AppState Careers
User Guide — Search Committee Chair
The purpose of this guide is to provide instruction and orientation to the AppState Careers

system (PeopleAdmin) for the Search Committee Chair during a search process using the Hire
Module (formerly Applicant Tracking). This document will concentrate on the Search
Committee Chair’s role for the following:

e Locate and View Posting

e Locate and Review Applications

e Assign Search Committee Members

e Setup of Evaluative Criteria (Rubric) and Evaluate Applicants

e Manage Applicant Status(es) (move in bulk)

e Generate Beneficial Reports.

Search Committee Chair and Members Roles & Responsibilities:

e Protect confidentiality of applicants and the decision-making process;

e Draw upon connections to support recruitment efforts;

e Participate fully and consistently;

e Challenge conventional assumptions;

e Treat all applicants in a thoughtful and respectful manner,

e Set aside biases and preconceptions in order to fully consider all those who may be
gualified to assume University roles;

e Give fair consideration to all applicants;

e Act promptly to ensure that top candidates are not lost to organizations that move

quickly to hire top talent.

Go Applicant Tracking Position Management Performance Management Streamlined & Sustainable !
TABLE OF CONTENTS




Topic Page

1. Hire Module

1.1.  SeleCt Hire MOAUIE ........cooeiiiicce e 3
1.2. SearCh/RevVIieW POSHING.........uuuiiiiiieieeiieie e s 3
1.3. Methods to Locate AppliCatioNS............ccuuvuiiiiieeeeeieeiiee e 5
1.4. Methods to View AppliCatioNS .........cccovvviiiiiiiie e 5
1.5. Assign Search Committee Members / Guest USers...........cccevvvvvvvvnnnnnnn. 7
1.6, EVAIUALIVE CrEEIA.....ccvuiieeiiiie e e e e e e e eaes 9
1.6.1 Creating NeW Criteria.........cccvvvrruuuiiieeeeeeeeeeeiiiiee e e e e e e eeeeannnns 10
1.6.2 How to Evaluate Applicants Using Evaluative Criteria......... 11
1.6.3 Reviewing Evaluation SCOres ..........cccceevvvvvivvviiieeeeeeeeeeinnnns 13
1.7.  Applicant Workflows and ACHIONS............uuuiiiiiieeeeeeeeice e 17
1.7.1  AppPlicant ACHIONS ......uueiieeeeeeeeeee e e e e 18
1.8. Reports Available to Search Chairs .............ceevviiiiiiiiiiiiiiiiiiiiiiiieeiee, 19
Appendix

AppState Jobs User Guide LiSt.........coovvviiiiiiiieeeeeeeeceiee e 21



1 Hire Module

Once a Position action is approved, HR will create the Posting from the approved position description in the
Hire Module. The Search Committee Chair receives email notification when position is posted.

1.1 Select Hire Module & User Group:

e Loginto the PeopleAdmin System www.jobs.appstate.edu/hr
e Select the correct module click ===« (top left) and choose Hire

O Applicant Tracking System

® User group must be Search Committee Chair (top right)

User Group:

Search Committee Chair v

Shortcuts ~

*If you receive this message “Sorry, you don’t have permission to access this object.” Contact HR in order to
obtain proper access to this posting.

A

o Sorry, you don't have permission to access this object. x
Hire Welcome, Nancy Crowell My Profile  Help | logout
User Group:
Office Of H“ma"Rm'm“ Search Committee Chalr v
Home Postings > Pools ~ Shortcuts ~

1.2 Search/View Posting

There are three methods to locate a Posting:
A. On the Home Page click Postings and select the Position Type

Hire

Office of Human Resources

To view using Postings - on the
Home Page Click Postings and
select Postion Type.

Poslings -

B e—

SHRA Staff

Welcome to  EHRA Non Faculty Stalf

InfoMart is Ap Faculty new background check provider. InfoMart |

Tempora

s LooOkUp: porany 1 Management and Applicant Tracking {
«« Look Up: Access the Performance Management Portal by clicking on the

To view the posting click on the Posting Title or under Actions, click on View Posting, View Applicants,
or add to Watch List.


https://appstate.peopleadmin.com/hr/hiring_proposals?search_id=543&position_type_id=5
https://appstate.peopleadmin.com/hr/hiring_proposals?search_id=543&position_type_id=5

SHRA Staff Postings

Click on [ el below 1o view other search options.
Please check out the helpful Help section on Searching and Saving Searches.

Search Chair should only Creale an ERHA Non Facully Posling once Lhe Posilion Descriplion Aclion is Approved.

Dnce the search Chair has recommended a finalise, the hinng autharity will go to the postng and open up the finalises application and click Start Hirng Proposal
EHRA NF Applicant Workflow

SHRA Applicant Workflow

"Current Active (Closed & Posted)” ) Selected records )+ Clear selection? m

[Actions)
Search
Position Active All submitted Committee

L] Classificanion Title ‘Waorking Tite Department Number Applications  Applications  Workflow Stare Closing Date  Members

m] Engineer (Composite)  Project Manager  Planning, Design and Construction - 410400 088511 16 16 Posting Closed - HR Review  12/03/2018 5 ACTIONS
GENERAL
View
Posting
view
Applicants
THACKING
Watch

B. On the Home Page view Inbox and click on the Posting Title:

Postings =

Welcome to your online HR System
InfoMart is Appalachian State University's new background check provider. InfoMart provides a quicker turnaround time, unrivaled accuracy, trusted security, and global capability.

=== Look Up: Toggle b Position Manag and Applicant Tracking (Hire) by clicking on the 3 blue dots -« top left of screen.
== Look Up: Access the Performance Management Portal by dicking on the 3 blue dots «« top left of screen.

0 Filled Postings

Inbox Postings EZ)  Users & Hiring Proposals Posinon Acions 25 Onboardinf Tasks  Spedal Handling Lists 3
Last 30 days
SEARCH Filters
TTLE CURRENT STATE DAYS IN CURRENT STATE
Hurnan Resources Specialist Posted 70

N =HAA s I EHRA Non Faclly St
. Facsty N Adunct [N Tempors

Tre Office of Human Resources - 170100

Posted LS

C. Onthe Home Page view Watch List and click on the Posting Title (posting will only show if
added to your Watch List):

Watch List Postings ] Hwing Proposals Pasition Actions

W
SEARCH [
Inbax ftes
OB TITLE YPL CURRENT STATE STATE OWNLR 3 3
L] Human petisks Temporary Fosted Search Cammittes Chair
The Office ezources - 170100
My Reports
] o SHRA St Postng Closed . MR Review Human Rescurces
. Design and Conseruction - 410400 My Liriks
Useful Links.

Training Vide=

1.3 Methods to Locate Applications

There are two options:
(1) Click the Posting Title to view Posting and click the Applicants tab:



*Current Active (Closed & Posted)” ) Selected records ) - Clear selection? m

(Actions)
Search
Positon Actie All Submitted Committee
Classification Tithe: ‘Working Tithe Department Number Applications  Applications  Waorkflow State Closing Date  Members
Engineer (Composie)  Project Manager  Planning, Design and Constructon - 410400 058511 16 16 Posting Closed - MR Review  12/03/2018 5 ACTIONS »
O amanwion - 476400 v n
e
‘ Apphearny | fepor
Chek on beiow
Piease check our e elph Help
(o]
(Actions)
Search
Position Active All Submitted Committee
Classification Tide Working Title Department Number Applications  Applications Workflow State Closing Date Members
Engineer (Compaosite) Project Manager Planning, Design and Construction - 410400 068511 16 16 Posting Closed - HR Review  12/03/2018 5 Actions v

GENERAL
View
Posting
View
Applicants
TRACKING
Stop
Watching

1.4 Methods to View Applications

There are three methods to view applications in the posting:
1. View one applicant at a time
2. View multiple applicants at a time
3. Download a PDF file with all applications

1. One Applicant at a time:
In the Posting click on the Applicants tab. Choose the applicant and click the Actions button and select
View Application.

Summary Miszary ares Associased Pasition Description

Click an below to view other search options.
Please check out the helpful Help section on Searching and Saving Searches

m ewnlh

SHRA Applicant Search

Commi

“SHRA Applicant Search Committee” {f) Selected records ) Clear selection? m
(Actions)
Workflow
Stare Supplemental
Entrance question
LastName FirstName Workflow State (internal) Reason Email Address Score Current State Employee Status
fones Horace Under Review by Search Commitee Chalr emalladdress@zedzed 300 Net currendy employed by the Stare of NC
shilling Mark Under Review by Search Commirtas Chair emailaddress@zad zad 550 Not currently smployed by the State of NC
Rt Diana Under Review by Search Committes Chair emailaddress@red red 550 reot currently empiloyed iy the State of NE

2. Multiple Applicants at a time: The Download Applications as PDF option will generate one PDF for all
checked applications. Once the PDF has generated, it will automatically download to your computer.
With this option, you can specify which combination of documents are included in the PDF. Because
this file is downloaded, it is not saved for future access.

O



Summary Histary | Applicants Reports Assooated Position Descrigtion

Click on TRl below to view other search options
Please check out the helpful Help section on Searching and Saving Searches.

pplicant Search

"SHRA Applicant Search Committee ) Selected records @) - Clear selecuon? @
o

Workflow Review Screening
srate Supplemental QUESHIOn ANSWErs
Enwrance question
LasrMame  FirstMame  Workflow Srare (Internal) Reason Email Address Scone Current State Employes Status Download Scresning
Question Answers
Eil Jones Horace Under Rieview by Search Commuttee Chair emaladdress@zed zed  30.0 Not currently employed by the State of NC
Export results
7 shilling Mark Under Review by Search Commirree Chair emaiaddress@zedzed 550 Mot currently employed by the State of NC 5,
o 1 i ! y; jttee ermail Tt , e Email Applicants
o Ruiz Diana Under Review by Search Committee Chair emailaddress@redzed  55.0 Not currently employed by the State of NC
Download Applications as
] Gershon Andrew Under Review by Search Commiriee Chair emalladdress@zedzed 30.0 ot currendy emplayed by the State of NC oy,
Coldiron Ron Recommend for Hire emailaddress@red red 700 Not currently employed by the State of NC Create Document PGF
per Applicant
O Seldomridge Warren Under Review by Search Commities Chair emadaddress@zed zed 550 Not currently employed by the State of NC P

You will be prompted to select the document(s): Either select Application and All Documents to view

all submitted information or select Only These Documents Types to view only specific information.
P

Select the document type(s) to use.

Apphication and All Decuments.
) Only Thve Docusent Typan

B application Data
¥ Resume
I Cover Letter

it oot The information will download in one pdf window.

Guenticnnaine
[ eatar of Becommendaticn {2nd doc)
CLettar of Recommendation {3nd doc)
[ miscettaneous (Explain In Applicant instructions)
[k b Portfolio
[ Trammeripts 3 [Unaftieal]
I Trasmcripts 3 [Unoffictal]
[ phitosogiv of Teaching

3. Create Document PDF per Applicant:

Generates individual PDFs for all applications you have checked. This will automatically include all
documents and is accessed in the Applicants tab by clicking View in the Combined Document search
column. (You can also view the application PDF at the bottom of the application's summary page.) PDFs
generated in this manner are saved in SelectSuite, and can always be accessed in the search results.

On the posting's Applicants tab, check the desired applications. Select Actions > Create Document PDF per
Applicant

Next, in your Search Options, select Add Column > Combined Document.



ducation Services Contact Support About Our Community PeopleAdmin

Saved Searches v m

Add Column:

Add Column El
CranTear

Active/inactive:

Assessment Criterion - Total Score

Assessment Criterion - Unique Rank
Background Check Status

Workflow State:
Confirmation Number

Document Conversion Status

Draft Appiication?
Education High School Diploma or GED

The Combined Document search column will appear. Clicking the ‘View’ link will display an application

with all candidate and reference documents. Unselected applications will have Generate links; clicking
one of these will create a PDF for this application.

Combinod
Full Nama Document
Toat, P o
Wakonson, Dan Wiow
NsOn, Ko o

1.5 Assign Search Committee Members / Guest Users

Search Committee Members are responsible for providing feedback on applicants to the Search Chair or Hiring
Manager.

1. To add Seach Committee Members, the Search Chair must go to the Posting, click Edit and click on the
Search Committee tab.

User Group:
Office of Human Resources

Search Committee Chair v

Home Postings ~ Pools ~ Shortcuts ¥

Postings / SHRA Staff / Talent Acquisition Specialist/Recruiter (Two Vacancies) (Final Release to Search Chair) / Edit: Search Committee

Editing Posting "
s it
@ Posting Details
@ Supplemental Questions
@ Applicant Documents

Search Committee Members

@ Posting Documents

Search Committee

Name Email Committee Chair Status (Actions)
@ Evaluative Criteria
© Guest User Nancy Crowell emailaddress@zed zed ™ approved Actions v
Summary
Mark Bachmeier emailaddress@zed zed O approved Actions v
Shelley Leder emailaddress@zed zed O approved Actions v

Add Existing User Create New User Account

2. To add an existing user (AppState user), choose

3. Search for the name of the committee member you would like to add.



4. If you do not see the user in the search, click on

Soarch: |

|

[+ Display search committes user group members anky

Last Hame: First Mame Emall Department Comnmittes Chair {Actiens] ChOOSe Add
Member,
wilea Kevin i ved \ppalachiin State Unbversity u| e be ’
then click
Burms Randail 22 State University ] the X

wilkss Chad i ed Appalachian State University a Add Membor

Phlllips feborsh Eedd 70 State Univarsity [} ETE=

Create New User Account

(this is mainly used when AppState

students are assigned to Search Committees. Requests will be approved through HR.

5. You may also remove Search Committee Members from the selected list of Search Committee

Members by clicking Actions and Remove fr

Editing Posting
& Posting Details
& supplemental Questions

@ Applicant Dacuments

& Posting Documents

@ Evaluative Criteria
& Guest User

Summary

Posting.

Search Committes

CcEacs

Search Committee Members

Hame Email Committee Chair Status {Actions)

Nancy Crowel emailaddress@red zed M appraved Actans »
Mark Bachmaer emalladdress@aed red (u] appeaved ans
Remeve fram Pasting
Shelley Leder emaladdress@zed zed (m] appraved Aetions
Kevin Wilcox emailaddress@red red m| approved Actans v

Guest User — Guest Users are defined as users who may not be an employee of your organization, and
are given permission to view a single Posting and its Applications. This tab allows users to generate
Guest User accounts by providing email contact information for the Guest. Upon activation, the Guest
user will be sent an email invitation for access to the Posting and Applications.

To create a Guest User account, navigate to the Guest User Section of your posting.

Editing Posting
@ Posting Details
@ Supplemental Questions
@ Applicant Documents
@ Posting Documents
@ search Committee
@ Evaluative Criteria

Summary

E—_— =

Click on the Create Guest User Account button. The system will automatically generate a Guest Username. Guest Users will still need to contact the Hiring Manager or HR to receive the Guest
User Password. You may update the password if needed.

‘You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be on a separate line. Once you
have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users

when finished or to skip this section, click the Next button.

Want to give guests access to view this posting?

Create Guest User Account

1.6 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

8



subjective factors (presentation skills, confidence, etc.). The rankings entered by the individual committee
members are all visible to the Search Committee Chair. Applicants are automatically ranked based on how
the criteria is weighted, along with the a point system for each applicant response. Including Evaluative

Criteria on the posting can ensure that you interview candidates consistently and the information is
readily available for compliance review.

Please click HERE to view our video tutorial on Evaluative Criteria.

To add Evaluative Criteria:

1. To use the Evaluative Criteria feature, the Search Chair must go to the Posting, click Edit and select the
Evaluative Criteria tab.
Editing Posting
@ Posting Details
@ Supplemental Questions
@ Applicant Documents
@ Posting Documents

@ Search Committee

Evaluative Criteria

@ Guest User

summary

Add a Criteri
2. Click Add a Criterion . Alist of criteria is available to choose from by searching

appropriate keywords, or you may create your own (you may create criteria that have pre-defined
answers or open ended responses).

Add a Ranking Criterion x

You may select a Category

Available Evaluative Criteria or search by a keyword.

Category: Any ~Keyword:
Add Category Description
] Waork Review the candidate’s research methods and library of published material and rate their contribution
Histary to advancing their specialty.
] General How well did this candidate perform in the interview?
[[] General How do you rank this candidate’s written communication? To view Question
] General Please rate the candidate’s quality of references. Details and the pOSSible
] General How clear and articulate was the candidate during the interview? answers, click on the
[ General Describe a typical day...a typical week blue Description
E] Work What are your standards of success in your job? What have you done to meet these standards?
Standard
[F] Experience V\.’hat_fleadership skills and experience do you have that would qualify you as an effective leader? Be
specific
[F] Education How well does this candidate’s education fit with this position?

Displaying all 9 .
Can't find the one you want® Add a new one Click here to create a

new criteria item.

Submit Cancel

3. Click to add the criteria to you Evaluative Criteria items.

4. After you have selected all the items you want to use in your evaluation/ranking, click Submit.


https://hr.appstate.edu/files/evaluativecriteriavideo2mp4
https://hr.appstate.edu/files/evaluativecriteriavideo2mp4

5. Now 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.

chuded Evadsatey Criema s v

1.6.1 Creating New Criteria

1. Click to Add a New Criteria Item

2. Add Name, Label, Category, Description and Choose your Possible Answer preference

Add a Ranking Criterion

Name
Label
Category Please selecl a calegory =

Description

Possible Answers

Open Ended Answers
8 Predefined Answers

Empty answ

2
15 10 recrder them

3. New Evaluative Criteria will be submitted for approval through Human Resources.

4. To effectively use the scoring tool, 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.
i. Welght — must use if you want scoring to appear

-~ .r

1.6.2 Evaluatlng Appllcants Usmg Evaluatlve Criteria

Once applications have been reviewed Search Committee Members can perform evaluations
(Evaluative Criteria must be set up for this position in order to evaluate applicants using criteria).

1. To begin reviewing applicants for a Posting, access the Hire Module and search for the desired
Posting.

10



Postings ~
SHRA Staff
EHRA Non Faculty ¢
Faculty
Adjunct
Temporary

2. Select the desired Posting from the results. Click the Posting Name, then choose the
Applicants tab

“ 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 Reports Associated Position Description
First Name Last Name Posting Number  Application Date Workdlow State (Internal) Email Address
Test1 Person1 201500072P July 18, 2016 at 03:07 PM Undar Raview by Saarch Gi it sdu Actions v
Test2 Person2 201500072P July 18, 2016 at 03:11 PM Under Review by Search C: i .edu Actions v
Testd Perzond 201500072P July 18, 2016 at 03:14 PM Under Review by Search C: it edu Actions v
Testd Persond 201500072P August 04, 2016 at 08:57 AM Under Review by Search G i odu Actions w

You may choose to evaluate each applicant one-at-a-time or evaluate several at once.

To evaluate multiple applicants:

1. Click the checkboxes to the left of the First Name column and then the Actions button:

W Search x

son@ o Select all or some applicants, =3
then choose the Evaluate
Applicants item from the Action

* LastMame  Firsthame  Workfiow State (imernal) button. te Employee Statis
. b Revhew by Search CormT

* s

- elissa

L £

- nanda

2. A new page will appear with multiple applicants and the evaluative criteria listed for the
posting:

11



Workflow State: Under Review By Search Committee Chair m

\pplicants. show Mare

vaiuath
T
3 fhas PGS OVES ) clay-fo-ciay of of affica) *
HR Does candidete have general HR g
—_
Managing Financial Operations: Does candidate have the ability o manage financial operations In a general office sering? : Eva I uate eaCh
3 - Ouistanding Mas expenence with Banner Finance) 2 H
o applicant and
2 - Bome (has some onganlzalionalievenl management experiance) s .
‘Wiritten Communécation Skills1: Candidates written communacation skills as presented in the application materials CI | C k N eXt W h e n
Very Strong *
Comments d o n e

have P ap office setting?
3 - Substantial has g day-to-day operations of office) "
MR Knowledge: Does candidate have general MR knowiedge?
Mo v
Managirg, Financial Operatiors: Does candidate: have the ability to manage finandal operations in a general affice setfing?
3 - Outstanding as expencnco with Banner Finance) v

Management Cardidate has & 4
2 - Boma (as soma onaniZationaliovant Management pupenenca) ¥
Writzen Ci Skills1: C iills as presented in the application materials
Very Strong
Comments

To evaluate one applicant at a time:

1.

Click on the Applicants Name:

Pasting
First Mame: Mame  Mumber Application Date
Tastt Person 201500072F  July 18, 2016 at 03:07 PM
Test2 Parsor2 201500072F  July 18, 2016 at 03:11 PM
Testd Persond 201500072P  July 18,2016 at 03:14 PM
Testd Persond 201500072P  Auvgust 04, 2016 af 08:57 AM

2. Click on Evaluate Applicant on the right side of the screen

* View Posting Applied To

* Preview Application

* Evaluate Applicant

3. The Evaluative Criteria window will pop-up:

Holly Turl:

Administrative Experience: Does candidate have administrative experience in a professional office setting?

| 3 - Substantial (has administrative experience overseeing day-to-day operations of office) ¥
HR Knowledge: Does candidate have general HR knowledge?

‘l‘i?ﬁ;itrong v
\meents

Evaluate the a ppllca nt. ClICk Managing Financial Operations: Does candidate have the ability to manage financial operations in a general office
Save to exit OR click Save rettina?
— 3 - Outstanding (has experience with Banner Finance) M

and NEXt to save the Organizational/Event Management Experience: Candidate has demonstrated organizational/event management
evaluation and move on to experience
th t I t |2 - Some (has some organizational/event management experience) v |

o ritten Communication 51: Cai tes written communication skills as presented in the application materials

€ next applican \ Written C ication Skills1: Candidates wri ication skill din the applicati jal

Save Save and Next Cancel

4. Once evaluations have been completed, scores will be generated:

12



Evaluative Criteria Score Delads

Showing 4 of 4 Applicants

Full Name Gurrent State Under Review by Search Committes Overall
Test1 Parsoni Under Review by Search Committea 34.00 34.00
Teat? Person2 Under Review by Search Committee 91.75 91.75
Test3 Person3 Under Review by Search Committes 50.75 80.75
Tastd Persond Under Review by Search Committea 98.00 98.00

Note: You can click on the applicant name to review score detail.

1.6.3 Reviewing Evaluative Scores

There are 3 methods that can be used to view Evaluative Scores:

1. Add a column to the search: Navigate to the Applicants tab and add the Evaluative Score
Column in the search screen to only see scores.

Histary Applicaras Aeponts Hiring Propasats

click on [ RTRERIERl below to view ot

Pleace check out the helpful Help section on Searching and Saving Searches
e [ s | @rse s cpmnsw

Activelinactive

Draft Applicacion?:
Workfiow State

Application Dat

The Evaluative Criteria Score column will appear (you may sort from high to low or vice versa):

(Actions)
Evaluative
IF Priority  Current State Criterion
‘eemploymenEmployee Status ~ Documents Score
lo Probationary 87.50 Actions v
lo Permanent 80.00 Actions v
Not currently
o employed by the 75.00 Actions v
State of NC
Not currently
o employed by the - Actions v
State of NC

2. Summary of Scores: Click the orange Action button and choose Evaluate Applicants.



GENERAL

Workflow Fvaluate Applicants

State Supplemental

Entrance question Download Applicants

Reason Fmail Address sOOre Current State Fmployee Sranis Fvaluations

NAA: emailaddress@zed zed 0.0 Not currently employed by the State of NC Review Screening v
QUESHION ANSWers

MA: emalladdress@zedzed 0.0 Mot currently employed by the State of NC v

Capyright 2018 All Rights Reserved

Click on View Detailed Entries

View Total Scores:

Created by: Shelley Leder
Owner: Search Committee Chair

Last refreshe 12718/2018 02-32 AM

Download Screening

Question Answers
Export resulls

ouLs

Move in Workllow

Email Applicants

Evaluate Applicants
Print Preview

urrent State Under Review by Search Committee Chair Overall
nder Review by Search Committee Chair 75.50 75.50
nder Review by Search Committee Chair 73.00 73.00

3. Download detailed evaluative scores -
Navigate to the Applicants tab.
b. Click the checkboxes of the Applicants you wish to view.

Click the button and choose Download Applicants Evaluations.
=3 | |

Then C|ICk ® Download all applicant evaluations

Q

o

Download active applicant evaluations

Submit Cancel

o

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. |

Generating File... Status: Waiting % status will update automatically)

Please do not close this window until the download has started.

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

14

View Detailed Entries Showing 4 of 4 Applicants Click the applicant’s name if
N you need to review details.
Evaluations
Test1 Personi

astat system : in a state-wide university system



Click m to continue later; BUEEES when finished. Note: You can click on the applicant name to review score detail.

» Download 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 Applicants” o
GENERAL
Pasting 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 Cobinibs m  Evaluations |
Test2 B 0 2015000989 Sﬁ; ;%ﬁme at gnder ;wiew by Search = Review Screening |
3 3tk Question Answers
July 19, 2016 at Under Review by Search
Testd Person3 201500098P 04:11 PM Commities M Download Screening |
: Question Answers
Peracnd 50000 July 19, 2016 at Under Review by Search |
Toetd am i 04:14 PM Committee i \
Export results

Answer Statistics for 4 Applicants

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

Awailable Anawers

Yeu: hosen by 2 o 4 0.0%)

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

» Download Screening Question Answers: This will create an Excel file with each ot the
applicants answers to the screening (supplemental) questions as answered on their
applications.

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



desired applicants checked.

a. Overall Scores are only visible to Search Chairs, Hiring Managers and HR
b. Search Committee Members can only see how they rated the applicant

c. Scores are given per workflow state assigned as well as Overall scores for each applicant across all
criteria and individual applicant scoreing details.

Download Applicants Evaluations: Creat
an Excel file of how each Search
Committee member evaluated the

*Business Process Analyst Applicants® () applicants. The rankings entered by the
individual committee members are all
GEIA visible to the Search Committee Chair.
Paosting Workflow State Evaluate Applicants /
First Name Last Name MNumber Application Date  (Internal) Er . . .
Download Applicants Review Screening Question Answers:
Test1 Person 201500098P JUI_NQ' 2016at  Under Review by Search m  Evaluations I This will show Answer Statistics by
03:42 PM Committes . .
_ question for the screening
Test2 Person?  201500008p Julv 19,2016 at  Under Review by Search Fleview Screening | (supplemental) questions as answered
04:07 PM Committee Ouestion Anaw .
HESON oS by the applicants.
July 19, 2016 at Under Review by Search
Testa Persond  201500088P % ot M Oowrload Soreening |
. Question Answers
Tastd Persond  201500088P Jul_'.r 19,2016at  Under Review by Search | . .
04:14 PM Committee Exportresiits Download Screening Question Answers:
This will create an Excel file with each ot

the applicants answers to the screening
(supplemental) questions as answered
on their applications.
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1.7 Applicant Workflows and Actions

SHRA-Applicant Workflow

Applicant statuses can only be adjusted by the assigned Search Chair. Adjusting applicant statuses
will assist the Chair in managing and sorting the applicant pool and will safeguard compliance.

Applicants under HR indicates Internal Search Committee Search Committee Search Committee Chair Hiring Authority
Review by Search Applicants with Priority and determines Most Qualified & selects applicants mowves successful candidate starts Hiring
Chair Veterans with Priority Mot Among Most Qualified to Interview to ‘Recommend for Hire' Proposal

EHRA-Applicant Workflow

Applicant statuses can only be adjusted by the assigned Search Chair. Adjusting applicant statuses
will assist the Chair in managing and sorting the applicant pool and will safeguard compliance.

Applicants under . Select for Campus Interview— Finalist to Hiring Authority
. Qualified/Not Select for Phone . Campus . ..
Review by Search . . Compliance/EEO Approves . Re nd for |mepl  begins Hiring
. Qualified Interview . . Interviews .
Committee (Interim AA Review) Hire Proposal




1.7.1 How to Change Applicant Status

Once the Applicants have been accessed, there are several Actions needed including reviewing

the application and documents; evaluating, and moving the application in the workflow.

* One Applicant at a time: With the application open, click Take Action on Application.

Take Action On Job Application v

Keep working on this Job
application

WORKFLOW ACTIONS

Selected for Interview (move
Selected for Interview)

Mot Hired (move to Not Hired)

» Take Action on Multiple Applications at one time:

1. Select all, some, or
one applicant.

"a.".':'..:.o
Last Hame First Mame  Workflow State (Intemal)
= Testl Person
* Test? Person2 Under Review by Search Co e Cha
L Tesid Person3 der Rewiew by Search we
£ Testd Perzon4 Under Review by Search Co e Cha
Testh Persong JET Review Dy Seanck et

Workflow
Siate Erdrance

2. Click the
Actions button.

Supplermental

Reaton Ernail Address question Score Current State Employes Status

3. Select Move in Workflow. (This will allow you to

move the selected applicants in the workflow).

You may change the status for all applications at once or change each status individually.

Change for all applicants | Select a workflow state..

Current State

Under Review by Search Committee Chair
Under Review by Search Committee Chair
Under Review by Search Committee Chair

Under Review by Search Committee Chair

New State

Select a workflow state..

Select a workflow state..

Select a workflow state.

Select a workflow state..

Reason

Then choose Save Changes
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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.

Notice that only the 3 qualified applicants are now displayed.

‘Business Process Analyst Applicants” o

Workflow State

First Name Last Name Posting Number Application Date {Internal) Email Address

Test2 Person2 201500008P July 19, 2016 at 04:.07 PM Qualified mainkt@appstate.edu
Testd Person3 201500098P July 19, 2016 at 04:11 PM Qualifiad mainkt@appstate. adu
Test4 Persond 201500098P July 19, 2018 at 04:14 PM Qualified mainki@appstate.edu

Actions v
Actione v

Actions v

The Search Committee chair will move the applications along in the workflow until a candidate is
Recommend for Hire. Once a candidate is at Recommend for Hire, the hiring authority (User
Groups: Supervisor, Hiring Manger, Department Head, Dean/Director, Vice Chancellor) can

initiate the Hiring Proposal and submit forward for approval.

Pogtings /... / Buainess Prodes Anabyat lest) (Peatedh / Applcant Asvey £ Teatd Pamand On Campus Inbenin

Job application: Test4 Persond (EHRA Non Faculty)

Currmnt Status: On Campus i
Apwplication farrm: EHAA Non FacultyFaculty Aapleation

T _\—.\—*

Owrer: Snarch Commitios Cheair

el Faen 1 Dvinees

T, TH 37001 Nat Hirec)
Uniind States of Amenca

Usermarme: masiad

Emad: munkithaepatate. edu

Phone [Primary)y +1 B3 954-B641

Phone [Secondaryt +1 423

Far-To48

Posiion Type: EHEA, Non Faculty

Depariment: Businean Systers -

415400

1.8 Reports Available to Search Chairs

Departmental EEO Report (Summary of Affirmative Action Data) for Search Chairs

The search chair can generate this helpful report during the search process. This real-time report will provide

information to determine the degree to which we are attracting a diverse applicant pool based on gender,

race, veteran status, and disability status.

To view the current AA data for Applicants:

1. Find and click on the Posting for which you want to view Affirmative Action data.
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2. Click on the Reports tab

Summary History settings Applicants Reports

3. Choose Departmental EEO Report and wait until the Status changes to Completed.

4. Click Actions and View Report or Download to Excel

Status Message (Actions)
Completed Completed at 06/19/2019 03:08 PM Actions
FRoport Ganerated: F iy July 0, 2018 023150 Pl
Job Title Officw Manege!
Title = 2 L Acod Dapt or Admen wih Busget Fencten)

Jab Mt o

All Applicants

o ! ATERETO e hie SIS pmin ST O e B o
Fomak [ a (-] 1 o o n Q 1 0
Mk 1 a [} a o o o (] (] 0 °
Frefior Mot To Answer o o o o o (] L o o

o A o (] a o o o o (] o o
ol 1 0 R ] ] 0 » 0 1 £

A Twes O

i Lt <! Nasiaata " Manve asian ZUCLT AmeSan pacific ialander ———— Dicioses 7ot i . .
Lty A O Mo O The Ginnsdentons O Frolcied Vetron . o s =rE 5 View Report in PeopleAdmin
Lestiad in The Category Defintions

1 Am Mot & Protecied Veteess 1 (-] (- a 1 o o £ -] ° kL
Cracas Mol To Prisacs Thi Inforsaton 0 ] D o -] o o o (] 0 L}

o farviwer o () 0 {] () o o L] o 1 1
ot 1 1 (R T [ o * @ 1 a8
s sae ! ATCRRAnOT  vanve s SR pcan Mol O Oy ire" N ot
Vs, | Hirew & Dbty (O Priwicundy Had & Cisatady) [ o ] (R [ o o 0 [ o

o, |00 Mot Mave A Dssbaey 1 {] ("] (] 1 o o - Q 1 ar
Do Nt ¥ 8 Tor A o o o (] (] o o 1 o o 1
No Anwer o () L' (] {:) o o (") ('] o o
Tetad 1 (] L] (] 1 o o £ 3 (] 1 a8

Gender Hispanic /American Natlve  Aslan  Black Or s American Native Ha White  Two Or M Not Disclc Total

Female k] ] o ] ] ] 21 ] il 20

Male M ] (] kil ] i (] k] ] B ]

Prefer Mot To Answer T i) il ] o i) 1] ] i) 1] ]

o Answer ] o K] (] i K] o W] 0] 1] ]

Total ! o (] (] " ] (] 36 '] i T}

Veleran Stalus Hispame [ Amencan [Natve Asin Black Or £ Amencan Naloe Hi\White Twa Or Me Not Disclo Total

| identiby As Cne O MaD ] (] (] il ] (] il ] i ] Download Report to EXCE'

1 m Mot A Protected W1 ] (] ] il ] ] a5 ] ] ar

| Choose Not Ta Provide ] (] (] ] (] (] ] ] (] ]

Ho Answer ] ] (] ] i (] (] ] ] il A

Tatal M ] (] ] ! Ll (] 35 (] 1 e

Dizabled Status Hizpanic / Amearican | Hative Azian Black Or £ Amarican Hative Haw White Twa Or McNot Disclo Teal

‘es, | Have A Disability D ] (] i} il ] (] il ] 1] i}

Ho, | Do Mot Have A Dig't ] (] ] i (] B = ] il a7

1 Do Mot Wish To Angwi ] (] (] il i) (] i ] i il

Mo Answer ] o K] (] 0] K] (] W] 0] 1] ]

Total ! o (] (] ! (] (] 35 ] il 38



AppState Careers (PeopleAdmin) User Guides

ASU has developed some training and reference manuals available on the HR website.

e AppState Careers (PeopleAdmin) User Guide — Introduction and Basic Navigation
e Saving a Search

e AppState Careers (PeopleAdmin) User Guides for Position Types
e SHRA Positions
e EHRA Non Faculty Positions
e Temporary Positions

e AppState Careers (PeopleAdmin) User Guide — Approvers

e AppState Careers (PeopleAdmin) Separations Guide

e Performance Management User Guides
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https://hr.appstate.edu/hr-services/employment/appstate-careers-resources
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_user_guide_-_intro_and_basic_navigation.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_quick_step_-_saving_a_search.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_quick_steps_2019-shra.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_quick_steps_2019-_ehra_non_faculty.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_quick_steps_2019-_ehra_non_faculty.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_quick_steps_-_temporary.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_quick_steps_-_temporary.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/appstate_careers_pa7_user_guide_-_approvers_guide.pdf
https://hr.appstate.edu/sites/hr.appstate.edu/files/how_to_guide_to_seperation_notices.pdf
https://hr.appstate.edu/hr-services/performance-management

