AppState Careers

User Guide — Search Committee Chair

The purpose of this guide is to provide instruction and orientation to the AppState Careers system for
the Search Committee Chair. The Search Committee Chair will be involved with the Position
Management and Applicant Tracking modules. This document will concentrate on the Search
Committee Chair’s role in the Workflow of the Applicant statuses, supplemental questions (and
scoring), evaluative criteria and evaluating applicants.

This is a high level workflow of the PeopleAdmin Modules:

PeopleAdmin Modules:

Product Workflow |:| Position Management
] Applicant Tracking

. Performance Management

o Requesttofill i
______________ 1 L_______________J

|
i Update i
! position
.
i New Employee Approvals
v filled/seated !
i_ into position |

Go Applicant Tracking Position Management Performance Management Streamlined & Sustainable !
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1.0 APPLICANT TRACKING

1.1 Select Applicant Tracking:

If you are not in the Applicant Tracking module, select it from the dropdown list and change your
Current Group to Search Committee Chair.

Select
@D | PoopleAdmin APPLICANT
wiatch List 1 | TRACKING
APPLICANT TRACKING
PERFORMANCE | Select Search

Committee Chair
from the Current

Group dropdown list.
A message box will

Current Group: Search Committee Chair ¥  logout appear indicating your
new Current Group
selection. Click the
message to close it.

© You are now viewing the system as a member of the Search Committee Chair group

1.2 Update Profile

You can set your Profile to a default module (Position Management or Applicant Tracking) and default
Current Group.

PoopieAdTin

APPLICANT TRACKING

s by Partormance Managermant

After changing your Profile
to Employee, click the My
Profile tab and hover over

the Take Action on User
button. Choose Edit Profile

ITEM ACTIONS
. e from the list.
nery Request Group Change
Director Manage Syatem Emails

Scroll down to
change to Search

Preferred Group On Log ; - o Committee Chair and
In Search Committee Chair Applicant Tracking
Preferences

Click to save your
changes.

Default Product Module Applicant Tracking -

Time zone (GMT-05:00) Eastern Time (US & Canada) ~
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1.3 View Pending Actions

To review the Pending Actions of a Position or

Posting, go to Applicant Tracking and use your D | peopleAdmin
Inbox or the Home page. APPLICANT TRACKING WV

» Click Inbox, then the Position Actions tab.

Go to Performance Management
Portal

Click Position Actions and hover over
Actions to select View.

Pasition Actions Inbox Report /
Prstings B Peogeoesils Position Aelions by lasks thpacial Haralng Lsts

Position Actions Feparts Position Actions Awaiting Approval

Typa Carronl Saste Staln Chwer Actiora

Awaiting Approval
{30] fumnats Process Analyst Now Position Desorigticn Postion Apgeoved-Post Soarch Committes Char n:::l
Din Eniry [
> OI’, click the Home tab. Home Postings Pools | My Profile Help
Select the desired
folder that has a

Inbox €@ count.

Displaying items for group "Search imittee Chair".
Postings (7) Position Actions (10+4)  Special Handling Lists (0)
Title Type Current State State Owner

Business Process Analyst New Position Description Position Approved-Post Search Committee Chair |

Click the Title to see
the Position Action.

Note: You may have to scroll down to see more.
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Methods to review a Posting include Watch List, Home Page, or Postings.

» Using the Watch List:

Postings
Jubs Title
Housshnegor

Bmineas Process Analyst flest)

[inbox }

PeopleAdmin

APPLICANT TRACKING

Go to Performance Management

Typa Currant Stab
HHEA Closiel
EHRA Hon Faculty Posied

A4
Karwn M, you have F messages.  Curmnt G/oupt. Sasech Gomimitiss Chae = 51
itk Pastega
Stabe Owner Creator Mctions
Saarch Comrities Chai Kswwn Munirs Actonm
Search Committes Chai Karnn Mains Actara

Hiring Proposals

» From the Home Page:

Position Actions (1)

Postings (2)

Job Title

Housekeeper

Business Process Analyst (test)

» From the Postings Folder:

Hover over Actions to the
right of the desired record to
select the desired action.

Scroll down to Watch List.
Select the desired folder.
Click the desired Job Title.

SHRA
EHRA Non Faculty

Temporary

Vi Prsting
Steq
intchg
Peating

AR Saiteratnest
Fonteg N Appeaian
Fhrmewmen Prosets festnd L]
i e B gbomontn B o] L]

At
A o rkSow Skale  Dhegurtrmed

Oram
L] L
Prosted

(1) You can simply click on
the desired Posting Name.

Current State State Owner
SHRA Closed Search Committee Chair
EHRA Non Faculty Posted Search Committee Chair
= Sselect the desired type.
(2) You can hover
mouse over
Actions and select
iy an Action.

Promcal Plat Adesrwtestars - 48000 At
Waiersaln Marageesed 4| 1300 B T A b
teriate Maruagereees 4| 3200 B i D 30 A At

Wt e
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1.5 Evaluative Criteria

Evaluative criteria can be used by the Search Committee to rank applicants based on responses to
certain criteria/questions. Evaluative criteria can also be used to allow the search committee to score
applicants on subjective factors (presentation skills, confidence, etc.). The rankings entered by the
individual committee members are all visible to the Search Committee Chair. Applicants are ranked
based on how the criteria is weighted, along with the a point system for each applicant response.

To add evaluative criteria, access the
Evaluative Criteria section in the Posting.

A list of criteria is available to
choose from or you may create your
own.

1. Click the Postings tab and then the
] Posting you wish to Edit.

Help

Karen Main, you have 0 message

Posting: Business Process Analyst (test) (EHRA Non Faculty)  Edit

Current Status: Posted

Created by: Karen Main
‘Owmer: Search Committee Chair

Position Type: EHRA Non Faculty
Department: Business Systems -
415400

2. Click Evaluative Criteria, then Add a
Criterion.

Editing Posting

@ Posting Details
@ Posting Documents
@ Search Committee Membery

Evaluative Criteria

Summary

Available Evaluative Criteria | You can select a Category or search by Keyword. |

Category: Any vJ Keyword: ‘(

Add Category Description

Knowledge, Skils, &
Abilities Required

Documented exceptional leadership and supervisory skills
| Experience Experience leading a university through an institutional accreditation process

Knowledge, Skils, &
! Abilities Required

Sophisticated understanding of the applications of technotogy in IRAP

Knowledge, Skils, &

; Abilities Required
MPETIENCE

Appreciation for diversity and inclusion

at applicant have 10 years of progressive administrative experience in higher

he candidate have experience with program development and implementation?

Click the box, then the
Submit button to select a
criteria. Note that clicking
the box causes the
question details to appear.
See example below. he candidate have significant engagement with students?

e candidate have budgeting experience?

he candidate have experience with strategic planning?

| Experience oes that candidate have experience with policy development and oversight.
| Experience rough regional or
irgnment.
| Knowledge, Skils, & have working knowiedge of DegresWorks and Banner Student
Abilities Required
Experience Documented Student™Sgrvice Experience
[F] Experience Documented exceptional leaMership and supervisory skills
71 Experience Documented experience working itsgnroded student sery

You can also create a
new Criteria.

Y

you want? Add a new one

Displaying 31 - 45 of 130 in total
«— Previous | Next —
Can't find the

Submit Cancel
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Details will appear after clcking the box next to a criteria item.

'i] Knowledge, Skills, Appreciation for diversity and inclusion
& Abdities
Reguired

Question details example

Possible Answers:

1. no indication of appreciation for diversity and inclusion

Z. limited indication of appreciation for diversity and inclusion

3. substantial indication of appreciation for diversity and inclusion
4. documented leadership in diversity and activities

Applicant workflow state |)nder peview by Search Committes -

Click = ™™ to add the criteria to you Evaluative Criteria items. After you have selected all the
iterms you want to use in your evaluation/ranking, you will need to add a Weight for each of the
criteria items. The weights of all the Criteria items combined must total 100. Points need to be
entered for each of the Possible Rankings.

Category Deseripbon Weight Workdiow Snate Stahs ¥
¢ Expenence EXprience in 8 stale-wics urwersity system 3 UnderRovewbySeath  sotve X
Commitios
Educator Exdueation Luvel 25 UnderRview by Soach  scive X
Commities
Krardndon, Shila, & Abiities Appencaniion or diversity and nchision M Underfavew by Seach  achva  ®
Fequrod Gommaiee
Expariance Doses the candidate have axperience cresenting? Fark candidates from 1-3: 1-Poor, Under Rurvew by Search actve %
2=Fuir, 3-Good Commitles
Hame Fmtarinon Sl
Label Paesartonon Shils
Whrichurm Stae S—
Weight
Pocsiblo Poi
Fankegs
Poor
Fak
Gaog

If you want to remove a criterion, you can click the gray x and the end of the criterion row. Be aware
that it will be ignored in the scores already given to any applicants and the message below indicates.

SR— =3

L L —

B Sy Cowrrriieg ey Cadagory Chessrmpiion Wit Woicliow Cipls Tdgha x
m Fxperierce [ penarce r R 800 Urevorelty Tydem X e R by e X

a1 Corrniies

LT

Enrarion Esuraiion. L 5 Lo Faviow Dy Bl X

Pk et =
Erperiatd [ e Sl o000 Pulivt SR Crinsstiing " flars = e Fieviow Uy Kl K

weCE P 15 e, S Sions Taagn O
Krowindge, Sule A Aggrecider by oty s nckeser Lirudnr Fievamw dwp e

Aduiiion Hecpares temarrh Corrwiie

e
u

Are you Sure that you want to remowe this evatuative criterion from this
posting? Amy scores glven to any applicants for this evaluative criterion will ba
amored for scaring, ranking, or disqualifying. Remove the evaluative criterian?
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1.6 Methods to Review Applicants

To begin reviewing applicants for a Posting, access the Applicant Tracking Module and search for the
desired Posting.

Pools

Postings

| My Progg

SHRA —
EHRA Mon Faculty

Select the Postings Folder and
the desired type.

Temporary

Select the desired Posting from the results at the bottom of the screen. As shown below, there are
several options: (1) click the Posting Name, (2) click the Actions out to the right of the desired
Posting and (3) click the checkboxes, then click the Actions button.

“ (2) You can hover

mouse over
“All EHPA Prafings” o Z
= Actions and select
A TadlErtreet Amips

Fonteg N Appeaian A o rkSow Skale  Dhegurtrmed Pessted Disie an ﬁctlon

e Proscasts deulysd 3 Dt [ S e———— ] A -
[T pra—— Fre—— o ] [ deradn Maragaesans 4 | 4208 LA O 2 kA P——
Do r Wgteremers Waras et i i Pt [T T o A 0 30 AR A o
\ VR—
o S

(1) You can simply click on
the desired Posting Name.

(3} You can click the desired

checkboxes to the left of the

Posting Name, hover over the
Actions button and export to Excel.

A ancsri A gt Workfiom Gamts  Dugearirees Pooosten) Citen

Iirwcicr lhsteruo, et -] a Crat Muceran Maragererd - 475500 TRNT0S O AR

Witoruih, et B i Posed Wil Maragimens - 41 400 CRT TR0 B A
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(1) Click the Posting Name

» Brings up Posting details with choices:

- . .
Posting: Business Process Analyst (test) (EHRA Non Faculty)  Edit Take Action On Posting v
Current Status: Posted * Sea how Posting looks to Applicant
Pasition Type: EHRA Non Faculty Created by: Karen Main S Print Preview (Applicant View)
Department: Business Systems - Owrer: Search Committee Chair = Print Preview
415400
L £]¥ lin]
Summary History Settings Applicants Reports Assoclated Position Description

(2) Click the Actions:

R @

= =

Ml Bebendtind Aot

Proatrg Mo Apphcaticen Applcations Workflow Gitmin [wsnartmant Pogted Date
Derocios, Manenas. Managesse 2 2 Clomed Flermowed from Weh Maderials, Wanagerseni - 4 150 DOZT R B D30 AN Artons w
Dermctor, Materials Managerent et 4 1 Fosied PMatenas Mansgament - 415200 DRAEZ010 D5 P Actona s
[unsness Frocms Analyst lesl] ] i oo Bumnema Syatema - 415400 DRG0 D40 PR Ao v
Vi
Posting

Allows you to View Posting or View Applicants | —* s

Sop
Wiimiching

i n
'EOPl-EAEﬁTI‘I Bstter Tk, Hottar Futiuss o 216 A8 Fights Fesaresst L vty (TR0 £ A W lin et

» View Posting brings up the Posting details. See (1) above.

> View Applicants will go directly to the Applicant folder of the Posting details and display the
Applicants at the bottom of the screen.

- . . .

Posting: Business Process Analyst (test) (EHRA Non Faculty) Edit

Current Status: Posted

Position Type: EHRA Non Faculty Created by: Karen Main

Department: Business Systems - Owner: Search Committee Chair

415400

Summary History Settings Applicants Reports Associated Position Description
Firat Name Last Name Posting Number  Application Date Workflow State (Internal) Email Address
Test1 Persont 201500072P July 18, 2016 at 03:07 PM Under Review by Search Committes mainkt@appstate edu Actions v
Test2 Person2 201500072P July 18, 2016 at 03:11 PM Under Review by Search Committee mainkt@appstate. edu Actions w
Testd Persond 201500072P July 18, 2016 at 03:14 PM Under Review by Search Committee mainkt@appstate.edu Actions

Testd Persond 201500072P August 04, 2016 at 08:57 AM Under Review by Search Committes mainkt@appstate.edu Actions w
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(3) Click the checkboxes to the left of the First Name column and then the Actions button:

2. Click the Actions button.

1. Select all, some or one Applicant.

4 -

¥ First Mame  Last Mame  Mumber Application Date
l Test1 Personi 20M500072F July 18, 2016 a1 0307 PM
o+ Test? PorsonZ 20M50007T2F July 18, 2016 o 0211 PM
o Testd Parsoand 20M5M072F July 18, 2016 8 03314 PM
‘ Tatd Porsant 201500072  August 04, 2016 at DB:ST AM

Warkflow State (Internal)

Under Review by Ssarch Committen

\

GEMETIAL

Evaluate Applcants

Drwenkisad Apglicants.

Evaluations

Ruwitin Soraaning

Cruestaon Ardwers

Downiload Scresning
Db ARdvnsrs

TT

3. Select a desired Action from the list.

Miwi in Workiicw

Emanl Applicants

PEq]lEA.dmin Better Tabkent, Better Futuns, CogryTight 20106 A Fights Aesensd,

Last retromt 1 Download Applicalions as
POF

Hadp

10
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1.7 Applicant Actions

Once the Applicants have been accessed, there are several Actions needed including reviewing the
applicant application and documents; evaluating, and moving the application in the workflow.

e One Applicant at a time:

Click the applicant’s name or click View Applications under Actions.
*omail added O

Posting
First Mame Mumber Application Date Workflow State (Internal)

Testl Person1 201500072P  July 18, 2016 at 03:07 PM Linder Review by Search Commitiea Actions w
ENERAL
Test? ParsonZ 201500072P  July 18, 2016 at 03:11 PM Under Review by Search Committes mainkt@appstate adu View
Application
Testd Persond 201500072F  July 18, 2016 at 03:14 PM Under Heview by Search Committes mainkt@appstate sdu TS
Tostd Persond 20M500072P  August 04, 2016 at 0B:57 AM Under Review by Search Committes mainkt@appstate.adu Actions v

Hist Report
3““‘"‘32‘ story eports Under the Summary folder, scroll

down through the application details.

@ Personal Information

Contact Information

Last Four Digits of SSN 3456
Salutation Ms.

First Name Test1
Middle Name

Last Name Person1 |

Take Action On Job Application w

Keep working on this Job
application
When ready, click Take Action on

i Job Application and select a
Qualified (move to Qualified) Workflow Action from the list.

Finalist (move to Finalist)

Search Committee Det'd not
Qualified (move to Search
Committee Det'd not Qualified)

11
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e Multiple Applicants at a time:

2. Click the Actions button.

1. Select all, some or one Applicant.

/ Posting Workflow State

First Name Last Name Number Application Date  (Internal) Er
v Test1 Personl  201500088P oiaFa o o noer Fleview by Search
7 Test2 Person2  201500006p puY 19,2018at - Under Hleview by Search -,
7 Testa Persond  201500098P po 19,2016at  Under Heview by Search

7 Tastd Poraceyd 201500008F July l?_: 2016 at Under Review by Search

3. Select a desired Action from the list.

PeopleAdmln Better Talent. Better Future, Copyright 2016 All Rights Reserved.

GEMERAL
Evaluate Applicants

Download Applicants

Evaluations

Review Sereening

Question Answers

Download Screening

Cuestion Answers
Export results
BLLK

Maove in Workflow
Email Applicants

Download Applications as
POF

Create Documeant PDF per
Applicant

¥ I?:ﬁ
alp

» Evaluate Applicants: Once the applications have been reviewed, the committee members can
perform their evaluations (number 3 in the above screenshot).

Evaluative Criteria Workflow State: Under Review By Search Committee

Under Review by Search...

View Detailed Entries Showing 4 of 4 Applicants Click the applicant’s name if

Evaluations

you need to review details.

Testi Personi

Experience in a state-wide university system : Experiance in a stale-wide university system

Please select - k\

Education Level: Education Level

Please select -

Select an answer for

each Evaluative
Criteria.

Appreciation for diversity and inclusion : Appreciation for diversity and inclusion

Please select -

Presentation Skills: Does the candidate have experience presenting? Rank candidates from 1-3: 1=Poor, 2=Fair, 3=Good

Please select ~

Comments

Scroll down to
continue to the next
applicant.

tost2 Persons /

Experience in a state-wide university system : Experiance in a stale-wide university systam

Click B&58 to continue later: cIick. when finished.

12
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Once evaluations have been completed, scores will be generated:

Evaluative Criteria Score Delads

Showing 4 of 4
Full Name
Test1 Parsonl
Test? Person2
Test3 Person3

Testd Persond

Note: Yo

Downlo

Applicants
Current State Under Review by Search Committes Overall
Under Review by Search Committee 34.00 34.00
Under Review by Search Committee 91.75 91.75
Under Review by Search Committee 50.75 50.75
Under Raview by Search Committee 98.00 98.00
u can click on the applicant name to review score detail.

ad Applicants Evaluations: This will create an Excel file of how each Search

Committee member evaluated the applicants. The rankings entered by the individual
committee members are all visible to the Search Committee Chair.

Review

Screening Question Answers: This will show Answer Statistics by question for the

screening (supplemental) questions as answered by the applicants.

"Business Process Analyst Apphcants® o
GENERAL
Posting Workflow State Evaluate Applicants /
First Name Last Name MNumber Application Date (Internal) Er
Download Applicants
July 19, 2016 at Under Review by Search . :
Test1 Person1 201500098P 03:42 PM Earrirttag m  Evaluations |
Test2 B > 501500098P 3:!56;?:5016 at gnder Review by Search __  Review Screening |
¥ omimittoe Cluestion Answers
- July 19, 2016 at Under Review by Search
Test3 Person3 201500098P 04-11 PM Cormmittes M Download Screening |
. Question Answers
ersand 50009 Juty 19, 2016 at Under Review by Search .
Testd P 20 8P 04:14 PM Committee -
Export results

Answer Statistics for 4 Applicants

Question 1
(Required) Do you have experience using MS Excel?
Answered by 4 of 4 (100.0%)

Available Answers

Not Answered: Chosen by 0 of 4 (0.0%)

» Download Screening Question Answers: This will create an Excel file with each ot the

appli
appli

cants answers to the screening (supplemental) questions as answered on their
cations.

» Download Applications as PDF: This will allow you to generate a PDF document of all of
the desired applicants checked.

13
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» Move in Workflow: This will allow you to move the selected applicants in the workflow.

*Businass Procass Anatrst Appicants® ()

Gl M RAL
Posting Evaluate Appiicants

i First Name  Last Name Mumbsr Application Date Workflow Siate (intermal) Emall §
Downioad Applicants

Ll Test1 Parsond 2015000080 ity 19, 2016 at 03:42 PM Undar Review by Saarch Committes mainkt  Evaluations v
Tarvkow Scroeni

2 Tast? Parson? 201500008F  July 10, 2006 al OG0T PM Unesor Raview by Saarch Commities anky : o v
QUDSLON ANSWETS

v Teatd Persona 201500008F  July 19, 2016 81 0411 PM Unoer Review by Search Commilies maNkY  Downioad Screoning v
Crsashion Answers

L Teatd Persond 201500008 July 19, 2016 at D414 PM Undar Review by Saarch Comimittes mainkl w
Export rosulls
ALK /
Miove In Workflow
Emall Applicants

PeopleAdmin Betior Talent. Batter Futuro. ‘Gopyeiet 2016 AB Fights Rasarvest Last rotos: - DoWnIoad Appikcations as

POF

Ao MG, you N 0 Massegos.

Postings /7 .. / Business Process Anaiysd flosf) / Appiicen] Reviow / Bullk Wonkdiow Stalus Change

\' | Editing: Workfiow Statos for 4 Applicants

Curmant Goup: Sarch Commitios Chair *  ogout

Solict & wordiow SLElo. =

Change ior all applicants
St 8 workfiow stale
Applicard  Currant State Lo [ Paason

1. Change all applicants.

Expareh Comumillar D04 nol Quaifioc)

Tt

Parsant Search Soboct o workfiow stabo. v
Cofmmitios

y Uricher Feerviow by

¥ " faarcn Solac! & workfow stato. -
Casmenition
Liescir Fiarviesw by

Persord Search Solac! 8 WOrkNow Stati -
Cammenities

Tt Lienchis st Ly
Soarch Sosocd 8 worknow stato -

Pataont e

W S, you e 0 MeESages.  CUPTENS GROUY Sogern Commmes Char ¥ S0

Postings / _ / Busitids Process Anstyst fles?) / Appicant Fiaes / Bul Werkfow Siilus Chinge

) Eding: Workiow States for & Applcants

Change tor ol ETRCES (i) l
Acokcant Carrerd Stale e Stabe:

Tt Pt L Rk by SASh COMISS  Search Gommisies Del'd nol Cusified =
Test? Person?  Uneler Fiview by Saah Commee (i -
e Fond  Unoer Review by SeethCommtiee  Quaatiod bl
Testl Porgond  Urcder Feview by Seach Commitiee. Qumition) -

2. Change exceptions.

Prusisin bt bt
oo saoct
Accapiin aroihes poaon

Incompists o laie appication
B0 W profTenary Floneee
Pk ancugh relstiad sxperience
Urireafiala: b Florvicw
Lreatestactiony Neronch chack
RN Caa0Cy

Mot s stvong & Choson Bt
Oy jeerpinirg

3. Click gwhen done

14
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Notice the message at the top of the screen. After a few
seconds, go back and re-click the Applicants folder.

!

© started the process to transition these 4 applicants. This may take several minutes.

“Business Process Analyst Applicants” o

Notice that only the 3 qualified applicants are now displayed.

Workflow State
First Name Last Name Posting Number Application Date (Internal) Email Address
Test2 Person2 201500098P July 19, 2016 at 04:07 PM Qualified mainkt@appstate edu Actions v
Testd Parson3 201500098P July 19, 2016 at 04:11 PM Qualified mainkt@appstate.adu Actions v
Testd Persond 201500098P July 19, 2016 at 04:14 PM Qualified mainkt@appstate.edu Actions v

The Search Committee Chair will move the applicants along in the workflow until a Finalist is
selected. After the Finalist is selected, the Hiring Proposal phase can begin.

Postings

-

Gaarcih Raaults: Prinacis

Taka Action On Job Appleatian

Honis wraring on thin Job
application

Lo AR
Finualist rervn to Firsikst)

O Carmgus Inborviers Mot Hirod
{maove to O Cargs Inbervies
Hat Hred)

! Bemineas Process Analyat eat) Poated) £ Appleant Review ¢ Teatd Parsand On Camgss Ineniin

Job application: Testd Persond (EHRA Non Faculty)

Curent Status: On Campus intervew
Application farm: EHAA Non FacultyFaculty Aaplcation

Full nseni: Tastd Parsond
Audchrnes;
o Faen 1l Dvive

Croalid by Toatd Parsond
D Search Commities Chair

Tracda, TH 37001

Undined Soates of Aumereca

s mainkst
Emad: mainktEanpalato.odu
Phone [Primary) +1 B28 964-8641

Phons [Secordanyc +1 423
F2r-reag

FPositen Type: EHRA Non Faculty
Deparimant: Basinean Systems -
415400

15
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Quick Steps — Viewing Inbox

APPLICANT TRACKING ¥ .
Select or from the drop down (upper right corner).

Click (top right of the screen).

Actions

Click tab.

Actionsw View

If you have actions, on the row of the desired record, click and then

. . . 3 i Take Action On Hiring Proposal v .
After you validate the fields, click or and select the appropriate

workflow status.

: Actions will varying based on the Position/Posting status and the workflow status.

APPLICANT TRACKING ¥ .
Select or from the drop down (upper right corner).

Click (top right of the screen). A list of Postings, Hiring Proposals and Positions you have
checked to watch will be displayed.

If you have actions, on the row of the desired record, click ““°"*7 (to the left) .

. . Stop Watching
a. For Postings: selectto Y/&WFosting o Fosting

Unwatch Position

Show Position Status or Status

b. For Positions: select to

If you select to Show or View, you can then validate the fields, click and select the desired
workflow action.

. If your Position/Posting is no Ioni erin iour Watch list because of the workflow status, you can still
search using the m or Pasition Descrij e from the menu bar.

16
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Quick Steps — Saving a Search

POSITION MAMAGEMENT ¥ APPLICANT TRACKING ¥

L or

Select from the drop down (upper right of screen).

Cumrent Group: Data Entry

Change to the desired Current Group (Data Entry, Supervisor, etc.). ", You will
receive a message indicating that you are now viewing as a member of the group you selected. Click

at the end of the message box to close it.

Select the desired action (Position Descriptions if you chose Position Management or Postings/Hiring
Proposals if you chose Applicant Tracking) and select the type from the list (SHRA, EHRA Non Faculty,
etc.).

a. Note: SHRA Position Actions or EHRA Position Actions will display all positions with an action
whereas SHRA or EHRA shows only those approved.

Create a new search:

a. Enter your desired keyword and click . Your results will display at the bottom of the
screen.

b. Click to add more columns and set defaults.

Add Column

c. From the Add Column drop down list EI you can select

columns to add to the search results. Add as many as desired.

d. If you are searching SHRA Position Descriptions or EHRA Non Faculty Position Descriptions,
you can select a desired Department to create a departmental search.

e. You can now move columns around into desired positions (or even delete if not needed):
1. To move a column, hover over the column at the bottom of the screen.
2. There are several choices: ¢<>AV %
1) <€?=move the column to the left/right
2) ~v=sort ascending/descending

3) % = delete the column

Ad hoc Search Save this search?

f. Notice this search folder is temporarily called . To save it, click

Click | Make it the default search?

g. if desired.

ame |

. N;
h. Provide a search name

i, Click Save this Search .

Open a Saved Search by hovering over and selecting from the drop down list. (Saved
searches apply to the type of search you are performing and the Current Group you have selected.)
The saved search can be modified and saved with a new name if desired.

To export the query results to Excel, click m and Export results .
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AppState Careers

User Guide — Search Committee Chair

AppState Careers User Guide List

ASU has developed some user guides that are available on the HRS website/Managers &
Supervisors tab/AppState Jobs link/AppState Jobs Resources page or by following the link below.

http://hrs.appstate.edu/managers-supervisors/appstate-jobs/appstate-jobs-resources

o AppState Careers PA7 User Guide - Introduction and Basic Navigation
o AppState Careers PA7 Quick Steps — Saving a Search

e AppState Careers PA7 User Guide — SHRA

e AppState Careers PA7 Quick Steps — SHRA

e AppState Careers PA7 User Guide — EHRA Non Faculty

o AppState Careers PA7 Quick Steps — EHRA Non Faculty

o AppState Careers PA7 User Guide — Temporary

o AppState Careers PA7 Quick Steps — Temporary

o AppState Careers PA7 User Guide — Approvers

e AppState Careers PA7 User Guide — Search Committee Chair
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