress@zed zed . . )
Preferred Group Employee search committee member in a pending
Add User status. Access will be reviewed and
approved by DHR.

Clear Matching Users

New Search Committee Member
Request that someone be granted access fo the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a new Search Committee Member.

First Name Amy
Last Name Braun
Email ambraun@ncat.edu
Username ambraun
Submit

Save
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Create New EHRA Posting from an Existing Posting — Ranking Criteria Tab

Ranking Criteria can be used by search committees during the applicant review process to rank applicants
based upon job-related experience and education factors. This optional tool can be helpful in identifying
the most qualified candidates in an applicant pool. Ranking criteria are not presented to the applicant:

Postings [ EPA | Assistant Director for HR Systems (Draft) / Edit: Ranking Criteria

Editing Posting Ranking Criteria
& Posting Details Ranking Criteria can be used used by search committees during the applicant review process to rank applicants based upon job-related
" experience and education facters. This optional tool can be helpful in identifying the most qualified candidates in an applicant pool. Ranking
@ Position Funding Infor... criteria are not presented to the applicant
@ Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by

checking the box in the “Add” column or submit a new one for approval

@ Applicant Documents o . o ) . . ) o
Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When
@ References/Letters of . the Available Evaluative Criteria box opens, click on the “Add a 1 kil .
@ Search Committee Included Evaluative Criteria . . ) .
o - Click to add ranking criteria.
Ranking Criteria Category Description
& Posting Documents
.
ummary

To add ranking criteria, click on the button labeled “Add a Criterion”. A dialog box will appear where you
can add an existing criterion by checking the box in the “Add” column or submit a new one for approval. To
submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion,” then
click on the “Add a new one” link in the bottom right hand corner of the dialog box that opens:

Add a Ranking Criterion

Available Evaluative Criteria

Category: Any || Keyword: Search for ranking criteria by
Add Category Description keyword or category.

[] Uncategorized Rank Experience - 5 is the highest

Possible Answers: Indicate the applicant workflow state

that allows an applicant to be ranked.

e e
LSRN

Applicant workflow state | Under Review by HR E|

] Uncategorized Please rate the candidates experience related to th Click to submit a custom ranking

[] Uncategorized Teaching experience in a university criterion for review and approvaL

laying all 3

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

Click check box to add an
existing ranking criterion.

Click Submit when Submit Cancel
finished. i
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Postings /| EPA | Assistant Director for HR Systems (Drafit) / Edit: Ranking Criteria

Editing Posting Ranking Criteria Click Save or Next to move

Posting Details Ranking Criteria can be used used by search cor to the next tab'
experience and education factors. This optional to B i—m i i oy e e e
Position Funding Infor. criteria are not presented to the applicant

licants based upon job-related
mates in an applicant pool. Ranking

Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
checking the box in the “Add” column or submit a new one for approval.

-]

@

V]

@ Applicant Documents o . ) ] ) L . . .
Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When

L]

V]

References/| etters of the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom right hand corner.
Search Committee Included Evaluative Criteria
Ranking Criteria Category Description Weight Workflow State Status
. Uncategorized Teaching experience in a university Under Review by HR active
@ Posting Documents & g e Y 4 b
Uncategorized Please rate the candidates experience related to the job: Under Review by HR active o
Summary Uncategorized Rank Experience - 5 is the highest Under Review by HR active (x]

Create New EHRA Posting from an Existing Posting — Posting
Documents Tab

The Posting Documents Tab allows you to upload documents as attachments that will route with the
posting request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

CLTEE Postings Hiring Proposals | MyProfle  Help
Linc Butler, you have 0 messages. Supervisor IE‘ ¢ logout
Postings / EPA / Assistant Director for HR Systems (Draft) / Edit: Posting Documents
Editing Posting Posting Documents
@ Posting Details To add a document to the posting, hover over the blue Action text link to the right of the document name.
@ Position Funding Infor... Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are
Supplemental Quesiions supported as attachment include doc, docx, pdf, rif, .
e converted to _pdf for securil . «“ . ”
: P Y Click “Actions”, then select Upload New,
@ Applicant Documents PDF conversion must be completed for the document t C N Ch E . . . d
reate New, or oose Existing in order
© References/Letters of . Document Type Name Status  (Actions) ’ g
© Search Committee Marketing Plan — - to upload an attachment.
& Ranking Criteria Print Ad Text Upload New
Create New
Posting Documents ot . . y <
Choose Existing I Complete this page by clicking
Summa
v | onsave and |
| ]

Create New EHRA Posting from an Existing Posting — Summary Tab

The Summary Tab allows you to perform a final review all of the posting information you’ve entered on
the previous tabs prior to sending the request to the next step in the approval workflow. Please review
the details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:
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Postings / EPA | Assistant Director for HR Systems (Draft) / Summary

D Posting: Assistant Director for HR Systems (EPA) Take Action On Posting v
Edit _
Current Status: Draft & See how Posting looks to Applicant
Position Type: EPA Created by: Linc Butler &4 Print Preview (Applicant View)
Section/Unit: VC for Human Owner: Linc Butler B Print Proview
Resources

Summary History Settings Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing
To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Wateh List. in the popup box that appears. When
you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit.If a section has an orange icon with an exclamation point, you will need to review this section and
make necessary corrections before moving to the next step in the workflow.

& Posting Details Edit
Click “Edit” to make edits to a tab.

LE| P TEXT Jibe are incorrect, pl e menu while modifying the Pasition.

Classification Information

Assistant Director

Blue Circle Check
82229
Classification Type EPA
Salary Range $55,000 - $60,000

Minimum Experience/Education

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Summary Tab by clicking
on the link in the left column:

© Position Funding Information Edit . . .
Click “Edit” to make edits to a tab.

Budget Advisory A

Orange Circle EPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T's Budget Advisory
g deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Exclamation Point

Mission Specific, Essential
andfor Key Objectives not Met 125t
without position

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

@ | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY Watch List APPLICANT TRACKING v

Postings Hiring Proposals | My Profile
Linc Butler, you have 0 messages. |Supervisor IE‘ < logout

Postings | EPA | Assistant Director for HR Systems (Draft) /| Summary

Click on “Take Action On Pending
Current Status: Draft

Keep working on this Posting

Posting: Assistant Director for H H
D Edit WORKFLOW ACTIONS

Posiion Type. EPA el REQUESt”, then make appropriate Gancded (nove o Canolod)
Rectonlunt VC for Human orer - selection to move the request to Depatbront eagy o0 (moveto
the next step in the approval
Summary History Settings Hiringl}
workflow.

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting" button. You may add a Comment to the posting

and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box

147



You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

-

Add this pending request to your watch Adding the action to your Watch
list? List allows you to easily track and
monitor the action’s progress.

Submit Cancel

4

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

@ "Fund" is required and All required fields must be set before transitioning. b4

@ NORTH CAROLINA .
‘ (I STATE UNIVERSITY Watch List APPLICANT TRACKING ¥

‘“———Sroposals | MyProfle  Help

Linc Butler, you have 0 messages. | Supervisor Iz‘ & logout

Red bar indicating the required fields that
need to be completed before submitting the
request to the next step in the workflow.

Take Action On Posting v

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Posting was successfully transitioned

r'ﬁ‘ b ARO ] . :
} Watch List APPLICANT TRACKING ¥

Home Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor |z| C  logout

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

Current ?mms; Depariment Head 4 See how Posting looks to Applicant

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).
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Create New EHRA Posting from an Existing Posting - Saving to Return to a

Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”

D | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY APPLICANT TRACKING ¥
Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 |Supervisor El ¢ logout
Postings / EPA/ Assistant Director for HR Systems (Draft) / Summary
D Posting: Assistant Director for HR Systems (EPA)

Edit WORKFLOW ACTIONS
Current Status: Draft Keep working on this Posting
Position Type: EPA Created by: Linc Butler ganztjlefj(mu:e lomCHanD:It[ed) .

) L B end to Department Head (move to
gz;tgjnrf;r:t, VC for Human Owner: Linc Butler | Depariment Head)
Summary History Settings Hiring Proposals Associated Position Description
4) Add any Comments into the window that opens (below) as notes to yourself, if desired.

5) Click “Submit”

Take Action

Keep working on this Posting

Comments [optional)
| -~ ﬁ Enter comments if desired.

-

Add this posting to your watch list?

Submit when complete. H Submit Cancel

V

The Posting can be located when you log into the Applicant Tracking module again as the same User
Type you used to begin the action. Hover your cursor over the Postings tab and click on “EHRA” You will
then return to the EHRA Postings view, which provides a list of all postings based on your active user
type, from which you can search for and select this posting and continue.
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Create New EHRA Posting from a Position Description

Select Create from Position Description if you wish to create a posting using information from a position
description that has previously been approved in the PeopleAdmin system.

PLEASE NOTE: If the position classification and/or the position description details have changed, you must
start a Modify Position action in the Position Management module prior to posting the position.

Choosing the Create from Position Description option copies information from an existing position
description into a new posting:

Create New x

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_

Copies in most of the information from a position description

4

After clicking on Create from Position Description, you will be taken to the EHRA Position Descriptions
view, where you can search position descriptions by any number of criteria, including but not limited to
position title, posting number, position number, department name, or supervisor name. Searches are
fully customizable by position attributes, and you can save custom searches for use again later. If you
need assistance in finding the desired position description, please contact the Classification and
Compensation Analyst in the Division of Human Resources:

NORTH CAROLINA @D | PeopleAdmin
ﬁ:\nTS],\JLUNl‘.uMn APPLICANT TRACKING
[SSUNH  Hiring Proposals | MyProfile [ - .
Active user type is Supervisor & logout
Postings / EPA | Create from Position Description .
Supervisor.
EPA Position Descriptions
S — | P Searches are customizable by
A Coumn: (A8 Colarn = position attributes and can be
VC for Human Resources
Ooparment; saved for later use.

Actions drop

List of current / pending EHRA down menu.

position descriptions by active user

arch EPA Position Descriptions (<]

d Search: "EPA Position Descriptions™ (7 liems Found

Working Position Title Position Number Employee First Name Employee Last Name Position/Classification Title Department Supervisor status (Actions)
Asst VC-Human Resources 000127 Linc Butler Asst VC-Human Resources VG for Human Resources  VC for Human Resources (Linda McAbes) Active Actions ¥
Budget Manager 008080 Shirley Hines Budget Manager Research Administration  Assoc Dean for Research (Shirley Hymon-Parker)  Active Actions ¥
Program Coordinator 009102 Benjamin Forbes Program Coordinator Agricultural Research Assoc Dean for Research (Shirley Hymon-Parker)  Active Actions v

Assoc Dean for Research 009202 Shirley Hymon-Parker Assoc Dean for Research Agricultural Research Administrative Support Assoc (Sheila Eaves) Active Actions ¥

Once you locate the position description you wish to create from, you can select it by moving your cursor

over that position description’s corresponding drop down menu located in the far right cqumq\:.,0
and clicking on Create From. This drop down menu will also give you the option of View if you wish to


http://www.ncat.edu/hr/division-directory/index.html
http://www.ncat.edu/hr/division-directory/index.html

view the information associated with a particular position description prior to selecting Create From:

Actions

B

" Create From

By clicking Create From, the New Posting form will appear. This is where you can update the working
title of the position for the purpose of posting, and view Organizational Unit information to confirm
accuracy. You can also provide Special Offline Application Instructions in the field provided if
necessary. Once all information is entered and confirmed on the New Posting page, click on the orange

B U B button to begin updating posting information:

O Hiring Proposals | MyProfle  Help

Linc Butler, you have 0 messages. | Supervisor [¥] e togout

Postings | EPA | New Posting

~ NewPosting Create new e o osiny RS
posting button.

Position Title

Assistant Director for HR Systems

Organizational Unit . i i .
OwisionSchoaiColiegs V' for Human Resautces Confirm Organizational Unit
Department Vo Resoees information.

Section/Unit WC for Human Resources

Online Applications

Accept online applications?

Include special

Special offline application instructions

offline application Create new
instructions if posting button.
necessary.

Bl | cance

After clicking on the “Create New Posting” button, you will then be taken to the Posting Details tab, the
first information tab that must be completed before the new EHRA Posting can be sent to the next step
in the approval workflow. Each information tab is listed on the Edit Posting page in the far left-hand
column of the page, and the tab you are actively editing will appear in the list in bold black letters while
tdlbstivilt appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the [LE2E8 button located in both the top and bottom right corners of
the page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the new EHRA Posting can be sent to
the next step in the approval workflow. Once all of the required fields on a tab have been filled in and
saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs that
do not contain any required fields:
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. Postings Hiring Proposals . | Mj‘fl':‘mﬁ-leN
Tab list

Linc Butler, you have 0 messages. | Supervisor Iz‘ ¢

Postings PA | Assistant Director for HR Systems (Draft) / Edit: Posting Details

logout

el Posting Details Save and Next buttons H

Posting Details

¥ Check spelling [+]

& Position Funding Infor.
. To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu
@ Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to the next approval step, you must go to the Posting
Applicant D 1 Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left
@ Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.
© References/Letters of .. » Required Information
© Search Commitiee Classification Information
© Ranking Criteria HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification’ Tab on the
Posting Documents left side menu while modifying the Position
Summary Positionfg::alsesificatian Assistant Director
Job Code 82229
. Classification T EPA
Blue Check Circle assiication Type . .
I i e Required Field
Salary Range e

Enter salary to be advertised amount or a description with education and expenence

Create New EHRA Posting from a Position Description — Posting Details
Tab

Since you are creating a new EHRA Posting from an approved position description, many of the fields
will already be filled in with information copied from the position description. Follow the instructions
at the top of the page to complete any remaining required fields, thEE the button to save
changes and navigate to the next tab:

Postings / EPA / Assistant Director for HR Systems (Draft) / Edit: Posting Details

Editing Posting

Posting Details

Posting Details Save and Next buttons.

¥ Check spelling [+]

@ Position Funding Infor...
5 To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu.

@ Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to the next approval step, you must go to the Posting

Anplicant D t Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left
@ Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.
© References/Letters of  Required Information
© Search Commitice Classification Information
© Ranking Criteria HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the
@ Posting Documents left side menu while medifying the Position.

Summary Position/Classlfication . Fields from the approved position description

Title . . . .
will be copied in to your new posting.
Job Code 82229

Classification Type EPA

| |This field is required Enter a hiring ral‘lge

Enter salary to be advertised amount or a description such as "commensurate with educatiy ¢ .
: if desired.

Salary Range

Minimum
Experience/Education
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Position Overview

Primary Purpose of

Position Test

Position Overview and Position Information:
Fgr‘g';’i!‘z;‘i'(']‘rf;"ﬁ‘n‘i’t’ Test Continue to enter posting information into
any empty fields as needed.

Position Information

Position Title Assistant Director for HR Systems
Working Title This field is required.
Paosition Number TLE30
JCAT 12345
Approved Salary 560,000
FLSA Exempt
Appointment Type Permanent - Full-time
Tenure Track | Please selectE| | This field is required
FTE
If Time Limited,

more than one fund, indicate earliest end date. This field cannot be

Appointment Length

You can indicate other users you would like to have Supervisor and / or Applicant Reviewer access to the
posting by searching for their name in the Supervisor and Applicant Reviewer fields. Indicate the proposed
Open Date and Date Desired for Closing or Initial Review (minimum 30 days), which will define the
number of days applicants can view and apply for the posting. The minimum allowable posting period for
EHRA positions is thirty (30) calendar days, however, an EHRA posting can be posted as open until filled.
Select the appropriate Fast Find category for the posting to ensure it is included in the correct pre-defined
search when an applicant clicks on the corresponding Fast Find button through the applicant portal.
Choices are Administrators and Research, Faculty, Post Doctoral, Temporary Staff, and Staff:
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Posting Detail Information Supervisor
and / or
Supervisor , , , Applicant
This field is rag uu'ed—.
I ] ! Reviewer
Applicant Reviewer I access to the

| This field is requiredﬁ posting.
Posting Number

Open Date I:l This figld is required. ﬁ

Date desired for closing Minimum allowable posting
or initial review S | period is thirty (30) calendar
( minimum 30 days). days. Posting can also be open
Close Date until filled.
Open Until Filled No < ——
Special Instructions to
Applicant
Select the most appropriate Fast
Fast Find Information [ Please select E] This field is required.ﬁ Find category for the posting.

Include details regarding any special advertising requests, such as posting the position on additional job
posting websites or in specific print media outlets, in the Advertising Summary field. A link to the job
posting on the North Carolina A&T State University applicant portal will be included in any special
advertising. The Pass Message and Fail Message fields contain template notifications that will be sent to
applicants who are screened out of the posting through Supplemental Questions. Once all fields on the
Posting Details Tab are complete, click the[FfEg button to save your changes and move to the next tab.
You can also click the “Save” button if you wish to save your changes and keep working on the current tab.

=

Include any special
advertising request

information.
Advertising Summary

Flease list additional external advertising sources if different than standard adverfising sources

Standard sources include: NG Employment Security Commission & UNC General Administration

hank you for your interest in this position. -
he screening and selection process is

currently underway and will continue until a
successful candidate is chosen. Should review

of your gualifications result in a deciszion to
pursue your candidacy, yvou will be contacted.

=

Pass Message

Thank wyou for your interest in this position. E
Baszed on your responses to the guestions on

he employment application, you do not meet

the minimum gualifications for this position.
Please do not let this discourage you from
applying for other positions that interest you.

(3

Fail Message

Save and Next buttons. H Save
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Create New EHRA Posting from a Position Description — Position Funding
Information Tab

In the Budget Advisory Approval section of this tab, state what mission specific, essential, and / or key
objectives will not be met if the position is not filled. All recruitment of permanent EHRA and SHRA
positions that are funded in whole or in part by general state funds requires approval by the University’s
Budget Advisory Committee:

Linc Butler, you have 0 messages. | Supervisor IE‘ [+
Postings / EPA / Assistant Director for HR Systems (Draft) / Edit: Position Funding Information
Editing Posting Position Funding Information Save | [<<Prev

@ Posting Details
e & " Check spelling [¥]

Position Funding Infor...
© Supplemental Questions
Budget Advisory Approval
@ Applicant Documents

logout

All recruitment of permanent EPA and SPA positions that are funded in whale or in part by genel

© References/Letters of .. A&T's Budget Advisory Committee. Ta receive consideration of the Committee’s review process P
@ Search Committee essential, and / or key objectives will not be met if the position is not filled. State what mission
Ranking Criteria Teat] > specific, essential,
b =
Mission Specific, 4= and/or key objectives
& Posting Documents EssemiaMn’er Key "/ b Yy ) f
Objectives not Met
Summary wfmoutposmon will not be met i

position is not filled.

Funding Source Details

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes
Select “SAVE" after each entry. Please note that the annual amount budgeted must equal the requested salary.

Funding Source information from prior posting will copy over into the fields in the Funding Source Details
section of this tab, and you can make edits as necessary. PLEASE NOTE: The annual amount budgeted must
support the hiring range indicated on the Posting Details Tab.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on
these forms:

1) FTVORGN- Provides a list of Org Codes

2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click [EEZE to move to the next tab:
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Funding Source Details

must equal the requested salary.

State Appropriated
Funding / Non-State
Appropriated Funding

If non-state, select
source of funding

If other, designate
source

Date Funds End
Annual Amount $45.000

Percentage of FTE 1.0

[C] Remove Entry?

Add Funding Source Details Entry

State Appropriated Funding E

Please select

Format 6 digit number #####

Format: 5 digit number #HHE

Budget Code 16070 (State)
111111
Fund
11111
Org
Format: 5 digi
11111
Account
11
Program

Format: 3 digit number ##H

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down
below the last saved entry to enter a new funding source

Funding information

& will be copied in from

the approved position
= description, which you
can edit as necessary.

IMPORANT NOTE:
Remember to click
“Save” after each

funding source is
Click here to add a funding source. If entered.
the position has more than one funding
source, continue to click here until all
funding sources are entered. ool

Create New EHRA Posting from a Position Description — Supplemental

Questions Tab

In the Supplemental Questions tab, you can identify screening questions related to an applicant’s
education and experience that must be answered as part of the application process. To add supplemental
qguestions to your posting, click on the button labeled "Add a Question". A pop up section will appear

where you can add an existing question or submit a new one. OncllEE, click on the button to
save changes and proceed to the next tab:
Postings / EPA J Assistant Director for HR Systems (Draft) / Edit: Supplemental Questions
Editing Posting Supplemental Questions Save | [ << Prev

& Posting Details
@ Position Funding Infor..
Supplemental Questions

Applicant Documents

C

References/Letters of ...
Search Committee

Ranking Criteria

© 0 0 ¢

Posting Documents

Summary

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 submit 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

Submitting New Posting Questions: Te submit a new question for review and approval, click on the button labeled "Add a Question". When the
Awailable Supplemental Questions box opens, click on the "Add a New One" link in the bottom right hand comner.

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 Supplemental Questions

Click to add supplemental
questions.

Position Required Category Question Status

Save << Prev Next >>

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. To add an
existing question, click the check box next to the question you wish to add.

Submitting New Posting Questions: To submit a new question for review and approval, click on the button
labeled "Add a Question". When the Available Supplemental Questions box opens, click on the "Add a
New One" link in the bottom right hand corner.
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Add a Question

Available Supplemental Questions

Category: S| Keyword

Add Category

[[] Uncategorized

Experience

Education
Experience
Education
Education
Education

Experience

5 1 O I [ T R

Education

Experience

DEplaying all 10

Question

Filter supplemental questions
by keyword or category.

How did you hear about this employment opportunity?

Do you have at least one year of responsible payroll or financial and statistical record keeping

experience?

Do you have a high school diploma or equivalent?

Do you have HR. experience?

Do you have a High School diploma?

Do you have a Master's Degree?

Do you have a Master's Degree?

How many years of Accounting experience do you have in a higher education setting?

Do you have a High School diploma?

Do you have at least 4 years of experience?

Click check box to add an

existing supplemental question.

Click to submit a custom supplemental
question for review and approval.

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

Click Submit when

. . Submit Cancel
finished.
4
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 Supplemental Questions Add a question
Position Required Category Question Status
1 = Uncategorized Howr did you hear about this employment opportunity? active ]
2 = Experience Do you have at least one year of responsible payroll or financial and statistical record active X}
keeping experience?
3 = Education Do you have a High Sch active (X}
4 = Experience How many years of Acco Assign points to answers. cation setting? active <
I Possible Answers: Predefined Opfions
. . Answer Points Disqualifying
Click to make questions
. 1. O years =
reqUIred. 2. 1-3 years =
3. 4.5 years =
4. 5+ years i
Reorder questions. Click to assign disqualifying answers. 1
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Create New EHRA Posting from a Position Description — Applicant
Documents Tab

In the Applicant Documents tab, Applicant documents can be included in the application process by
selecting Included to make the documents optional and Required and Included to make the document(s)
mandatory to complete the application process. Documents attached by the applicant during the
application process will be accessible for viewing during applicant review. Once done, click on the [l
button to save changes and proceed to the next tab:

Postings / EPA | Assistant Director for HR
Click Included to make Click both Included and Required to
Editing Posti . . . .
HlRssies uploading a document optional. make uploading a document required. Fﬂ
@ Posting Details - - Focd - - -
. Included to make the document(s) mandatory to vlete lheuahon process.
& Position Funding Infor..
) QOrder Name Included?  Required?
& Supplemental Questions
Applicant Documents 1 Resume B &
& References/Letters of
@ Search Committee 2 Cover Letter 0 ]
& Ranking Criteria
e i
© Posting Documents 3 Curriculum Vitae b ]
Summary ) .
4 Teaching Philosophy O ]
5 Letter Of Reference 1 ] ]
6 Letter Of Reference 2 ] [}
7 Letter Of Reference 3 ] [}

Create New EHRA Posting from a Position Description — References /
Letters of Recommendation Tab

In the References / Letters of Recommendation tab, you can indicate whether or not you wish to require
applicants to submit references with their application. You can also indicate the minimum and maximum
number of references you would like applicants to submit, and the cutoff date by which reference
information must be submitted:

Postings / EPA | Assistant Director for HR Systems (Draft) / Edit: References/Letters of Recommendation

Editing Posting References/Letters of Recommendation Save | [ <<Prev

@ Posting Detalls
b ¢ * Check spelling [¥]
@ Position Funding Infor
Accept References: Please indicate whether or not you wish to require applicants to submit references with their application
@ Supplemental Questions
Minimum Requests: Please indicate the minimum number of references you would like applicants to submit
@ Applicant Documents

References/Letters of ... Maximum Requests: Please indicate the maximum number of references you would like applicants to submit.

@ Search Committee Cutoff Date: Please indicate the date by which reference information must be submitted
] Rankmg Criteria Required Information
@ Posting Documents References/Letters of Recommendation
Indicate Yes or No.
Summary Accept References No E| A

Minimum Requests

Reference Recommended range is 3 to 5.

. . Maximum Requests
information may

not be submitted  [EEECuof Date

after this date Save | [ <<Prev
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Create New EHRA Posting from a Position Description — Search
Committee Tab

Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool,
reviewing their credentials, and recommending acceptable candidates to the hiring manager. Search
Committees can consist of University employees both internal and external to the hiring unit, as well as
individuals external to the University who represent key stakeholders.

In the Search Committee tab, you can assign search committee members who will have access to review
application information for a specific posting. Search committee members can view applications, applicant
documents, and evaluate / rank applicants based upon ranking criteria you establish as part of the posting.
Requests to add search committee members will be reviewed and approved by the Division of human
Resources (DHR) once the posting request is routed to DHR for approval. Upon DHR approving a search
committee member’s access, the search committee member will receive an e-mail notification with
instructions on how to access the online posting and related application information:

Postings / EPA | Assistant Director for HR Systems (Draft) / Edit: Search Committee

Editing Posting Search Committee Save | [ <<Prev

& Posting Details . . . ) ) . .
Search Committees are advisary in nature and serve the purpose of recruiting a qualified applicant pool, reviewing their credentials, and

@ Position Funding Infor... recommending acceptable candidates to the hiring manager. Search Committees can consist of University employees both internal and external
to the hiring unit, as well as individuals external to the University who represent key stakeholders.

@ Supplemental Questions
Search Committee Members

& Applicant Documents

@ References/Latters of No Search Committee Members have been assigned to this Posting yet

Search Committee
Search
& Ranking Crnitena

@ Posting Documents Find a User to assign as a Search Committee Member.

Summary
First Name
Last Name To search for a pre-approved search
Email Address committee member, enter the name and
S click the Search button.

After searching for a pre-approved search committee member, click on the Add Member button to add
them to your search committee. You can also make a search committee member the chair of the search
committee by clicking on the check box next to “Make Member the Committee Chair”:

Search Committee Members

No Search Committee Members have been
Click the check box to assign the

search committee member as the

Search committee chair.

Find a User to assign as a Search Committee Me r.

Name Email Address Add Member

Lonnie Crotts emailaddress@zed zed | Add Member Make Member The Committee Chair

First Name Lonnie

Last Name Crotts Click the Add Member button to add
the search committee member you
Email Address searched for.
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To create an account for a new search committee member, enter in the committee member’s name,

current e-mail address, and desired username, then click on the Submit button:

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.

Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a new Search Committee Member.
First Name
Last Name
Email

Username

Submit
— To create an account for a new

the fields and click submit.

search committee member, complete

<< Prev

If the requested search committee member is already an assigned user of the PeopleAdmin system, their
user account information will be displayed, and you can add them to your search committee by clicking on

the Add User button:

Matching User
Username ambraun
First Name Amy
Last Name  Braun .
; . Click the Add User button to add the new
Email emailaddress@zed zed . . .
Preferred Group Employee search committee member in a pending
Add User status. Access will be reviewed and
approved by DHR.

Clear Matching Users

New Search Committee Member
Request that someone be granted access fo the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a new Search Committee Member.

First Name Amy
Last Name Braun
Email ambraun@ncat.edu
Username ambraun
Submit

Save
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Create New EHRA Posting from a Position Description — Ranking
Criteria Tab

Ranking Criteria can be used by search committees during the applicant review process to rank applicants
based upon job-related experience and education factors. This optional tool can be helpful in identifying
the most qualified candidates in an applicant pool. Ranking criteria are not presented to the applicant:

Postings / EPA | Assistant Director for HR Systems (Draft) / Edit: Ranking Criteria

Editing Posting Ranking Criteria
& Posting Details Ranking Criteria can be used used by search committees during the applicant review process to rank applicants based upon job-related
. experience and education facters. This optional toel can be helpful in identifying the most qualified candidates in an applicant pool. Ranking
@ Position Funding Infor... criteria are not presented to the applicant
& Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by

. checking the box in the “Add” column or submit a new one for approval.
Applicant Documents

> Submitting New Ranking Griteria- To submit a new ranking criterion for review and approval, click on the button labeled “Add a Griterion” When
& References/Letters of the Available Evaluative Criteria box opens, click on the “Add a emkniiiinie s
@ Search Committee Included Evaluative Criteria . . . .
o - Click to add ranking criteria.
Ranking Criteria Category Description Status
@ Posting Documents
s
ummary

To add ranking criteria, click on the button labeled “Add a Criterion”. A dialog box will appear where you
can add an existing criterion by checking the box in the “Add” column or submit a new one for approval. To
submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion,” then
click on the “Add a new one” link in the bottom right hand corner of the dialog box that opens:

Add a Ranking Criterion

Available Evaluative Criteria

Category: Any |¥|Keyword: Search for ranking criteria by
Add Category Description keyword or category.

1 Uncategorized Rank Experience - 5 is the highest

Possible Answers: Indicate the applicant workflow state

that allows an applicant to be ranked.

B
L STRYNTN

Applicant workflow state | Under Review by HR El

] Uncategorized Please rate the candidates experience related to th Click to submit a custom ranking

[ Uncategorized Teaching experience in a university criterion for review and approvaL

laying all 3

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

Click check box to add an
existing ranking criterion.

Click Submit when Submit Cancel
finished. i
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Postings /| EPA | Assistant Director for HR Systems (Drafit) / Edit: Ranking Criteria

Editing Posting Ranking Criteria Click Save or Next to move
to the next tab.

@ Posting Details Ranking Criteria can be used used by search cor licants based upon job-related
experience and education factors. This optional to B i—m i i oy e e e e ates in an applicant pool. Ranking
@ Position Funding Infor. criteria are not presented to the applicant
@ Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
. checking the box in the “Add” column or submit a new one for approval.
@ Applicant Documents o . ) ] ) L . . .
Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When
& References/Letters of the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom right hand corner.
@ Search Committee Included Evaluative Criteria
Ranking Criteria Category Description Weight Workflow State Status
. Uncategorized Teaching experience in a university Under Review by HR active
@ Posting Documents & g e Y 4 b
Uncategorized Please rate the candidates experience related to the job: Under Review by HR active o
Summary Uncategorized Rank Experience - 5 is the highest Under Review by HR active (x]

Create New EHRA Posting from a Position Description —
Posting Documents Tab

The Posting Documents Tab allows you to upload documents as attachments that will route with the
posting request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.
e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded
into PeopleAdmin as part of another action.

Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

Postings Hiring Proposals | My'F'mﬁleN

Linc Butler, you have 0 messages. Supervisor IE‘ ¢ logout
Postings / EPA / Assistant Director for HR Systems (Draft) / Edit: Posting Documents
Editing Posting Posting Documents
@ Posting Details To add a document to the posting, hover over the blue Action text link to the right of the document name.
@ Position Funding Infor... Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are
Supplemental Quesiions supported as attachment include doc, docx, pdf, rif, .
e converted to _pdf for securil . «“ . ”
: P Y Click “Actions”, then select Upload New,
@ Applicant Documents PDF conversion must be completed for the document t C N Ch E . . . d
reate New, or oose Existing in order
© References/Letters of . Document Type Name Status  (Actions) ’ g
© Search Committee Marketing Plan — - to upload an attachment.
& Ranking Criteria Print Ad Text Upload New
Create New
Posting Documents ot . . y <
Choose Existing I Complete this page by clicking
Summa
v | onsave and |
| ]

Create New EHRA Posting from a Position Description — Summary Tab

The Summary Tab allows you to perform a final review all of the posting information you’ve entered on
the previous tabs prior to sending the request to the next step in the approval workflow. Please review
the details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:
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Postings / EPA | Assistant Director for HR Systems (Draft) / Summary

D Posting: Assistant Director for HR Systems (EPA) Take Action On Posting v
Edit _
Current Status: Draft & See how Posting looks to Applicant
Position Type: EPA Created by: Linc Butler &4 Print Preview (Applicant View)
SectonUni VC for Human Owner: Linc Butler B Print Proview
Summary History Settings Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing
To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Wateh List. in the popup box that appears. When
you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit.If a section has an orange icon with an exclamation point, you will need to review this section and
make necessary corrections before moving to the next step in the workflow.

& Posting Details Edit

Click “Edit” to make edits to a tab.

Classification Information

LIl D TEXT [fibe are incorrect, pl

e menu while modifying the Position

Assistant Director

Blue Circle Check
82229
Classification Type EPA
Salary Range $55,000 - $60,000

Minimum Experience/Education

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Summary Tab by clicking
on the link in the left column:

© Position Funding Information Edit . . .
Click “Edit” to make edits to a tab.

Budget Advisory A

Orange Circle EPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T's Budget Advisory
g deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Exclamation Point

Mission Specific, Essential
andfor Key Objectives not Met 125t
without position

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

@ | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY Watch List APPLICANT TRACKING v

LETEH  Hiring Proposals | My Profile  Help

Linc Butler, you have 0 messages. |Supervisor IE‘ < logout

Postings | EPA | Assistant Director for HR Systems (Draft) /| Summary

Posting: Assistant Director for H H
D Edit

WORKFLOW ACTIONS

Click on “Take Action On Pending
Current Status: Draft ” h | “ d
Position Type: EPA Created RequeSt ’ t eénse eCt sen to
Section/Unit. VC for Human owmner: - Department Head” to move the
request to the next step in the
approval workflow.

Keep working on this Posting
Canceled (move to Canceled)

Send to Department Head (move to
Depariment Head)

Summary History Settings Hiringl}

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting" button. You may add a Comment to the posting

and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box
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You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

-

Add this pending request to your watch Adding the action to your Watch
list? List allows you to easily track and
monitor the action’s progress.

Submit Cancel

4

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

e "Fund" is required and All required fields must be set before transitioning. b4

@ NORTH CAROLINA .
‘ (T STATE UNIVERSITY Watch List APPLICANT TRACKING ¥

‘“———Sroposals | MyProfle  Help

Linc Butler, you have 0 messages. | Supervisor Iz‘ & logout

Red bar indicating the required fields that
need to be completed before submitting the
request to the next step in the workflow.

Take Action On Posting v

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:
@ Posting was successfully transitioned

r'ﬁ‘ ] . :
} Watch List APPLICANT TRACKING ¥

Home Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor |z| C  logout

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

Current ?mms; Depariment Head 4 See how Posting looks to Applicant

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New EHRA Posting from a Position Description - Saving to Return

to a Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion. 164




1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”

@ | PeopleAdmin
NORTH CAROLINA
AT STATE UNIVERSITY TEYEE) | APPLICANT TRACKING v

Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 |Supervisor ¢ logout
Postings /| EPA / Assistant Director for HR Systems (Draft) / Summary
D Posting: Assistant Director for HR Systems (EPA)
Edit WORKFLOW ACTIONS

Current Status: Draft Keep working on this Posting

Position Type: EPA Created by: Linc Butler e e

gzmnrfger;it VC for Human Qwner: Linc Butler | gz::r:,]"gﬁrﬁg:f)m Rleadl(ovalt

Summary History Settings Hiring Proposals Associated Position Description

4) Add any Comments into the window that opens (below) as notes to yourself, if desired.

5) Click “Submit”

|' Take Action

Keep working on this Posting

Comments (optional)
| - ﬁ Enter comments if desired.

-

Add this posting to your watch list?

Submit when complete. H Submit Cancel

The Posting can be located when you log into the Applicant Tracking module again as the same User
Type you used to begin the action. Hover your cursor over the Postings tab and click on “EHRA” You will
then return to the EHRA Postings view, which provides a list of all postings based on your active user
type, from which you can search for and select this posting and continue.
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Create New Post Doctoral Posting

To initiate a Create New Post Doctoral Posting request, hover your cursor over the Postings tab and click

on “Post Doctoral”, or click on the Create New Post Doctoral Posting link located in the Shortcuts menu to

the right of your Inbox:

D | PeopleAdmin

NORTH CAROLINA

A&T STATE UNIVERSITY Watch List APPLICANT TRACKING ¥

Postings  Hiring Proposals | MyProfile  Help

SPA Linc Butler, you have 0 messages. | Supervisor Iz‘ ¢ logout
Hover cursor over Postings tab EPA
and click on Post Doctoral. Fost Doctoral
Welcome to your Online Recruitment and Position Management System
¥, InboX (14 items need your attention) . SIS
Or click on Create New Post Creste New SPA Fostng
Displaying fems for group “Supervisor” Doctoral Posting in the Shortcuts e e sing
Postings (3) Hiring Proposals (0)  Pending Reguests (10+)
Job Title Type Current State Owner

You will then be taken to the EHRA Postings view, which provides a list of all current/pending EHRA
postings initiated based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Culrrent / pending postings for positions that are direct reports to the Supervisor
only.
Department Head Current / pending postings for all positions that report to the department the
Department Head is assigned to.
Dean / Vice Current / pending postings for all positions within the School, College, or Division
Chancellor the Dean / Vice Chancellor is assigned to.

In the EHRA Postings view, you can search postings by any number of criteria, including but not limited
to position title, posting number, position number, department name, supervisor name, or workflow
state. Searches are fully customizable by position and posting attributes, and you can save custom
searches for use again later:

@ | PeopleAdmin B
NORTHCAROLINA
AUD ST UNIVERSTIY [TEIED | APPLICANT TRACKING v

PR Hiring Proposals | MyProfle  Help

Active user type is |jmmm) oo Fle o
fosinge | PostBoctor Supervisor.
Post Doctoral Postings
opensassean s Soaron| \ Hi sz oton Searches are customizable by
wmm ':"“' = position attributes and can be
D Chtr g saved for later use.

—

List of current / pending [

EHRA postings by active

usSer type. |
Ad ho rch All Postings (]
o d Search” "All Postings™ (0 ltems Found)

] Position Title Posting Number Department Active Applications Workflow State (Actions)
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To initiate the request, click on the orange Create New Position Description button located on the top
right of the screen just below the grey bar:

@D | PeopleAdmin
rrewpees || APPLICANT TRACKING ¥

Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. | Supervisor Iz‘ &  logout
Click here to initiate a Create

New Posting request.

Search More sparch onfinn

You will then see the Create New menu, asking what you would like to use to create the new posting:

' Create New x

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

Create from Posting Click here to Create New Posting from

Uses an existing posting as a template and automaticall]l an existing posting.
information.

Create from Position Description Click here to Create New Posting from
Copies in most of the information from a position description. | an approved position description.

#4

Create New Post Doctoral Posting from an Existing Posting

Select Create from Posting if you wish to create a posting using information from a prior posting that has
previously been used in the PeopleAdmin system.

PLEASE NOTE: If the position classification and/or the position description details have changed, you must
start a Modify Position action in the Position Management module prior to posting the position.

Choosing the Create from Posting option copies information from a prior posting into a new posting:

- Create New x

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_

Copies in most of the information from a position description.
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After clicking on Create from Posting, you will be taken to the Post Doctoral Postings view, where you can
search any current or pending postings by any number of criteria, including but not limited to position
title, posting number, position number, department name, or supervisor name. Searches are fully
customizable by position attributes, and you can save custom searches for use again later. If you need
assistance in finding the desired posting, please contact the Classification and Compensation Analyst in
the Division of Human Resources:

@D | PeopleAdmin
NORTH CAROLINA
AT STATE UNIVERSITY

APPLICANT TRACKING ¥

Postings Applicants Hiring Proposals Onboarding Events R—— p—
Active user type is
Supervisor.

Postings | Post Doctoral

Post Doctoral Postings
R e ‘ Searches are customizable by Actions drop

. . osition attributes and can be down menu.
List of current / pending Post Doctoral P

. . saved for later use.
postings by active user type.
W’Search "All Postings™ (1 ltem Found) @

=] Position Title Posting Number Department Active Applications Workflow State (Actions)

=] Post Doctoral Research Associate (TLB40) VC for Human Resources [ Closed Actionsy

Once you locate the posting you wish to create from, you can select it by moving your cursor over that
posting’s corresponding drop down menu located in the far right column and clicking on Create

From. This drop down menu will also give you the option of View if you wish to view the information
associated with a particular position description prior to selecting Create From:
Actions
ST

" Create From

By clicking Create From, the New Posting form will appear. This is where you can update the working
title of the position for the purpose of posting, and view Organizational Unit information to confirm
accuracy. You can also provide Special Offline Application Instructions in the field provided if
necessary. Once all information is entered and confirmed on the New Posting page, click on the orange

button to begin updating posting information:
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Postings | Post Doctoral / New Posting

‘i| New Posting [ Create New Posting | ancel
= Create new i
posting button.

Position Title Post Doctoral Research Associate (TLB40)

Organizational Unit

Division/School/College WC for Human Resources

Confirm Organizational Unit
VC for Human Resources information.

Department

Section/Unit WVC for Human Resources

Online Applications

Accept online applications?

Special offine splication nstructions Include special
offline application Create new
instructions if posting button.
necessary.

Create New Posting Cancel

After clicking on the “Create New Posting” button, you will then be taken to the Posting Details tab, the
first information tab that must be completed before the new Post Doctoral Posting can be sent to the next
step in the approval workflow. Each information tab is listed on the Edit Posting page in the far left-hand
column of the page, and the tab you are actively editing will appear in the list in bold black letters while all
other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the [BESE8 button located in both the top and bottom right corners of
the page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the new Post Doctoral Posting can be
sent to the next step in the approval workflow. Once all of the required fields on a tab have been filled in
and saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs
that do not contain any required fields:

. Postings Hiring Proposals |1M_'y-ﬁt1ﬁle [
Tab list
Linc Butler, you have 0 messages. | Supervisor E‘ ¢ logout

Postings / Et Doctoral /' Post Doctoral Research Associate (TLB40) (Draft) / Edit: Posting Details

eling Posting el e o Save and Next buttons S

Posting Details

¥ Check spelling ||
& Position Funding Infor...

) To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu.
@ Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting
Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left

© Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

© References * Required Information

© Search Commitiee Classification Information

© Ranking Criteria HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the

@ Posting Documents left side menu while modifying the Pasition
ummary FOSitiD"F{I:.:SZSiﬁHIiO" Post Doc Research Associate
Job Code 81069
Blue Check Circle Classification Type Post Doctoral
Minimum

Experience/Education
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Create New Post Doctoral Posting from an Existing Posting — Posting

Details Tab

Since you are creating a new Post Doctoral Posting from a prior posting, many of the fields will already be
filled in with information copied from the prior posting. Follow the instructions at the top of the page to
complete any remaining required fields, then click the [ button to save changes and navigate to the

next tab:

Editing Posting

Posting Details
& Position Funding Infor...
& Supplemental Questions
& Applicant Documenis
& References
© Search Committee
& Ranking Criteria
& Posting Documents

Summary

| MyProfie Help

Linc Butler, you have 0 messages. | Supervisor Iz‘ & logout

LET I Postings Hiring Proposals

Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) / Edit: Posting Details

Posting Details

Save and Next buttons. S

¥ Check spelling [v]

To create a Posting, first complete the information on this screen, then click the Next bufton or select the page in the left hand navigation menu
Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting
Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left
navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

* Required Information
Classification Information

HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the
left side menu while modifying the Position.

PositiDnI(%:gzsiﬂcation Post Doc Research Associate

Job Code 81069 Fields from the prior posting will be

Classification Type ~ Post Doctoral copied in to your new posting.
Minimum
Experience/Education

Position Overview

Primary Purpose of
Position

Primary Function of
Organizational Unit

Position Information

Position Title
Working Title

Position Number
JCAT

Approved Salary

Salary Range

FLSA

Appointment Type

If Time Limited,
Appointment Length

FTE

Test Position Overview and Position Information:
Continue to enter posting information into
Test any empty fields as needed.

Post Doctoral Research Associate (TLB40)

| | This field is required.

999999 . . .
Required fields will be

12345 highlighted in RED.

$40,000

I This field is required.

Enter salary to be advertised amount or a description such as “commensurate with education and expenence”
Exempt
Time Limited - Full-time

08/08/2014

Please indicate budget end date. If funded from more than one fund indicafe earliest end dafe. This field cannot be left blank.

You can indicate other users you would like to have Supervisor and / or Applicant Reviewer access to the
posting by searching for their name in the Supervisor and Applicant Reviewer fields. Indicate the proposed
Open Date and Date Desired for Closing or Initial Review (minimum 30 days), which will define the
number of days applicants can view and apply for the posting. The minimum allowable posting period 3P




Post Doctoral positions is thirty (30) calendar days, however, a Post Doctoral posting can be posted as
open until filled. Select the appropriate Fast Find category for the posting to ensure it is included in the
correct pre-defined search when an applicant clicks on the corresponding Fast Find button through the
applicant portal. Choices are Administrators and Research, Faculty, Post Doctoral, Temporary Staff, and

Staff:

Open Date

Open Until Filled

Special Instructions to
Applicant

Fast Find Information

Posting Detail Information Supervisor
and / or
Supervisor , . _ Applicant
I ] This field is uquued_ Reviewer
Avolicant Revi access to the
pplicant Reviewer I ] This field is required posting.

Posting Number

Date desired for closing
or initial review
( minimum 30 days).

Close Date

[ i e s requireq. <mmmm—

Minimum allowable posting
_ period is thirty (30) calendar
days. Posting can also be open
until filled.

No < ——

[ Please select

[w[] This field is required.

Select the most appropriate Fast
Find category for the posting.

Include details regarding any special advertising requests, such as posting the position on additional job
posting websites or in specific print media outlets, in the Advertising Summary field. A link to the job
posting on the North Carolina A&T State University applicant portal will be included in any special
advertising. The Pass Message and Fail Message fields contain template notifications that will be sent to
applicants who are screened out of the posting through Supplemental Questions. Once all fields on the
Posting Details Tab are complete, click the|[E7Esg button to save your changes and move to the next tab.
You can also click the “Save” button if you wish to save your changes and keep working on the current tab:

Advertising Summary

Pass Message

Fail Message

Please list additional external advertising sources if different tf

Standard sources include: NC Employment Security Commission & UNC General Adminisiration

Thank you for your interest in this position.
The scree ng and selection pro 55 is
currently underway and will con 11
successful candidate is chosen

of your gqualification= result in a deci=zion
pursue your candidacy, you will be contacted.

Thank wyou for your interest in this position.
Based on your responses to the guestions on
the employment application, you do not meet
ini nalification=s for this=z position.
Please do not let this discourage yvou from
applying for other positions that

ran standard advertising sources

interest you.

-

Include any special
advertising request
information.

-

Template applicant e-mail
- notifications.

Save and Next buttons. H Save




Create New Post Doctoral Posting from an Existing Posting — Position

Funding Information Tab

Funding Source information from the prior posting will copy over into the fields in the Funding Source
Details section of this tab, and you can make edits as necessary. PLEASE NOTE: The annual amount
budgeted must support the hiring range indicated on the Posting Details Tab.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on

these forms:

1) FTVORGN- Provides a list of Org Codes
2) FTVFUND- Provides a list of Funds
3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click to move to the next tab:

Funding Source Details

State Appropriated
Funding / Non-State
Appropriated Funding

If non-state, select
source of funding

If other, designate
source

Budget Code

Fund

Org

Account

Program

Date Funds End
Annual Amount
Percentage of FTE

Remove Entry?

State Appropriated Funding E

Please select

16070 (State)

111111

Format: 6 digit num

11111

Format: 5 digit num

11111

Format: 5 digit numi

11

=

ber #HEHEH

ber #HEH

ber #HHHH

Format: 3 digit number

$45.000

10

ad Funding Source Detais Enly ﬁ

Funding information
will be copied in from
the prior posting,
which you can edit as
necessary.

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted
must equal the requested salary.

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down
below the last saved entry to enter a new funding source

Click here to add a funding source. If
the position has more than one funding
source, continue to click here until all
funding sources are entered.

IMPORANT NOTE:
Remember to click
“Save” after each
funding source is
entered.

Save << Prev
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Create New Post Doctoral Posting from an Existing Posting —
Supplemental Questions Tab

In the Supplemental Questions tab, you can identify screening questions related to an applicant’s
education and experience that must be answered as part of the application process. To add supplemental
guestions to your posting, click on the button labeled "Add a Question". A pop up section will appear
where you can add an existing question or submit a new one. Once done, click on thellEZE button to
save changes and proceed to the next tab:

Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) / Edit: Supplemental Questions

Editing Posting Supplemental Questions
Posting Detalls 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
& Position Funding Infor...
Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter

Supplemental Questions using the key word search or filter by question category.

© Applicant Documents Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown menu will appear where points and

@ References disqualifying responses can be associated to the posfing question.

@ Search Committee Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each question;
g o checking these boxes will make a question required.
© Ranking Criteria

Included Supplemental Questions
& Posting Documents

Click to add supplemental

Summary Position Required Category Question . Status
questions.
Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to
the job being posted: by key word search or by question category. To add an existing question, click the
check box next to the question you wish to add.
Submitting New Posting Questions: To submit a new question for review and approval, click on the button
labeled "Add a Question". When the Available Supplemental Questions box opens, click on the "Add a
New One" link in the bottom right hand corner.
Add a Question ®
Available Supplemental Questions
Category: XN ~| Keyword: Filter supplemental questions
Sdd Lategony Susskion by keyword or category.
[F[1 Uncategorized How did you hear about this employment opportunity?
xperience 0 you have at least one year of responsible payroll or financial and statistical record keepin
] Experi Do you h I year of responsible payroll or financial and statistical d keeping
experience?
[[] Education Do you have a high school diploma or equivalent?
[[] Experience Do you have HR experience?
[[]1 Education Do you have a High School diploma?
[F] Education Do you have a Master's Degree?
[[] Education Do you have a Master's Degree?
[F] Experience How many years of Accounting experience - - — —— e
[F] Education Do you have a High School diploma? Click to submit a custom Supplemental
[F] Experience Do you have at least 4 years of experience?] question for review and approval'
L1410
Click check box to add an Can't find the one you want? Add a new one
existing supplemental question. Click Submit when
finished Submit Cancel 173

A




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 Supplemental Questions

Position Required Category Question Status

1 Uncategorized Howr did you hear about this employment opportunity? active % ]

2 Experience Do you have at least one year of responsible payroll or financial and statistical record active X}

keeping experience?
3 Education Do you have a High Sch active ©
4 Experience How many years of Acco Assign points to answers. ication setting?  active (X}
I Fossible Answers: Predefined Options
o . A Points Di: lifyi
Click to make questions newer U S
. 1. Dyears
reqUIred. 2. 1-3 years
3. 4-5 years
4. 5+ years f

Reorder questions. Click to assign disqualifying answers.
Create New Post Doctoral Posting from an Existing Posting — Applicant
Documents Tab
In the Applicant Documents tab, Applicant documents can be included in the application process by
selecting Included to make the documents optional and Required and Included to make the document(s)
mandatory to complete the application process. Documents attached by the applicant during the
application process will be accessible for viewing during applicant review. Once done, click on the L2
button to save changes and proceed to the next tab:

Postings / Post Doctoral / Post Doctoral Research Associate (TL B40) (Draft) / Edit: Applicant Documents
Click Included to make Click both Included and Required to
Editing Posting . . - . - .
uploading a document optional. make uploading a document required.
Posting Details OCH

@ Position Funding Infor..

& Supplemental Questions Order
Applicant Documents 1

@ References

@ Search Committee 2

& Ranking Criteria
& Posting Documents

Summary

Name

Resume

Cover Letter

Curriculum Vitae

Teaching Philosophy

Letter Of Reference 1

Letter Of Reference 2

Letter Of Reference 3

Included to make the document(s) mandatory to c

Included?

plete the apjllcation process.

Required?

Create New Post Doctoral Posting from an Existing Posting — References

/ Letters of Recommendation Tab

In the References / Letters of Recommendation tab, you can indicate whether or not you wish to require
applicants to submit references with their application. You can also indicate the minimum and maximum
number of references you would like applicants to submit, and the cutoff date by which reference

information must be submitted:
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Postings / Post Doctoral /| Post Doctoral Research Associate (TLB40) (Draft) / Edit: References

Editing Posting References Save | | <<Prev

Posting Details - )
¥ Check spelling ||
@ Position Funding Infor
Accept References: Please indicate whether ar not you wish to require applicants to submit references with their application
@ Supplemental Questions
Minimum Requests: Please indicate the minimum number of references you would like applicants to submit.
@ Applicant Documents

Maximum Requests: Please indicate the maximum number of references you would like applicants to submit

References
@ Search Committee Cutoff Date: Please indicate the date by which reference information must be submitted
] Ranking Criteria Required Information
@ Posting Documents References

Indicate Yes or No.
Summary Accept References No |E| A
Minimum Requests
Reference Recommended range is 3 to 5.

Maximum Requests

information may

not be submitted —Cutoﬁoare

after this date. Save | | << Prev

Create New Post Doctoral Posting from an Existing Posting — Search
Committee Tab

Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool,
reviewing their credentials, and recommending acceptable candidates to the hiring manager. Search
Committees can consist of University employees both internal and external to the hiring unit, as well as
individuals external to the University who represent key stakeholders.

In the Search Committee tab, you can assign search committee members who will have access to review
application information for a specific posting. Search committee members can view applications, applicant
documents, and evaluate / rank applicants based upon ranking criteria you establish as part of the posting.
Requests to add search committee members will be reviewed and approved by the Division of human
Resources (DHR) once the posting request is routed to DHR for approval. Upon DHR approving a search
committee member’s access, the search committee member will receive an e-mail notification with
instructions on how to access the online posting and related application information:

Editing Posting Search Committee Save | | << Prev

& Posting Details ) ) - ) ) ) )
Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool, reviewing their credentials, and

@ Position Funding Infor... recommending acceptable candidates to the hiring manager. Search Committees can consist of University employees both internal and external
to the hiring unit, as well as individuals external to the University who represent key stakeholders.

@ Supplemental Questions
Search Committee Members

& Applicant Documents

@ References/Letters of .. No Search Committee Members have been assigned fo this Posting yet

Search Committee
: Search
& Ranking Criteria

@ Posting Documents Find a User to assign as a Search Committee Member

Summary
First Name
Last Name To search for a pre-approved search
Email Address committee member, enter the name and
Search click the Search button.
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After searching for a pre-approved search committee member, click on the Add Member button to add
them to your search committee. You can also make a search committee member the chair of the search
committee by clicking on the check box next to “Make Member the Committee Chair”:

Search Committee Members

Nao Search Committee Members have been
Click the check box to assign the

search committee member as the

Search committee chair.

Find a User to assign as a Search Committee Me r.

Name Email Address Add Member
Lonnie Crotts emailaddress@zed.zed | Add Member | | Make Member The Commitiee Chair

First Mame Lonnie

Last Name Crotts Click the Add Member button to add
the search committee member you
Email Address searched for.
Search

To create an account for a new search committee member, enter in the committee member’s name,
current e-mail address, and desired username, then click on the Submit button:

New Search Committee Member

Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.

Required fields are indicated with an asterisk (¥).

Account Information

Please enter the following information to create an account for a new Search Committee Member.
First Name
Last Name
Email
Username
Submit

To create an account for a new
search committee member, complete | .
the fields and click submit.

If the requested search committee member is already an assigned user of the PeopleAdmin system, their
user account information will be displayed, and you can add them to your search committee by clicking on
the Add User button:
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Matching User
Username  ambraun
First Name  Amy

Last N B .
ast Mame raun Click the Add User button to add the new
Email emailaddress@zed zed

Preferred Group Employee search committee member in a pending

| status. Access will be reviewed and
approved by DHR.

Clear Matching Users

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a new Search Committee Member.

First Name Amy
Last Name Braun

Email ambraun@ncat.edu
Username ambraun

Save << Prev m

Create New Post Doctoral Posting from an Existing Posting — Ranking
Criteria Tab

Ranking Criteria can be used by search committees during the applicant review process to rank applicants
based upon job-related experience and education factors. This optional tool can be helpful in identifying
the most qualified candidates in an applicant pool. Ranking criteria are not presented to the applicant:

Editing Posting Ranking Criteria
& Posting Details Ranking Criteria can be used used by search committees during the applicant review process to rank applicants based upon job-related
. experience and education factors. This optional tocl can be helpful in identifying the most qualified candidates in an applicant pocl. Ranking
@ Position Funding Infor... criteria are not presented to the applicant.
@ Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
- checking the box in the “Add” column or submit a new one for approval
@ Applicant Documents ) . ) . . B )
Submitting New Ranking Cntenia: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Cnterion”. When
& References/Letters of the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom nght hand corner.
@ Search Committee Included Evaluative Criteria
Ranking Criteria Cateaony Decciptiog Click to add ranking criteria. S
& Posting Documents
Save << Prev Next ==
Sumnary Lsave | [scprev | (SN
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To add ranking criteria, click on the button labeled “Add a Criterion”. A dialog box will appear where you
can add an existing criterion by checking the box in the “Add” column or submit a new one for approval. To
submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion,” then
click on the “Add a new one” link in the bottom right hand corner of the dialog box that opens:

Add a Ranking Criterion

®
Available Evaluative Criteria
Category: | Any E| Keyword: Search for ranking criteria by
Add Category Description keyword or category.

[ Uncategorized Rank Experience - 5 is the highest

Possible Answers: Indicate the applicant workflow state

that allows an applicant to be ranked.

Ll e
LW SRy NN

Applicant workflow state | Under Review by HR E|

1 Uncategorized Please rate the candidates experience related to th Click to submit a custom ranking

[] Uncategorized Teaching experience in a university criterion for review and approvaL

D@playing all 3

Can't find the one you want? Add a new one
Click check box to add an

existing ranking criterion. Click Submit when
finished. 4

Submit Cancel

Editing Posting Ranking Criteria
: Click Save or Next to move
& Posting Details Ranking Criteria can be used used by search c| pplicants based upon job-related
= experience and education factors. This optionaj  tO the next tab. idates in an applicant pool. Ranking
@ Position Funding Infor... criteria are not presented to the applicant.
© Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
- checking the box in the “Add” column or submit a new one for approval
& Applicant Documenis . i i i . ) .
Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When
@ References/Letters of ... the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom right hand corner.
@ Search Committee Included Evaluative Criteria
Ranking Criteria Category Description Weight Workflow State Status.
@ Posting Documents Uncategorized Teaching experience in a university Under Review by HR active [x]
Uncategorized Please rate the candidates experience related to the job Under Review by HR active [X]
Summary Uncategorized Rank Experience - 5 is the highest Under Review by HR active (%]

Create New Post Doctoral Posting from an Existing Posting — Posting
Documents Tab

The Posting Documents Tab allows you to upload documents as attachments that will route with the
posting request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin
editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded178
into PeopleAdmin as part of another action.



Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

Editing Posting Posting Documents Save | [ <<Prev
& Posting Details To add a document to the posting, hover over the blue Action text link to the right of the document name
@ Position Funding Infor... Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are
supported as attachment include .doc, .docx, .pdf, . (it ; . il = daadacayill be

© Supplemental Questions converted to pdf for security
@ Applicant Documents PDF conversion must be completed for the docume

Click “Actions”, then select Upload New,

© References/Letters of e ————— Create New, or Choose Existing in order

@ Search Commiliee Marketing Plan Actions to upload an attachment.
& Ranking Critenia Print Ad Text Upload New
5 Create New
Posting Documents FmrslEEhg I ] — P o | [<<prey
Summary Complete this page by clicking

I on Save and }

Create New Post Doctoral Posting from an Existing Posting — Summary
Tab

The Summary Tab allows you to perform a final review all of the posting information you’ve entered on
the previous tabs prior to sending the request to the next step in the approval workflow. Please review
the details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:

Postings / Post Doctoral | Post Doctoral Research Associate (TLB40) (Draft) | Summary

= Posting: Post Doctoral Research Associate (TLB40)

(Post Doctoral)  Edit

Current Status: Draft See how Posting looks to Applicant

Pasition Type: Post Doctoral Created by: Linc Butler & Print Preview (Applicant View)
Section/Unit: VC for Human Owner: Lin Butler & Frnt Praview

Resources

Summary History Settings Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing.
To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Watch List. in the popup box that appears. When
you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an orange icon with an exclamation point, you will need fo review this section and
make necessary corrections before moving to the next step in the workflow.

Posting Details  Edit . . .
t Click “Edit” to make edits to a tab.
Classification Information
incorrect, plea! menu while modifying the Position
. Post Doc Research Associate
Blue Circle Check

81069
Paost Doctoral

Classification Type

Minimum Experience/Education

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Summary Tab by clicking
on the link in the left column:

@ Position Funding Information Edit

- Click “Edit” to make edits to a tab.

Budget Advisory A

EPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T's Budget Advisory

Orange Circle deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Exclamation Point

Mission Specific, Essential
andlor Key Objectives not Met
without position

Test
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Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

D | PeopleAdmin

NORTH CAROLINA

v

logout

AT STATE UNIVERSITY APPLICANT TRACKING
Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. |Supervisor IE‘ c¢
Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) / Summary
Posting: Post Doctoral Research . . .
(Post Doctoral)  Edi Click on “Take Action On Pending p——
Current Status: Draft Request”, then select a pprover tO :;aep \:m;king on Ihi(sj Pom:ng
Position Type: Post Doctoral Created by| (EEEL L (5 (w2
Section/Unit: VC for Human owner: Linf  MOVE the TEqUESt to the next Step g&l‘ld to Department Head (move to
Resources . epartment Head)
in the approval workflow.
Summary History Settings Hiring P

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has
an orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving to the next step in the workflow.

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

-

Add this pending request to your watch Adding the action to your Watch
list? . .

List allows you to easily track and
monitor the action’s progress.

Submit Cancel

4

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

Q "Fund" is required and All required fields must be set before transitioning. R

[l NORTH CAROLINA .
{T STATE UNIVERSITY [N || APPLICANT TRACKING v

Sroposals | MyProfile  Help

Red bar indicating the required fields that Linc Butler, you have 0 messages. | Supervisor [*] & logout
need to be completed before submitting the
request to the next step in the workflow.

Take Action On Posting v
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Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Posting was successfully transitioned <

Watch List APPLICANT TRACKING ¥

Home Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor IZ‘ C  logout

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

& See how Posting looks to Applicant

Current gtalus: Depariment Head

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New Post Doctoral Posting from an Existing Posting - Saving to

Return to a Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”

D | PeopleAdmin

NORTH CAROLINA

ALT STATE UNIVERSITY Watch List APPLICANT TRACKING v
Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. | Supervisor Iz‘ < logout
Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) /| Summary
Posting: Post Doctoral Research Associate (TLB40)
(POSt Doctoral) Edit R FIRLE N T
Current Status: Draft Keep working on this Posting
Position Type: Post Doctoral Created by: Linc Butler S s (0 Che
Section/Unit: VC for Human Owner: Linc Butler gz;g%s:rﬁg?;m Leadlnura
Resources
Summary History Settings Hiring Proposals Associated Positien Description

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Sectien. This will take you directly to the Posting Page to Edit. If a section has
an orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving to the next step in the workflow.
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4) Add any Comments into the window that opens (below) as notes to yourself, if desired.
5) Click “Submit”

Take Action

Keep working on this Posting

Comments (optional)
| - ﬁ Enter comments if desired.

-

Add this posting to your watch list?

Submit when complete. H Submit Cancel

The Posting can be located when you log into the Applicant Tracking module again as the same User
Type you used to begin the action. Hover your cursor over the Postings tab and click on “EHRA” You will
then return to the EHRA Postings view, which provides a list of all postings based on your active user
type, from which you can search for and select this posting and continue.

Create New Post Doctoral Posting from a Position Description

Select Create from Position Description if you wish to create a posting using information from a position
description that has previously been approved in the PeopleAdmin system.

PLEASE NOTE: If the position classification and/or the position description details have changed, you must
start a Modify Position action in the Position Management module prior to posting the position.

Choosing the Create from Position Description option copies information from an existing position
description into a new posting:

} Create New x

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_

Copies in most of the information from a position description.
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After clicking on Create from Position Description, you will be taken to the Post Doctoral Position
Descriptions view, where you can search position descriptions by any number of criteria, including but not
limited to position title, posting number, position number, department name, or supervisor name.
Searches are fully customizable by position attributes, and you can save custom searches for use again
later. If you need assistance in finding the desired position description, please contact the Classification
and Compensation Analyst in the Division of Human Resources:

@D | PeopleAdmin

ﬁ NORTH CAROLINA
A&T STATE UNIVERSITY APPLICANT TRACKING ¥
Postings Hiring Proposals 1 My Profile F - =
Active user type iS Superviser [*l e iogout
Postings / Post Doctoral / Create from Position Description .
Supervisor.
Post Doctoral Position Descriptions
e ] Searches are customizable by
Ads Coums [ Agd Camn i position attributes and can be
AD Admm!sua(!ul\ ) ‘;‘
Department: A5 STSe " Sone "9 i saved for later use.
AVC of Research Sves & Project ~

Actions drop

List of current / pending Post Doctoral down menu.

position descriptions by active user type.

Ad hocjillbrch Post Doctoral Position Desc... @
(-] Search: "Post Doctoral Position Descriptions™ (2 ltems Found

Working Position Title Pasition Number Employee First Name Employee Last Name Position/Classification Title Department Supervisor Status (Actions)

Post Doctoral Research Associate 010002 Post Doc Research Associate Bioenergy Center Human Resources Consultant (Amy Braun)  Active Actionsy

Post Doctoral Research Associate (TLB40) 999999 Post Doc Research Associate VC for Human Resources  Asst VC-Human Resources (Linc Butier) Active Actions¥

Once you locate the position description you wish to create from, you can select it by moving your cursor

over that position description’s corresponding drop down menu located in the far right column
and clicking on Create From. This drop down menu will also give you the option of View if you wish to
view the information associated with a particular position description prior to selecting Create From:

Actions e

WEW

" Create From

By clicking Create From, the New Posting form will appear. This is where you can update the working
title of the position for the purpose of posting, and view Organizational Unit information to confirm
accuracy. You can also provide Special Offline Application Instructions in the field provided if
necessary. Once all information is entered and confirmed on the New Posting page, click on the orange

button to begin updating posting information:
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Postings | Post Doctoral / New Posting

‘i| New Posting [ Create New Posting | ancel
= Create new i
posting button.

Position Title Post Doctoral Research Associate (TLB40)

Organizational Unit

Division/School/College WC for Human Resources

Confirm Organizational Unit
VC for Human Resources information.

Department

Section/Unit WVC for Human Resources

Online Applications

Accept online applications?

Special offine splication nstructions Include special
offline application Create new
instructions if posting button.
necessary.

Create New Posting Cancel

After clicking on the “Create New Posting” button, you will then be taken to the Posting Details tab, the
first information tab that must be completed before the new Post Doctoral Posting can be sent to the next
step in the approval workflow. Each information tab is listed on the Edit Posting page in the far left-hand
column of the page, and the tab you are actively editing will appear in the list in bold black letters while all
other tabs will appear as blue links.

You can save the changes you’ve made to the active tab you’re working on and navigate to the next tab in
the list simultaneously by clicking the [LESE8 button located in both the top and bottom right corners of
the page. You can save the active tab you’re working on and stay on the same tab by clicking the “Save”
button also located in both the top and bottom right corners of the page. You can navigate to the other
tabs by clicking on the links in the far left-hand column; however, this action WILL NOT save any changes
made to the tab you are navigating away from.

Required fields are highlighted in red and must be filled in before the new Post Doctoral Posting can be
sent to the next step in the approval workflow. Once all of the required fields on a tab have been filled in
and saved, a Blue Check Circle will appear beside the tab. The Blue Check Circle also appears next to tabs
that do not contain any required fields:

. Postings Hiring Proposals |1M_'y-ﬁt1ﬁle [
Tab list
Linc Butler, you have 0 messages. | Supervisor E‘ ¢ logout

Postings / Et Doctoral /' Post Doctoral Research Associate (TLB40) (Draft) / Edit: Posting Details

eling Posting el e o Save and Next buttons S

Posting Details

¥ Check spelling ||
& Position Funding Infor...

) To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand navigation menu.
@ Supplemental Questions Proceed through all sections completing all necessary information. To submit the Posting to Human Resources, you must go to the Posting
Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left

© Applicant Documents navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

© References * Required Information

© Search Commitiee Classification Information

© Ranking Criteria HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the

@ Posting Documents left side menu while modifying the Pasition
ummary FOSitiD"F{I:.:SZSiﬁHIiO" Post Doc Research Associate
Job Code 81069
Blue Check Circle Classification Type Post Doctoral
Minimum

Experience/Education
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Create New Post Doctoral Posting from a Position Description — Posting

Details Tab

Since you are creating a new Post doctoral Posting from an approved position description, many of the
fields will already be filled in with information copied from the position description. Follow the instructions
at the top of the page to complete any remaining required fields, then cli=Es button to save
changes and navigate to the next tab:

Editing Posting

Posting Details
& Position Funding Infor...
& Supplemental Questions
& Applicant Documenis
& References
© Search Committee
& Ranking Criteria
& Posting Documents

Summary

LET I Postings Hiring Proposals Ii_ﬁy_ﬁaﬁle elp

Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) / Edit: Posting Details

Posting Details

¥ Check spelling [v]

Linc Butler, you have 0 messages. | Supervisor E & logout
Save and Next buttons. S

To create a Posting, first complete the information on this screen, then click the Next bufton or select the page in the left hand navigation menu

Proceed through all sections completing all ne

cessary information. To submit the Posting to Human Resources, you must go to the Posting

Summary Page by clicking on the Next button until you reach the Posting Summary Page or select Posting Summary Page from the left
navigation menu. Once a summary page appears, hover your mouse over the orange Action button for a list of possible approval step options.

* Required Information

Classification Information

HELP TEXT: If the details below are incorrect, please make the appropriate Classification selection using the "Classification' Tab on the

left side menu while modifying the Position.

Position/Classification

Title
Job Code 81089
Classification Type Post Doctoral
Minimum

Experience/Education

Post Doc Research Associate

Fields from the approved position
description will be copied in to your new
posting.

Position Overview

Primary Purpose of
Position

Primary Function of
Organizational Unit

Position Information

Position Title
Working Title

Position Number
JCAT

Approved Salary

Salary Range

FLSA

Appointment Type

If Time Limited,
Appointment Length

FTE

Test

Test

Post Doctoral Research Associate (TL

Position Overview and Position Information:
Continue to enter posting information into
any empty fields as needed.

B4D)

| This field is required.

399999
12345

$40,000

Required fields will be
highlighted in RED.

This field is required.

Enter salary to be advertised amount or a description such as “commensurate with education and expenence”

Exempt
Time Limited - Full-time

08/08/2014

Please indicate budget end date. If fun

ded from more than one fund indicate earliest end dafe. This field cannot be left blank.

You can indicate other users you would like to have Supervisor and / or Applicant Reviewer access to the
posting by searching for their name in the Supervisor and Applicant Reviewer fields. Indicate the proposed
Open Date and Date Desired for Closing or Initial Review (minimum 30 days), which will define the
number of days applicants can view and apply for the posting. The minimum allowable posting period &P




Post Doctoral positions is thirty (30) calendar days, however, a Post Doctoral posting can be posted as
open until filled. Select the appropriate Fast Find category for the posting to ensure it is included in the
correct pre-defined search when an applicant clicks on the corresponding Fast Find button through the
applicant portal. Choices are Administrators and Research, Faculty, Post Doctoral, Temporary Staff, and
Staff:

Posting Detail Information Supervisor
and / or
Supervisor , . _ Applicant
I ] This field is uquued_ Reviewer
Avolicant Revi access to the
pplicant Reviewer I ] This field is required posting.

Posting Number |

Open Date I:l This field is required. ﬁ

Date desired for closing Minimum allowable posting

or initial review _ period is thirty (30) calendar
(minimum 30 days). days. Posting can also be open
Close Date until filled.

Open Until Filled Mo —

Special Instructions to
Applicant

Select the most appropriate Fast
Fast Find Information [ Please select E] This field is required.ﬁ Find category for the posting.

Include details regarding any special advertising requests, such as posting the position on additional job
posting websites or in specific print media outlets, in the Advertising Summary field. A link to the job
posting on the North Carolina A&T State University applicant portal will be included in any special
advertising. The Pass Message and Fail Message fields contain template notifications that will be sent to
applicants who are screened out of the posting through Supplemental Questions. Once all fields on the
Posting Details Tab are complete, click the|[E7Esg button to save your changes and move to the next tab.
You can also click the “Save” button if you wish to save your changes and keep working on the current tab:

-

Include any special
advertising request
Advertising Summary information-

Please list additional exfernal advertising sources if different than standard advertising sources
Standard sources include: NC Employment Security Commission & UNC General Administration

Thank you for your interest in this position. -
The screening and selection process i3

currently nderway and will continue until a
successful candidate is chosen. Should review

of your gualifications result 1 a decision to
pursue your candidacy, you will be contacted.

Pass Message

Template applicant e-mail
notifications.

Thank you for your interest in this position. -
Based on your responses to the guestions on

the employment application, you do not meet

the minimum gualifications for this position.
Please do not let this discourage you from
applying for other positions that interest you.

Fail Message

Save and Next buttons. save | GEEA




Create New Post Doctoral Posting from a Position Description — Position

Funding Information Tab

Funding Source information from the approved position description will copy over into the fields in the
Funding Source Details section of this tab, and you can make edits as necessary. PLEASE NOTE: The annual

amount budgeted must support the hiring range indicated on the Posting Details Tab.

If you are unsure of what fund to use, the most up to date information may be found in Banner Finance on

these forms:

1) FTVORGN- Provides a list of Org Codes
2) FTVFUND- Provides a list of Funds

3) FTVACCT- Provides a list of Accounts

These forms show listings of all active funds. For additional help, refer to the Banner Training Guide.

If the position has more than one funding source, click on the Add Funding Source Details Entry button
and “Save” until all sources have been entered. PLEASE NOTE: Each time you add an additional entry, you
will need to scroll down below the last saved entry to enter a new funding source. Once all funding
sources have been added, click {23 to move to the next tab:

Funding Source Details

must equal the requested salary.

below the last saved entry to enter a new funding source

State Appropriated
Funding / Non-State State Appropriated Funding E
Appropriated Funding

Funding information
will be copied in from
the approved position
description, which you
can edit as necessary.

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE” after each entry. Please note that the annual amount budgeted

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to scroll down

If non-state, select
source of funding Please select E
If other, designate
source
Budget Code 16070 (State)
111111
Fund
Format: 6 digit number #HHEEH
11111
Org
Format: 5 digit number ##E4
11111
Account
Format: 5 digit number #HHHH
11
Program
Format: 3 digit number ##
Date Funds End
Annual Amount $45.000
Percentage of FTE 10

Remove Entry?

ad Funding Source Detais Enly ﬁ

Click here to add a funding source. If
the position has more than one funding
source, continue to click here until all
funding sources are entered.

IMPORANT NOTE:
Remember to click
“Save” after each
funding source is
entered.

Save << Prev | AEiEES

Create New EHRA Posting from a Position Description — Supplemental

Questions Tab

In the Supplemental Questions tab, you can identify screening questions related to an applicant’s
education and experience that must be answered as part of the application process. To add supplemental
questions to your posting, click on the button labeled "Add a Question". A pop up section will appear
where you can add an existing question or submit a new one. Once done, click on thellEZ&3 button to

save changes and proceed to the next tab:
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Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) / Edit: Supplemental Questions

Editing Posting

Posting Details

Position Funding Infor...

C

Supplemental Questions

Applicant Documents

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
quesunn 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.

i Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown menu will appear where points and
@ References disqualifying responses can be associated to the posting question.
@ Search Committee Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each question;
. o checking these boxes will make a question required.
© Ranking Criteria Included Supplemental Questions
& Posting Documents .
Click to add supplemental
Summary Position Required Category Question . Status
questions.
Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to
the job being posted: by key word search or by question category. To add an existing question, click the
check box next to the question you wish to add.
Submitting New Posting Questions: To submit a new question for review and approval, click on the button
labeled "Add a Question". When the Available Supplemental Questions box opens, click on the "Add a
New One" link in the bottom right hand corner.
Add a Question »®
Available Supplemental Questions
Filter supplemental questions
Category: (T[] Keyword b

Add Category
[[] Uncategorized

Experience

Education
Experience
Education
Education
Education
Experience

Education

5 R I I I Y O R

Experience

D@ playing all 10

by keyword or category.
Question y ey gory

How did you hear about this employment opportunity?

Do you have at least one year of responsible payroll or financial and statistical record keeping
experience?

Do you have a high school diploma or equivalent?
Do you have HR experience?

Do you have a High School diploma?

Do you have a Master's Degree?

Do you have a Master's Degree?

How many years of Accounting experience do you have in a higher education setting?

Do you have a High School diploma? Click to submit a custom supplemental

Do you have at least 4 years of experience? | question for review and approval.

Click check box to add an

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

existing supplemental question. Click Submit when

finished Submit Cancel
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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 Supplemental Questions

Position Required Category Question Status

1 Uncategorized Howr did you hear about this employment opportunity? active % ]

2 Experience Do you have at least one year of responsible payroll or financial and statistical record active X}

keeping experience?
3 Education Do you have a High Sch active ©
4 Experience How many years of Acco Assign points to answers. ication setting?  active (X}
I Fossible Answers: Predefined Options
o . A Points Di: lifyi
Click to make questions newer U S
. 1. Dyears
reqUIred. 2. 1-3 years
3. 4-5 years
4. 5+ years f
. ick to assign disqualifying answers.

Reorder questions Click t d |
Create New Post Doctoral Posting from a Position Description —
Applicant Documents Tab
In the Applicant Documents tab, Applicant documents can be included in the application process by
selecting Included to make the documents optional and Required and Included to make the document(s)
mandatory to complete the application process. Documents attached by the applicant during the
application process will be accessible for viewing during applicant review. Once done, click on the L2
button to save changes and proceed to the next tab:

Postings / Post Doctoral / Post Doctoral Research Associate (TL B40) (Draft) / Edit: Applicant Documents
Click Included to make Click both Included and Required to
Editing Posting . . - . - .
uploading a document optional. make uploading a document required.
Posting Details OCH

@ Position Funding Infor..

& Supplemental Questions Order
Applicant Documents 1

@ References

@ Search Committee 2

& Ranking Criteria
& Posting Documents

Summary

Name

Resume

Cover Letter

Curriculum Vitae

Teaching Philosophy

Letter Of Reference 1

Letter Of Reference 2

Letter Of Reference 3

Included to make the document(s) mandatory to c

Included?

plete the apjllcation process.

Required?

Create New Post Doctoral Posting from a Position Description —

References / Letters of Recommendation Tab

In the References / Letters of Recommendation tab, you can indicate whether or not you wish to require
applicants to submit references with their application. You can also indicate the minimum and maximum
number of references you would like applicants to submit, and the cutoff date by which reference

information must be submitted:
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Postings / Post Doctoral /| Post Doctoral Research Associate (TLB40) (Draft) / Edit: References

Editing Posting References Save | | <<Prev

Posting Details - )
¥ Check spelling ||
@ Position Funding Infor
Accept References: Please indicate whether ar not you wish to require applicants to submit references with their application
@ Supplemental Questions
Minimum Requests: Please indicate the minimum number of references you would like applicants to submit.
@ Applicant Documents

Maximum Requests: Please indicate the maximum number of references you would like applicants to submit

References
@ Search Committee Cutoff Date: Please indicate the date by which reference information must be submitted
] Ranking Criteria Required Information
@ Posting Documents References

Indicate Yes or No.
Summary Accept References No |E| A
Minimum Requests
Reference Recommended range is 3 to 5.

Maximum Requests

information may

not be submitted —Cutoﬁoare

after this date. Save | | << Prev

Create New Post Doctoral Posting from a Position Description — Search
Committee Tab

Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool,
reviewing their credentials, and recommending acceptable candidates to the hiring manager. Search
Committees can consist of University employees both internal and external to the hiring unit, as well as
individuals external to the University who represent key stakeholders.

In the Search Committee tab, you can assign search committee members who will have access to review
application information for a specific posting. Search committee members can view applications, applicant
documents, and evaluate / rank applicants based upon ranking criteria you establish as part of the posting.
Requests to add search committee members will be reviewed and approved by the Division of human
Resources (DHR) once the posting request is routed to DHR for approval. Upon DHR approving a search
committee member’s access, the search committee member will receive an e-mail notification with
instructions on how to access the online posting and related application information:

Editing Posting Search Committee Save | | << Prev

& Posting Details ) ) - ) ) ) )
Search Committees are advisory in nature and serve the purpose of recruiting a qualified applicant pool, reviewing their credentials, and

@ Position Funding Infor... recommending acceptable candidates to the hiring manager. Search Committees can consist of University employees both internal and external
to the hiring unit, as well as individuals external to the University who represent key stakeholders.

@ Supplemental Questions
Search Committee Members

& Applicant Documents

@ References/Letters of .. No Search Committee Members have been assigned fo this Posting yet

Search Committee
: Search
& Ranking Criteria

@ Posting Documents Find a User to assign as a Search Committee Member

Summary
First Name
Last Name
Email Address To search for a pre-approved search
e committee member, enter the name and

click the Search button.

After searching for a pre-approved search committee member, click on the Add Member button to add
them to your search committee. You can also make a search committee member the chair of the search
committee by clicking on the check box next to “Make Member the Committee Chair”:
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Search Committee Members

Search

First Name Lonnie

No Search Committee Members have been

Find a User to assign as a Search Committee Me r.

Name Email Address Add Member
Lonnie Crotts emailaddress@zed.zed | Add Member | =) Make Member The Committee Chair

Click the check box to assign the
search committee member as the
committee chair.

Last Name Crotts

Email Address

Click the Add Member button to add
the search committee member you
searched for.

Search

To create an account for a new search committee member, enter in the committee member’s name,

current e-mail address, and desired

username, then click on the Submit button:

New Search Committee Member

Required fields are indicated with an asteris|

Account Information

Please enter the following information to
First Name
Last Name
Email
Username
Submit

Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.

K (%).

create an account for a new Search Committee Member.

To create an account for a new
search committee member, complete
the fields and click submit.

<<Prev

If the requested search committee member is already an assigned user of the PeopleAdmin system, their
user account information will be displayed, and you can add them to your search committee by clicking on

the Add User button:
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Matching User
Username  ambraun
First Name  Amy

Last N B .
ast Mame raun Click the Add User button to add the new
Email emailaddress@zed zed

Preferred Group Employee search committee member in a pending

| status. Access will be reviewed and
approved by DHR.

Clear Matching Users

New Search Committee Member
Request that someone be granted access to the system for the purpose of serving as a Search Committee Member.
Required fields are indicated with an asterisk (*).

Account Information

Please enter the following information to create an account for a new Search Committee Member.

First Name Amy
Last Name Braun

Email ambraun@ncat.edu
Username ambraun

Save << Prev m

Create New Post Doctoral Posting from a Position Description — Ranking
Criteria Tab

Ranking Criteria can be used by search committees during the applicant review process to rank applicants
based upon job-related experience and education factors. This optional tool can be helpful in identifying
the most qualified candidates in an applicant pool. Ranking criteria are not presented to the applicant:

Editing Posting Ranking Criteria
& Posting Details Ranking Criteria can be used used by search committees during the applicant review process to rank applicants based upon job-related
. experience and education factors. This optional tocl can be helpful in identifying the most qualified candidates in an applicant pocl. Ranking
@ Position Funding Infor... criteria are not presented to the applicant.
@ Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by
- checking the box in the “Add” column or submit a new one for approval
@ Applicant Documents ) . ) . . B )
Submitting New Ranking Cntenia: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Cnterion”. When
& References/Letters of the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom nght hand corner.
@ Search Committee Included Evaluative Criteria
Ranking Criteria Cateaony Decciptiog Click to add ranking criteria. S
& Posting Documents
Save << Prev Next ==
Sumnary Lsave | [scprev | (SN
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To add ranking criteria, click on the button labeled “Add a Criterion”. A dialog box will appear where you
can add an existing criterion by checking the box in the “Add” column or submit a new one for approval. To
submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion,” then
click on the “Add a new one” link in the bottom right hand corner of the dialog box that opens:

Add a Ranking Criterion

®
Available Evaluative Criteria
Category: | Any E| Keyword: Search for ranking criteria by
Add Category Description keyword or category.

[ Uncategorized Rank Experience - 5 is the highest

Possible Answers: Indicate the applicant workflow state

that allows an applicant to be ranked.

Ll e
LW SRy NN

Applicant workflow state | Under Review by HR E|

1 Uncategorized Please rate the candidates experience related to th

[] Uncategorized Teaching experience in a university

Click to submit a custom ranking
criterion for review and approval.

D@playing all 3

Click check box to add an
existing ranking criterion. Click Submit when
finished.

Submit Cancel

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

P

- checking the box in the “Add” column or submit a new one for approval
Applicant Documents

Editing Posting Ranking Criteria
: Click Save or Next to move
& Posting Details Ranking Criteria can be used used by search c| pplicants based upon job-related
= experience and education factors. This optionaj  tO the next tab. idates in an applicant pool. Ranking
@ Position Funding Infor... criteria are not presented to the applicant.
© Supplemental Questions Adding New Ranking Criteria: Click on the button labeled “Add a Criterion”. A dialog box will appear where you can add an existing criterion by

Submitting New Ranking Criteria: To submit a new ranking criterion for review and approval, click on the button labeled “Add a Criterion”. When
@ References/Letters of ... the Available Evaluative Criteria box opens, click on the “Add a new one” link in the bottom right hand corner.
@ Search Committee Included Evaluative Criteria
Ranking Criteria Category Description Weight Workflow State Status.
@ Posting Documents Uncategorized Teaching experience in a university Under Review by HR active [x]
Uncategorized Please rate the candidates experience related to the job Under Review by HR active [X]
Summary Uncategorized Rank Experience - 5 is the highest Under Review by HR active (%]

Create New Post Doctoral Posting from a Position Description — Posting

Documents Tab

The Posting Documents Tab allows you to upload documents as attachments that will route with the

posting request through the approval workflow. Attachments can be uploaded as follows:

e Upload New: Choose this option if you want to upload a file from your computer.

e Create New: Choose this option if you want to create a new file to attach using the PeopleAdmin

editor.

e Choose Existing: Choose this option if you want to attach a file that has already been uploaded193

into PeopleAdmin as part of another action.




Excel and Word documents may be attached. PDF conversion must be completed for the document to be
valid when applicable:

Editing Posting Posting Documents Save | [ <<Prev
& Posting Details To add a document to the posting, hover over the blue Action text link to the right of the document name
@ Position Funding Infor... Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are
supported as attachment include .doc, .docx, .pdf, . (it ; . il = daadacayill be

© Supplemental Questions converted to pdf for security
@ Applicant Documents PDF conversion must be completed for the docume

Click “Actions”, then select Upload New,

© References/Letters of e ————— Create New, or Choose Existing in order

@ Search Commiliee Marketing Plan Actions to upload an attachment.
@ Ranking Criteria Print Ad Text Upload New
5 Create New
Posting Documents Choose Existing Save | | <<Prev

I Complete this page by clicking I

I on Save and }

Create New Post Doctoral Posting from a Position Description —
Summary Tab

Summary

The Summary Tab allows you to perform a final review all of the posting information you’ve entered on
the previous tabs prior to sending the request to the next step in the approval workflow. Please review
the details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:

Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) | Summary

= Posting: Post Doctoral Research Associate (TLB40)

(Post Doctoral)  Edit

Current Status: Draft See how Posting looks to Applicant

Position Type: Post Doctoral Created by: Line Butler &\ Print Preview (Applicant View)
SectionlUnit: VC for Human Ovner: Linc Butler & Print Praview

esources

Summary History Settings Hiring Proposals Associated Position Description

Please review the details of the posting carefully before continuing

To take the action, select the appropriate Workflow Action by hovering over the orange “Take Action on this Posting" bution. You may add a Comment to the posting and also add this posting to your Watch List. in the popup box that appears. When
you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an orange icon with an exclamation point, you will need to review this section and
make necessary corrections before meving to the next step in the workflow.

Classification Information

tpmg el g Click “Edit” to make edits to a tab.

incorrect, plea: menu while modifying the Position

BI ue circle check Post Doc Research Associate

81069

Classification Type Post Doctoral

Minimum Experience/Education

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Summary Tab by clicking
on the link in the left column:

) Position Funding Information Edit

- Click “Edit” to make edits to a tab.

Budget Advisory Approval

EFPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T’s Budget Advisory

Orange Circle deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Exclamation Point

Mission Specific, Essential
andlor Key Objectives not Met
without position

Test

Once all required fields in all tabs are complete, and you are satisfied with the information entered, yoy
can move the request to the next step in the approval workflow by clicking on the orange “Take Action ah



Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

D | PeopleAdmin

INORTH CAROLINA

A&T STATE UNIVERSITY APPLICANT TRACKING ¥
Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. |Supervisor Iz‘ ¢ logout
Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) / Summary
Posting: Post Doctoral Research . “ . .
(Post Doctoral)  Edi Click on “Take Action On Pending ORKELOW ACTIONS
Current Status: Draft Request”, then Select approver tO geep v:u;‘king unlihiCS:Post:ng
Position Type: Post Doctoral Created by| iz e e o s e
Section/Unit: VC for Human owner Linf  MOVE the TEqUESt to the next Step g;:g:“sﬁ{’ﬁ::’;m Head (move to
Resources .
in the approval workflow.
Summary History Settings Hiring P

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has
an orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving to the next step in the workflow.

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments {optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

-

Add this pending request to your watch Adding the action to your Watch
list? . .

List allows you to easily track and
monitor the action’s progress.

Submit Cancel

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

@ "Fund" is required and All required fields must be set before transitioning. R

) NORTH CAROLINA .
T STATE UNIVERSITY (EIAE) || APPLICANT TRACKING v

Sroposals | MyProfle  Help
Red bar indicating the required fields that Linc Butler, you have O messages.  Supervisor e togout
need to be completed before submitting the
request to the next step in the workflow.

Take Action On Posting v
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Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Posting was successfully transitioned <

Watch List APPLICANT TRACKING ¥

Home Hiring Proposals | My Profle  Help

Linc Butler, you have 0 messages. | Supervisor IZ‘ C  logout

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

Current gta(ug; Depariment Head & See how Posting looks to Applicant

The next level approver (the Department Head in this example) will receive the pending request in their
Inbox and an automatically generated e-mail notifying them that the request was transitioned to them.
From the Inbox, the next level approver can open the pending request, review it, make changes (if
necessary), and then either send it on to the next step in the approval workflow or return the request to
the initiator (if applicable).

Create New Post Doctoral Posting from a Position Description - Saving

to Return to a Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”

D | PeopleAdmin

NORTH CAROLINA

v

logout

ALT STATE UNIVERSITY APPLICANT TRACKING
Postings Hiring Proposals | My Profile
Linc Butler, you have 0 messages. | Supervisor Iz‘ [+
Postings / Post Doctoral / Post Doctoral Research Associate (TLB40) (Draft) /| Summary
Posting: Post Doctoral Research Associate (TLB40)
(POSt Doctoral) Edit R FIRLE N T
Current Status: Draft Keep working on this Posting
Position Type: Post Doctoral Created by: Linc Butler S s (0 Che
Section/Unit: VC for Human Owner: Linc Butler gz;g%s:rﬁg?;m Leadlnura
Resources
Summary History Settings Hiring Proposals Associated Positien Description

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting
and also add this posting to your Watch List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup
box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Sectien. This will take you directly to the Posting Page to Edit. If a section has
an orange icon with an exclamation point, you will need to review this section and make necessary corrections before moving to the next step in the workflow.

4) Add any Comments into the window that opens (below) as notes to yourself, if desired.
5) Click “Submit”
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Take Action

Keep working on this Posting

Comments (optional)
| - H Enter comments if desired.

-

Add this posting to your watch list?

Submit when complete. H Submit Cancel

The Posting can be located when you log into the Applicant Tracking module again as the same User
Type you used to begin the action. Hover your cursor over the Postings tab and click on “EHRA” You will
then return to the EHRA Postings view, which provides a list of all postings based on your active user
type, from which you can search for and select this posting and continue.

Applicant Review

IMPORTANT NOTE: Prior to beginning applicant review, you must switch your user type to Applicant
Reviewer. If you do not have the Applicant Reviewer user type in your drop down menu, contact a
Recruitment Coordinator. To view applicants who have applied to a posting, go to the Postings tab and
click on the position type in the drop down list that matches the posting you wish to view: SHRA, EHRA, or
Post Doctoral. Since the Applicant Review process is identical regardless of position type, we will be
using an SHRA posting for the purpose of this User Guide. The only notable difference in how applications
are routed is:

. Applications for SHRA postings route to DHR first for initial screening to ensure State
minimum education and experience requirements are met prior to being routed to the hiring

e Applications for EHRA and Post Doctoral postitegeroute directly to the hiring manager and are not
pre-screened by DHR.

XD | PeopleAdmin
NORTH CAROLINA
APPLICANT TRACKING ¥

AT STATE UNIVERSITY

Postings Hiring Proposals | My Profile Help
SPA

In the Postings tab, e togout

) . EPA Active user type is
click SHRA to view Post Doctora Applicant Reviewer.
Welcq current / pendmg SHRA ion Management System
posflngs.

Shortcut;
<& InboX (11 items need your attention) orieuts

Displaying items for group "Applicant Reviewer”.
Postings (0) Hiring Proposals (0)  Pending Requests (10+)  Special Handling Lists (0)
Job Title Type Current State Owner
My Links

Useful Links

Training Videos
(Go here for helpful videos for staff traimn‘]_:jg)z
the use of PAT.)



http://www.ncat.edu/hr/division-directory/index.html

You will then be taken to the SHRA Postings view, which provides a list of all current/pending SHRA
postings initiated based on your active user type as follows:

Active User Type Positions in Position Descriptions List
Supervisor Current / pending postings for positions that are direct reports to the Supervisor
only.
Department Head Current / pending postings for all positions that report to the department the
Department Head is assigned to.

Dean / Vice Current / pending postings for all positions within the School, College, or Division
Chancellor the Dean / Vice Chancellor is assigned to.

Applicant Review — Postings View

In the SHRA Postings view, you can search postings by any number of criteria, including but not limited
to position title, posting number, position number, department name, supervisor name, or workflow
state. Searches are fully customizable by position and posting attributes, and you can save custom
searches for use again later:

XD | PeopleAdmin

NORTH CAROLINA

AGT STATE UNIVERSITY [ZEI | APPLCANT TRACKING 7

[PENEN  Hiring Proposals | My Profile  Help

Applicant Reviewer [¥] ¢ togout

—— Active user type is

_ Applicant Reviewer.
SPA Postings

: Seach| m n
e e search: | | options

Searches are customizable by

List of currf_-nt / pending position attributes and can be
SHRA postings by active saved for later use.

]
[C]  Working Title Posting Number Position Number Department Active Applications. Workflow State Last Updated (Actions)
] Employee Relations Counselor (TLB11) SPAD4S TLB11 Employes Relations 10 Closed August 08, 2013 a1 01:37 pm Actionsy
] Employee Relations Counselor (TLE13) SPAD4S TLB13 Employee Relations 1 Closed August 08, 2013 2t 10:30 am Actionsy
] Human Resources Specialist SPADT2 000086 Student & Foreign National Employment 0 Closed August 08, 2013 at 09:52 am Actionsy
[ Administrative Support Assoc SPAD27 000051 Classification & Compensation 1 Closed August 08, 2013 a1 02:10 am Actionsy
[ Recruitment Assistant - 1 SPAD44 () Recruitment and Retention 1 Closed August 07, 2013 2t 05:06 pm Actionsy
] Human Resources Specialist SPAD41 LC0040 Recruitment and Retention 3 Closed August 06, 2013 at 01:45 pm Actionsy
] Employee Relations Counselor (TLB11) SPAD39 TLB11 Employes Relations 1 Closed August 06, 2013 at 10:42 am Actionsy
] Employee Relations Counselor (TLE10) SPADIT TLB10 Employee Relations 10 Closed August 05, 2013 2t 02:58 pm Actionsy
] Employee Relations Counselor (TLB3) SPAD36 TLBS Employee Relations 1 Closed August 02, 2013 at 03:12 pm Actionsy
[  Employee Relations Counselor (TLBS) SPAD35 TLBS Employee Relations 1 Closed August 01, 2013 a1 03:03 pm Actionsy
[ Employee Relations Counselor (TLE7) SPAD34 TLB7 Employee Relations 1 Closed August 01, 2013 a1 10:21 am Actionsy

You can also view the workflow state of current / pending postings and see how many active applicants
have applied to each posting:

D | PeopleAdmin

NORTH CAROLINA

AT STATE UNIVERSITY (EZSITD) | AFPLICANT TRACKING ¥

LB Hiring Proposals | MyProfile  Help
Linc Butler, you have 0 messages. | Applicant Reviewer [x] & togout

Postings / SPA

SPA Postings

SoemETae B Number of active applicants that Current workflow state of
have applied to each posting. each posting.

Ad hoc Search Closed (]
@ Saved Search: "Closed" (21 liems Found

[C]  Working Title Posting Number Position Number Department Active Applications. Workflow State Last Updated (Actions)
[ Employee Relations Counselor (TLB11) SPADME TLB11 Employee Relations 10 Closed August 02, 2013 2t 01:37 pm Actions ¥
[ Employes Relations Counselor (TLE13) SPAD4S TLB13 Employee Reiations. 1 Closed August 08, 2013 at 10:30 am Actions ¥
] Human Resources Specialist SPADI2 000065 Student & Foreign National Employment 0 Closed August 03, 2013 at 0952 am Actions ¥
[£]  Adminisirative Support Assoc SPADZT 000051 Classification & Compensation 1 Closed August 02, 2013 2t 09:10 am Actions ¥
[ Recrutment Assistant - 1 SPAD44 ) Recruitment and Retention 1 Closed August 07, 2013 at 05:06 pm Actions ¥
[ Human Resources Specialist SPAD41 LC0040 Recruitment and Retention 3 Closed August 08, 2013 at 01:45 pm Actions ¥

198



Once you identify the posting you would like to begin reviewing applicants for, go to the Actions button in
the far right-hand column and select “View Applicants”:

Ad hoc Search Closed
Ad hoc Search Save this search? Actions
R Posting Position Active Workflow (Actions)
Working Titie Number Number Department Applications State Last Updated
Employee Relations Counselor August 06, 2013 at 10:42 Acti
plos SPAD3D LB Employee Relations 1 Closed . Actions
(TLB11) am
Employee Relations Counselor August 08, 2013 at 01:37
AR SPAD4S TLB11 Employee Relations 10 Closad . GELID,
(TLB11) pm GENERAL
View Posting
View Applicants
TRACKING

Stop Watching

Applicant Review — Applicants Tab

You will then be taken to the Applicants tab of the posting where you will see a list of all the applicants
who have applied to the posting. In this view, you can search for applicants by keyword, and searches can
be customized and saved for later use. You can also access any attached applicant documents by clicking
on the document you wish to view in the Documents column. To view an applicant’s application
information, click on the name of an applicant.

Postings / SPAJ/ Employee Relations Counselor (TLB11) (Closed) / Applicant Review
r ‘ Posting: Employee Relations Counselor (TLB11)
— (SPA) .
Current Status: Closed See how Posting looks to Applicant
Position Type: SPA Created by: Linc Butler = Print Pre plicant View)
Section/Unit: Employee Relations Owner: Recruitment £ Print Proview
Summary History Applicants Reports Hiring Proposals Associated Position Description
- click to view application SRR Search applicants View attached
information. by k d licant d t
Y Keyword. applicant aocuments.
Acti pplicants
ed Search: "Active Applicants™ Actions
First Workflow Last Are you a layoff candidate with the State of N.C. eligible for RIF Are you currently employed Do you wish to claim Are you a veteran or (Actions)
Name Last Name State (Internal) Updated priority reemployment consideration as described by GS 1267 by the state of North Carolina? veteran's preferance? spouse of a disabled veteran? Documents
Under R by Al 108, 2013 at Adl v
Lickety spit nder Review by ugus @ No Resume ctions
Dept/Committee 01:32 pm
B, Smith Under Review by August 03, 2013 at o P
Dept/Committee 01:32 pm
~ Under Review by August 08, 2013 at Actionsw
Gabbie Union No
Dept/Committee 01:32 pm
. I Under Review by August 08, 2013 at o R
Dept/Committee 01:32 pm
Under R by A t 08, 2013 at Act v
Bruce Campbel ner Review by Haus @ No No No Resume fons
Dept/Committes 01:32 pm

When you click on the name of an applicant, you will be taken to the Job Application view, where you can
view all submitted information the applicant has provided, including personal information, educational
history, employment history, reference information, answers to supplemental questions, and attached
applicant documents. You can also view the posting the applicant applied to, preview the application, and
evaluate the applicant by clicking on the links located in the top right-hand corner just below the orange
Take Action On Job Application button. :
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Postings | .. | Employee Relations Counselor (TLB11) (Closed) / Applicant Review / Bruce Campbell Under Review by Dept/Committee Search Resuits: Previous | Next

[7| Job application: Bruce Campbell (SPA) Applicant name and Take Action on Job

Current Status: Under Review by Dept/Commitiee
Application form: Application

Posting Applied To

workflow status. Application button. e —
Full name: Bruce Campbell Crealed by: Bruce Campbell ; N APPH:EM’
Address Ouner: Applicant Reviewer
107 Elm St.

Greensboro , NC
United States of America

Username: beampbell
Email: tibutle d.zed . - .
o (o 6 335 Click to View Posting

Phone (Secondary)- 336-285-2222

Podton Typs SPA Applied To, Preview

Section/Unit: Employee Relations

summany | Recommandsons 0of2) | Hisary | Repors Application, or Evaluate
Applicant.

@ Personal Information

Contact Information

Buce Scroll to view all
Middle Name (enter NMNif o Ashiey application information.

middie name)

Last Name Campbell
Suffix

Last 4 Digits of Social Security 5555

Address1 107 Elm St.

Address2

At the bottom of the Job Application view, you can view attached applicant documents. You can also view
the application as a pdf, or view the application and all attached applicant documents as one pdf:

Required Documents H Any required applicant documents can be accessed here.
No required documents added
Optional D . .
Ll PRt ' | Any optional applicant documents can be accessed here.
Document Type Name

w Resume Resume 07-23-13 12:38:42 (21.7 KB) PDF complete
Cover Letter -
Curriculum Vitae

Recommendation Documents
No recommendations submitted

PDF Documents

Document Type
Application H Click to view as a pdf_ Recreate PDF
Application and attached documents Recreate PDF

Applicant Review — Changing the Workflow State for an Applicant

To change the workflow state of an applicant, click on the orange Take Action On Job Application button
and select the most appropriate action. Changing an applicant’s workflow state to “Interview (move to
Interview)” will also update their status in the list of applicants on the Applicants tab:

Linc Butler, you have 0 messages. | Applicant Reviewer |z| ¢ logout

Postings / ... | Employee Relations Counselor (TLB11) (Closed) / Applicant Review / Bruce Campbell Under Review by Dept/Committee Search Results: Previous | Next

r | Jobh application: Bruce Campbell (SPA)

Current Status: Under Review by Dept/Committee

Change the workflow

WORKFLOW ACTIONS

Application form: Application state of an applicant Keep working on this Job
application

Full name: Bruce Campbell Created by: Bruce Campbell by SeIeCtlng the mOSt Hg: gz:zgggg[ :::zmz::](mcve o

Address Owner: Applicant Reviewer appropriate action in Select to Interview (move o

107 Elm St. . . Interview)

Greensboro , NC thIS IlSt.

United States of America

Username: bcampbell

Email: tibutler@zed.zed

Phone (Primary): 336-336-3336
Phone (Secondary): 336-285-2222
Position Type: SPA

Section/Unit: Employee Relations
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If you change an applicant’s workflow state to “Not Selected for Interview (move to Not Selected for
Interview)”, you will be required to select the most appropriate non-selection reason for that applicant.
Once an applicant’s workflow status is changed to “Not Selected for Interview (move to Not Selected for
Interview)”, the applicant is moved to an inactive status and their name will be removed from the
applicant list on the Applicants tab:

Take Action
Take Action

Not Selected for Interview (move to
Not Selected for Interview)
Not Selected for Interview (move to

Not Selected for Interview)

Reason (required)

Please select

Please select

Availability - Unable to contact.

Availability - withdrew from consideration.

Availability - Accepted other employment.

Background Check - Candidate did not pass criminal background check process.
Experience - Application shows unacceptable work history.

Experience - Does not meet experience and/or competency requirements of the position.
Experience - Sufficient Experience but less than selected candidate.

Education - Does not meet educational requirements of the position.

Education - Could perform duties only with extensive training and orientation period.
References - Reference information indicates insufficient education and/or work experience.
References - Reference information indicates unacceptable work history.

References - Unable to contact.

References - References not compatible with job duties

Priority Selection - Selected candidate with layoff priority.

Reason (required) _

Please selaect

Submit Cancel

Applicant Review — Changing the Workflow States for a Group of
Applicants

To change the workflow state for a group of applicants at the same time, go to the Applicants tab of the
posting and click the Select All check box to select all applicants in the applicant list. Then hover your
cursor over the Actions button and select “Move in Workflow”.

Select All check box.
plicants” (10 liems Found) Actions drop down Actions
menu. GENERAL
with the Stats of NC. eligtle for RIE  current Evaluste Applicants
Wi e State of N.C. eligible for currently employe 3 = a veteran or )
First Name Last Name m’tg:ﬂg:'; State  Last priority reemployment considerationas  the state of North e 0 i ance? Ofadisable Download Applicants
pdatad described by GS 1267 Ccarolina? P ? veteran? Evaluations
Undier Rexiow b August 08, Eﬁ;Le:mSaeening Question
noer Review
Lickety Split Y apzatona: No §
Dept/Committee Download Screening
pm Question Answers
August 08
i Under Review by < 3 Export results
John Smith 2013 at 01:32 No
Dept/Committes - BULK
August 02 Click Move in ove in Workfiow
Under Review by : Download Applications as
Gabbie Unicn DeptiCommites 2013t 01:32 No Workflow. PDE
pm Create Document PDF per
August 08, Applicant
X Under Review by g
Lola Fainveather 2013 at 01:32 No
Dept'Committee
pm
August 08, i
Under Review by 0 Actions
Bruce Campbell P it 2013 at 01:32 No Mo No Resume
L ommitiee
P pm
August 08 i
Beyonce Under Review by L : SEETS:
Knowles 2013 at 01:32 Yes
Knowles Dept’Committee pm

First select the appropriate workflow state for the group of applicants in the “Change for all Applicants”
drop down menu. Changing an applicant’s workflow state to “Interview (move to Interview)” will also
update their status in the list of applicants on the Applicants tab:
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Postings | ...

=

Applicant

John Smith

Diana Ross

Lickety Split

Gabbie Union

Lola Fairweather
Bruce Campbell
Beyonce Knowles Knowles

Katherine Jackson

Editing: Workflow States for 8 Applicants

Change for all applicants

Current State

Under Review by Dept/Committee
Under Review by Dept/Committee
Under Review by Dept/Committee
Under Review by Dept/Committee
Under Review by Dept/Committee
Under Review by Dept/Commitiee
Under Review by Dept/Commitiee

Under Review by Dept/Committee

! Employee Relations Counselor (TLB11) / Applicant Review /| Bulk Workflow Status Change

Select a workflow state... [+]
Select a workflow state

workflow state.

Not Selected for Interview

Select appropriate

Interview

Reason

Select a workflow state...

Select a workflow state...

Select a workflow state...

Select a workflow state...

Select a workflow state...

Select a workflow state...

Select a workflow state...

Select a workflow state...

(K1 ST KT T K1 R KT R KT R Y

If you change the applicant group’s workflow state to “Not Selected for Interview (move to Not Selected
for Interview)”, you will then be required to select the most appropriate non-selection reason for the

applicant group. Once an applicant’s workflow status is changed to “Not Selected for Interview (move to
Not Selected for Interview)”, the applicant is moved to an inactive status and their name will be removed
from the applicant list on the Applicants tab:

Postings / ...

Applicant

Lickety Spiit

John Smith

Gabbie
Union

Lola
Fairweather

Bruce
Campbell

Beyonce
Knowles
Knowles

Change for all applicants

Current State

Under Review by
Dept/Commitiee

Under Review by
Dept/Committee

Under Review by
Dept/Committee

Under Review by
Dept/Committee

Under Review by
Dept/Committee

Under Review by
Dept/Committee

:- | Editing: Workflow States for 8 Applicants

Not Selected for Interview |E|

New State

Not Selected for Interview [+
Not Selected for Interview [+
Not Selected for Interview [+
Not Selected for Interview [+

Not Selected for IntewiewIE‘

Not Selected for Inten.'iew|z|

| Employee Relations Counselor (TLB11) / Applicant Review / Bulk Workflow Status Change

Select the appropriate
non-selection reason for
the applicant group.

Please select..

Please select ..

Availability - Unable to contact.

Awvailability - Withdrew from consideration.

Availability - Accepted other employment.

Background Check - Candidate did not pass criminal background check process.
Experience - Application shows unacceptable work history

Experience - Does not meet experience and/or competency requirements of the position.
Experience - Sufficient Experience but less than selected candidate.

Education - Does not meet educational requirements of the position.

Education - Could perform duties only with extensive training and orientation period
References - Reference information indicates insufficient education and/or work experience.
References - Reference infoermation indicates unacceptable work history.

References - Unable to contact.

References - References not compatible with job duties

L -

L]

Pricrity Selection - Selected candidate with layoff priority.

Please select

Please select...

[ E [
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| Editing: Workflow States for 8 Appiicants | Workflow state and non-selection reason
is updated for all applicants in the group.

Under Review by

Dept/Commitiee Not Selected for Interview [¥] |Experience - Sufficient Experience but less than selected candidate

Katherine Jackson

Change for all applicants | Not Selected for Intervie Experience - Suffigt Experience but less than selected candidate. =]

Applicant Current State New State Reason

Lickety Split e Revigw by Not Selected for Interview [»] | Experience - Sufficient Experience but less than selected candidate =]
DeptiCommittes

John Smith Under Review by Not Selected for Int [¥] [Expen Sufficient Ex but less than selected candidat =

ohn Smi Dept/Commitiee ot Selected for Interview xpenence - Sufficient Experience but less than selected candidate

Gabbie Union HincenticeXiby Mot Selected for Interview [¥| | Experience - Sufficient Experience but less than selected candidate [~
Dept/Committee

Lola Fairweather Under Revigw by Not Selected for Inlenriew|z| Experience - Sufficient Experience but less than selected candidate E|
Dept/Committes

Bruce Campbell Under Revigw by Mot Selected for IntenrlewE| Expenience - Sufficient Experience but less than selected candidate E|
Dept/Commitiee

Beyonce Knowles Under Review by - - - 3

Knowles Dept/Committee Not Selected for Interview[w] |Experience - Sufficient Experience but less than selected candidate =]

=]

Under Review by

Diana Ross Dept/Committee

Mot Selected for Inlenriew|z| Experience - Sufficient Experience but less than selected candidate

g or Cancel

You can also make changes to individual applicants in the list by clicking on the drop down list in the New
State column and selecting the appropriate workflow state. When finished making updates, click the Save
Changes button located on the bottom left-hand corner of the page:

Editing: Workflow States for 8 Applicants

Change for all applicants | Not Selected for Interview Experience - Sufficient Experience but less than selected candidate. =]
Applicant Current State New State Reason
Lickety Split Under Re\u'lelwebey Mot Selected for Interview E| Experience - Sufficient Experience but less than selected candidate |E|
b
Interview =l
Select a workflow state...
b Not Selected for Interview
oo tervie Experience - Sufficient Experience but less than selected candidate |E|
Click to change by _ : . .
oo Mot Selected for Interview E| Experience - Sufficient Experience but less than selected candidate |z|

individual workflow

states. [ri— ervien =]

te':zy Not Selected for Interview [w] | Experience - Sufficient Experience but less than selected candidate [=]
oi— o ]
Diana Ross Under Reviqw by Mot Selected for Interview Experience - Sufficient Experience but less than selected candidate |Z|
Dept/Committee
pr—— Click to Save Changes.

Applicant Review — Routing your Selected Candidate for Approval

Once you have completed interviews, checked references, and identified a selected candidate, you can
then route your selected candidate through the candidate approval workflow within your School, College,
or Division to the EEO Approval workflow state. You must first change the workflow state of all non-
selected applicants from the workflow state of “Interview” to the workflow state of “Interviewed, Not
Hired (move to Interviewed, Not Hired)”. To do this, hover your cursor over the Take Action On Job
Application button located in the top right-hand corner of the non-selected applicant’s Job Application
view and select “Interviewed, Not Hired (move to Interviewed, Not Hired)”. You will then be required to
select the most appropriate non-selection reason for that applicant. Once an applicant’s workflow status
is changed to “Not Selected for Interview (move to Not Selected for Interview)”, the applicant is moved
to an inactive status and their name will be removed from the applicant list on the Applicants tab: 203



Click name to view application.

Are you a layoff candidate with the State

Are you

Do you wish Are you a

Actions

(Actions)

=1 ‘Workflow State of N.C. eligible for RIF priority by the to claim veteran's veteran or spouse of a
thame  LastName piomal) LastUpdated congideration as described by GS 1267 state of North Carolina? preferance? disabled veteran? Documents
Actionsy
| Smith Inferview Rem a i n i n g No
applicants are in Actons+
[0 Bruce Campbell Interview No Mo Mo Resume
the workflow
. Actionsy
[ Katherine Jackson Interview State Of InterVIew- Mo
Linc Butler, you have 0 messages. |Applicant Reviewer Iz‘ € logout

Postings / ... | Employee Relations Counselor (TLB11) (Closed) / Applicant Review / John Smith Interview

Search Results: Next

Job application: John Smith (SPA)

Current Status: Interview
Application form: Application

WORKFLOW ACTIONS

Keep working on this Job
(Freztom

Full name: John Smith

Created by: John Smith

Click Interviewed,

Interviewed, Not Hired (move to
Interviewed, Not Hired)

Address: Cwner: Applicant Reviewer Send to Dean/Vice Chancellor
123 Fake Street Not leed. (move to Dean/Vice Chancellor)
Austin , TX

United States of America

Username: jsmith

Email: jsmith@zed.zed

Phone {Primary): (555) 555-5555
Phone {Secondary):

Position Type: SPA

Section/Unit: Employee Relations

Take Action

Take Action

Choose appropriate non-
selection reason.

Interviewed, Not Hired (mo|

. " Non-selection
Interviewed, Not Hired)

reason is
required.

Interviewed, Not Hired (move to
Interviewed, Not Hired)
Reason {requirel:l) Reason (required)

Please select

Please select

Declined Offer - Other employment.

Declined Offer - Reason not specified.

Declined Offer - Salary.

Interview - Interview showed inconsistency with application information.

Interview - Interview showed lack of effective communication skills.

Interview - Interview showed lack of sufficient directly related experience and/or education.
Interview - Interview showed lack of understanding of scope of position’s duties.

Interview - No show.

Priority Selection - Selected candidate with prometional priority.

Submit Cancel

You can then route the selected candidate to the next step in the candidate approval workflow by hovering
your cursor over the Take Action On Job Application button located in the top right-hand corner of the
selected candidate’s Job Application view and selecting the appropriate next step. In this example, the
next step in the workflow is Send to Dean / Vice Chancellor. You will then be required to enter comments
describing why the selected candidate was the most qualified candidate in the applicant pool:
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ings / ... | E Relatie C (TLB11) (Closed) / Applicant Review / Bruce Campbell Interview

D Job application: Bruce Campbell (SPA)

Current Status: Interview
Application form: Application

Full name: Bruce Campbell Created by: Bruce Campbell
Address: Owner: Applicant Reviewer
107 Elm St.

Greensboro , NC

United States of America

Usemame: bcampbell

Email: tibutler@zed.zed

Phone (Primary): 336-336-3336
Phone (Secondary): 336-285-2222
Paosition Type: SPA

Section/Unit: Employee Relations

WORKFLOW ACTIONS

Keep working on this Job
application

Interviewed, Not Hired (move to
Interviewed, Not Hired)

Send to Dean/Vice Chancellor
P’ (move to Dean/Vice Chancellor)

Take Action ® |

Send to Dean/Vice Chancellor (move
to Dean/Vice Chancellor)

Take Action ® ‘

Reason (required) Selection

reasons are
|F'Iease select El required.

Submit Cancel

V

Send to Dean/Vice Chancellor (move
to Dean/Vice Chancellor)

Reason (required)

|Enter CommentsE

Explanation:

| | {—

—

Submit Cancel

Once the selected candidate has been approved by all levels of your School, College, or Division, the next
step in the workflow is to route the selected candidate to DHR for EEO Review by the Director of Employee

Relations and Affirmative Action Officer:

Postings / ... /| Employee Relations Counselor (TLB11) (Closed) / Applicant Review /| Bruce Campbell Dean/Vice Chancellor

D Job application: Bruce Campbell (SPA)

Current Status: Dean/Vice Chancellor
Application form: Application

Full name: Bruce Campbell Created by: Bruce Campbell
Address: Owner: Dean/Vice Chancellor
107 Elm 5t

Greensboro , NC

United States of America

Username: bcampbell

Email: tibutler@zed.zed

Phone (Primary): 336-336-3336
Phone (Secondary): 336-285-2222
Position Type: SPA

Section/Unit: Employee Relations

WORKFLOW ACTIONS

Keep working on this Job
application

Retum to Interview (move to
Interview)

Interviewed, Not Hired (move to
Interviewed, Not Hired)

Send to EEQ Review (move to EEO

Review)

Take Action

Send to EEQ Review (mowve to EEO
Review)

Cancel
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Hiring Proposal

Once you have been notified that your selected candidate has been moved to the workflow state of
Recommended for Hire by the Director of Employee Relations and Affirmative Action Officer, you can then
start a Hiring Proposal by navigating to the Job Application view for that selected candidate and clicking on
the Start Hiring Proposal link located on the top right-hand corner of the page:

Postings / ... / Employee Relations Counselor (TLB11) [Closed) / Applicant Review /| Bruce Campbell Recommend for Hire

r | Job application: Bruce Campbell (SPA)

Current Status: Recommend for Hire

Application form: Application View Posting Applied To
Preview Application
Full name: Bruce Campbell Created by: Bruce Campbell X
. . Evaluate Applicant
Address Cwmer: Applicant Reviewer

107 Elm St. ‘d Start Hiring Proposal
Greensboro , NC

United States of America

Username: bcampbell

Email: tibutler@zed.zed

Phone (Primary): 336-336-3336
Phone (Secondary): 336-285-2222
Position Type: SPA

Section/Unit: Employee Relations

Then select the position description you would like to hire the selected candidate into from the list
displayed on the Selected Position Description page. You can search for the desired position description by
keyword or position attributes including but limited to position title, position number, and position status:

Postings | ... | Applicant Review / Bruce Campbell (Recommend for Hire) / New Hiring Proposal

Selected Position Description

+ Accounting Manager

Position Descriptions

Search for the position you
wish to hire the selected
SPA Position Descriptions candidate into by keyword.

@ Saved Search: "SPA Position Descriptions™

Open Saved Search v Search Search More search options

2 Next —
Working Position Title Position Number Employee First Name Employee Last Name Position/Classification Title Department Supervisor Status (Actions)
Adminisirative pec 000018 Belinda Mackiin Administrative Support Spec HR Systems Asst VC-Human Resources (Linc Butier) Active Actions ¥
Human Re t 000025 Ester Jones Human Resources Specialist Benefits Human Resources Consultant (Nanita Cole) Active Actions ¥
Human Re nt 000033 Hanita Cole Human Resources Consultant Benefits Asst VC-Human Resources (Linc Butier) Active Actions ¥
Human Re t LC0040 Lonnie Crotts Human Resources Consultant Recruitment and Retention Asst VC-Human Resources (Linc Butier) Active Actions ¥
Human Re nt 000051 Amy Braun Human Resources Consultant Classification & Compensation Asst VC-Human Resources (Linc Butier) Active Actions ¥
Human Resoure ultant 000057 Courtney Carey Human Resources Consultant Temporary Employment Human Resources Consultant (Tammie Hill) Active Actions ¥

When you locate the desired position description, select it by clicking the radio button to the left of the
Working Position Title, then click the Select Position Description button located on the bottom left-hand
corner of the page:

Postings / ... / Applicant Review / Bruce Campbell (Recommend for Hire) | New Hiring Proposal

Selected Position Description
= Accounting Manager

Position Descriptions

Search: TLB11 Search More search options

First click here.

SPA Position Descriptions

Ad hoc Search

orking Position Employee Employee . . B _ Supervisor (Actions)
Position Title Number ISTENE TS i e Position/Classification Title Department Status
Employee Relations i Asst VC-Human Resources 5 Actionsv
Counselor (TLB1 TLB11 - Human Resources Specialist Employee Relations (Linc Butier) Active
Counselor { 1)
Then click here.

Select Position Description
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Hiring Proposal — Hiring Proposal Tab

You will then be taken to the Edit Hiring Proposal view and can begin completing all required fields on the
Hiring Proposal Tab. Information from the selected candidate’s application, the posting, and the position
description will be copied into the Hiring Proposal tab. Once all required fields are complete, click Save or
Next:

Pending Requests / .. / Hiring Proposal / Employee Relations Counselor (TLB11) / Edit

Editing Hiring Proposal Hiring Proposal Save and Next buttons. H Save

Hiring Proposal

¥ Check spelling [+]

Required Information

Hiring Proposal Summary

Candidate Information

First Neme Bruce The Selected Candidate’s
MiddleName - Ashley application information

Last Name Campbell . . A
will be copied in.
Primary Phone 336-336-3336
Email thutler@zed.zed

Social Security Number 5555

Date Of Birth 09/10/1971

Position Information

Positon Title Employes Relations Counselor (TLB11), . . .
Position description

Posting Number SPAD4Z information will be copied in.

Classification Type SPA

Approved Competency

Level Journey
Primary Purpose of Test
Position ==

Approved Salary 545000

Has the University's
EEQ Policy been
followed in the

recommendation of
applicants for this . .
position and [© ves © No | Required field.

documentary evidence  This field is required.
to support this decision
been filed with the
Division of Human
Resources?

|s this position
assigned to the
Department of Athletics
or involved or
associated with
athletics, including but
not limited to,
responsibility for Mo
admission, certification
of academic standing,
evaluation of academic
performance and
administration of
financial aid for student
athletes?
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Funding Source Detail

Indicate the funding source(s) for this position. Click on “Add Funding Source Details Entry” to enter budget and other required codes. Select “SAVE™ after each entry. Please note that the annual
amount budgeted must equal the requested salary.

If the position has more than one funding source, continue to select “Add Funding Source Details Entry” and “Save” until all sources are entered. Each time you add an additional entry, you will need to

=croll down below the last saved entry to enter a new funding source.

State Appropriated

poncing  Nor- Stee|State Aoproprsed Fundng__[F] H Funding Source information
will be copied in from the
Position description and can

If non-state, select
source of funding: Please select lz‘
If other, designate
source
Is this position partially
or fully funded on
ARRA stimulus Mo Izl
monies?
Budget Code 16070 {State) Iz‘
11111
Fund
Fomat: & digi
11111
Org
Fomat: 5
11111
Account
Format:
111
Program

Fomai

Date Funds End

¢ 3 digit number ##4

Annual Amount 45,000

Percentage of FTE 1.0

[ Remove Entry?

Add Funding Source Detail Entry

be edited.

Hiring Proposal Information

Reason For Selection of
Candidate

Start Date

Actual Starting Salary

Is Background Check
Required?

Is Background Check
Complete?

Please Provide Any
Background Check
Detail

Hiring Proposal Number

Have references been
checked?

Is Nepotism Certificate
Required? If yes, please
attach.

]

Tris field is required.
Tris field is required.

q

This field is

Include detailed, job-related selection
reasons describing why the selected
candidate was the most qualified
candidate in the applicant pool.

Ensure all other required fields are
complete, then click Save or Next.

This field is required.

|.Yes. No

This field is required.

|.Yes_ No

This field is required.

Save Next ==
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Hiring Proposal — Hiring Proposal Summary Tab

The Hiring Proposal Summary Tab allows you to perform a final review all information you’ve entered on
the previous tab prior to sending the request to the next step in the approval workflow. Please review the
details of the posting summary carefully before continuing.

The Blue Circle Check appears by those tabs for which all required information has been entered:

Current Status: Draft

Position Type: SPA
Section/Unit: Employee Relations
Applicant: Bruce Campbell

Posting: Employee Relations
Counselor (TLB11)

Summary History Settings

& Hiring Proposal Edit

I Candidate Information

Blue Circle Check

Lasl Name

Primary Phone

Email

Social Security Number

Date Of Birth

SPA/ ... | Bruce Campbell (Recommend for Hire) / Hiring Proposal / Summary

= Hiring Proposal: Bruce Campbell (SPA) Edit

Created by: Linc Butler
Owmer: Linc Butler

Click “Edit” to make edits to a tab.

Bruce

Ashley

Campbell

336-336-3336

tibutler@zed zed

5565

09101971

WORKFLOW ACTIONS
Keep working on this Hiring
Proposal

Send to Depariment Head {move to
Department Head)

An Orange Circle Exclamation Point appears next to those tabs that have incomplete required fields. To
edit tabs, click on “Edit” to the right of the tab title you want to edit and you will navigate directly to that
tab. You can then make any necessary edits, click “Save”, and then return to the Hiring Proposal

Summary Tab by clicking on the link in the left column:

) Position Funding Information

Budget Advisory Approval

Orange Circle
Exclamation Point

Mission Specific, Essential
andlor Key Objectives not Met
without position

Edit Click “Edit” to make edits to a tab.

Test

EFPA and SPA positions that are funded in whole or in part by general state funds requires approval by A&T’s Budget Advisory
deration of the Committee’s review process, state below what mission specific, essential, and / or key objectives will not be met if the

Once all required fields in all tabs are complete, and you are satisfied with the information entered, you
can move the request to the next step in the approval workflow by clicking on the orange “Take Action on
Pending Request” button and selecting the appropriate routing action. In this example, the appropriate
routing action is “Send to Department Head (Move to Department Head)”:

SPA ! ... | Bruce Campbell {Recommend for Hire) / Hiring Proposal | Summary

= ‘ Hiring Proposal: Bruce Campbell (SPA)

Current Status: Draft

Created by: Linc Butler
Owner: Linc Butler

Position Type: SPA

Section/Unit: Employee Relations
Applicant Bruce Campbell
Posting: Employee Relations
Counselor (TLB11)

Summary History Settings

& Hiring Proposal  Edit

Candidate Information

Click on “Take Action On Hiring
Proposal”, then select routing action
to move the request to the next step
in the approval workflow.

WORKFLOW ACTIONS
Keep working on this Hiring
Proposal

Send to Department Head (move to
Depariment Head)




You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can
also select for the action to be added to your Watch List. When you’re ready to send the action to the next
level in the approval workflow, click the “Submit” button:

Take Action

Send to Department Head (move to
Department Head)

Comments (optional) Comments are optional and can be
| viewed by the next level approver
in the History tab.

-

Add this pending request to your watch Adding the action to your Watch
list? List allows you to easily track and
monitor the action’s progress.

Submit Cancel

4

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

e "Reason For Selection of Candidate™ is required and All required fields must be set before transitioning.

@l NORTH CARDLINA v
' &1 STATE UNIVERSITY APPLICANT TRACKING ¥
Home Postings Hiring Proposals | My Profile Help
. R R . . Linc Butler, you have D messages. | Supervisor [*] & Iogout
Red bar indicating the required fields that
need to be completed before submitting the
request to the next step in the workflow.

Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:
@ Hiring Proposal was successfully transitioned

}Es INORTH CAROLINA -
8 STATE UNIVERSITY -wmn List APPLICANT TRACKING ¥

Home Postings Hiring Proposals | My Profile Help

Linc Butler, you have 0 messages. | Supervisor [l &' togout

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

= Print Preview

Applicant: Bruce Campbell
Posting: Employee Relations
Counselor (TLB11)

The next level approver (the Department Head in this example) will receive the pending Hiring Proposal
request in their Inbox and an automatically generated e-mail notifying them that the request was
transitioned to them. From the Inbox, the next level approver can open the pending request, review it,
make changes (if necessary), and then either send it on to the next step in the approval workflow or return
the request to the initiator (if applicable). Once the Hiring Proposal has been approved at all levels within
your Division, School, or College, the next step in the approval workflow is to route the Hiring Proposal to
Recruitment:
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NORTH CAROLINA
A&T STATE UNIVERSITY

Watch List

PeopleAdmin

APPLICANT TRACKING ¥

Home Postings

SPA | ... | Bruce Campbell (Recommend for Hire) / Hiring Proposal / Summary

Hiring Proposals

1 My Profile Help

Linc Butler, you have 0 messages.

Dean/Vice Chancellor

IZ‘ ¢ logout

Hiring Proposal: Bruce Campbell (SPA)  Edit

Current Status: Dean/Vice Chancellor

Position Type: SPA
Section/Unit: Employee Relations
Applicant: Bruce Campbell

Posting: Employee Relations
Counselor (TLB11)

Created by Linc Butler
Owner: Dean/Vice Chancellor

Summary History Settings

& Hiring Proposal Edit

WORKFLOW ACTIONS
Keep working on this Hiring

Proposal

Send to Recruitment to Make Offer
(move to Make Offer)

You will then see the following “Take Action” box. You can enter comments in the “Comments (optional)”
field that will be viewable by any user the action is routed to, including the next level approver. You can

also select for the action to be added to your Watch List. When you're ready to send the action to the next
level in the approval workflow, click the “Submit” button:

‘ Take Action

Send to Recruitment to Make Offer
(move to Make Offer)

Comments (optional)

-

[C] Add this hiring proposal to your watch list?

Cancel

Submit

Comments are optional and can be
viewed by the next level approver
in the History tab.

Adding the action to your Watch

monitor the action’s progress.

List allows you to easily track and

If a required field has been omitted, a burgundy bar at the top of the page will alert that edits need to be
made. Omissions of required fields prevent submission and even cancellation:

@- "Reason For Selection of Candidate™ is required and All required fields must be set before transitioning.

'J—;‘

INORTH CAROLINA

&T° STATE UNIVERSITY

Home Postings

Red bar indicating the required fields that

need to be completed before submitting the

request to the next step in the workflow.

Hiring Proposals | My Profile Help

Linc Butler, you have 0 messages. | Supervisor

R

APPLICANT TRACKING ¥

[*] ¢ logout

Take Action On Hiring Proposal »
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Once the action has been successfully submitted, you will see a green confirmation bar at the top of the
page:

@ Hiring Proposal was successfully transitioned b4

gl NORTH CAROLINA .
&I STATE UNIVERSITY Watch List APPLICANT TRACKING ¥

Home Postings Hiring Proposals | My Profile Help

Linc Butler, you have 0 messages. | Supervisor [*] ¢ togout

Green confirmation bar indicating the Pending
Request was successfully transitioned and
added to your Watch List.

= Print Preview

Applicant: Bruce Campbell
Posting: Employee Relations
Counselor (TLB11)

The next level approver (the Department Head in this example) will receive the pending Hiring Proposal
request in their Inbox and an automatically generated e-mail notifying them that the request was
transitioned to them. From the Inbox, the next level approver can open the pending request, review it,
make changes (if necessary), and then either send it on to the next step in the approval workflow or return
the request to the initiator (if applicable).

Hiring Proposal - Saving to Return to a Pending Request Later

On the Summary Tab is an important menu item which should be selected if you need to stop a work
session on the posting before submitting it to the next level for approval. Following this step will ensure
that all your work is saved when you open the request for completion.

1) Click the “Save” button located in either the top or bottom right corner
2) Select “Summary” from the Tab List (illustrated above)
3) Select “Keep Working on this Posting”
NORTH CAROLINA @ PeopleAdmin
AT STATE UNIVERSITY APPLICANT TRACKING ¥
Home Postings Hiring Proposals | My Profile Help
Linc Butler, you have 0 messages. |Dean/Vice Chancellor |E| C  logout
SPA/ .. | Bruce Campbell (Recommend for Hire) / Hiring Proposal /| Summary
B Hiring Proposal: Bruce Campbell (SPA)  Edit
Current Status: Dean/Vice Chancellor WORKFLOW ACTIONS
Position Type: SPA Created by: Linc Butler ‘ Eeep wolrking on this Hiring
Section/Unit: Employee Relations Owner: Dean/Vice Chancellor ropase )
. . Send to Recruitment to Make Offer
Applicant: Bruce Campbell (move to Make Offer)
Posting: Employee Relations
Counselor (TLB11)
Summary History Settings
& Hiring Proposal Edit
4) Add any Comments into the window that opens (below) as notes to yourself, if desired.

5) Click “Submit”

212



Take Action 4

Keep working on this Hiring Proposal

Comments [uptiunal}ﬁ Enter comments if desired.

-

Add this hiring proposal to your watch list?

Submit when
complete.

Submit Cancel

The Hiring Proposal can be located when you log into the Applicant Tracking module again as the same
User Type you used to begin the action.
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