Creating a Hiring Proposal in PeopleAdmin

In preparation of completing a hiring proposal, you will need the student’s complete birthdate, the budget
number used to pay the student, and the budget account name associated with the number.
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If you do not see
this screen, exit out
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again. (See last page
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User group (top
right-hand corner)
should say Student
Hiring Manager. If it
does not, use the
drop-down arrow to
select.

-Select ‘Postings’
-Select ‘Student’

From your job
posting list:

e Select
position by
clicking on
the title.

Ex: Student
Employment Services
Student Assistant

Cortland

Postings =

Hiring Proposals =

Student
Welcome to your wnune mecruitment System

Postings [} Hiring Proposals

Inbox Specil Handiing Lists
SEARCH
Filt
TITLE CURRENT STATE DS IN CLIRRENT STATE
Closed 92
Watch List Postings | Hiring Proposals
SEARCH
teh
there are no results to be displayed.
Posungs / Student 1Y
Postings” () Setected records )+ Clear selection?
Pasting Active Workfiow
Title Number Department Applications  State
Te Career Services-0 OT LUSE o Canceled
Career Services Test SA18005 Caretr Services-DO NOT USE 1 Chosed
Test Career 5 ONOTUSE 0 Canceled
Career Services. DO NOTUSE 0 Canceled
Career Services OT USE o Canceled
1 Services Student Assistant Career Services Office o Canceled
Career Services Office o Canceled
Career Services Test Career Services Office [} Draft
Swdent Employment Services Student Assistant SA19014 Career Services Office 10 Closed
Career Services Test Carear Services Office 0 Draft

Welcame, Lauren Chri

User Group

Studenit Hiring Manager

Shortcuts ~

0 Active Applicants

0

9 Committees Served By
Department last 365 Days

(Actions)
Last Status Update
July 25, 2019 at 02:06 PM ALt w
August 14, 2018 at 03:30 PM ACTIOnS v
August 27, 2019 at 09:13 AM Actions w
August 27, 2019 a1 09:12 AM Actions v
July 25, 2019 at 0205 PM tions v
August 16, 2019 at 03:23 PM ACtions w
August 27, 2019 at 09:13 AM ACTiOns
August 20, 2015 at 01:49 PM Actions w
August 31, 2019 at 12:13 AM Act L
August 23, 2019 a1 02:15 PM hETionS v



Group.

e
Cortand Studeat Hiring Managor

Home Shortcuts ~

Postings SuMMary search Res

- Posting: Student Employment Services Student Assistant (Student)
-Select ‘Applicants Current tatus: Cosea

Tab’ to review all TP,
Office

students who have

applied. Sommary 145

ee how Posting looks (o Applicant

by: Lauren Christiansen

Iwrer Human Resources

Applicants

Please reveew (he decalls of the posung carefully before conunuing,

Yo take the acoon, s
your Watch Ust in o
Yo edit the postin
point. you will nead to

appropriace Worldlow Action by hovenng over the orange

ox that appears. When you are ready to submit your posting
1 (he Bdit Iink next (o (he Section Name (1 (e Summary Section This
this section and make Nacessary corrs

JClon. You may add a Comment (o the posting and also add this posung ©

on on the popu
the Posting Page o Edit I a
low

on Nas an orange icon with an exclamation

@ Position Details

05I0N Inform:

Tele Stdent Employment Services Stident Assistant
Job Category Stdent
Department Carear Services Office

Posting: Student Employment Services Student Assistant (Student)

Current Status: Closed

ton Type. Student Created by. Lauren Christiansen

tment. Career Services

Human Rezources

DO o

summary History Applicanis R Hinng P
To view each e
application, select
student by clicking
their last name. Al Acplicares
N~
All Applicants” () Selected reccras @) ¢ Clear selection?
Applicant Last  Applicant First Posting
Name Name Documents Number Workflow State (Internal) Application Date

SA19014 Under Review by DepartmentCommittee August 26, 2019 a1 05:21 PM

Curriculum Vita or Resume SA19014 Under Review by Department/Committee August 26, 2019 a1 05.53 PM

Curriculum Vita or Resume 5A19014 Urnder Review by Department'Committee August27, 2019 a1 11:34 AM

nV SA19014 Under Review by Department/Committee August27, 2019 at 01.07 PM
Curricul r Resume SA19014 Under Review by CepartmenvCommittee August 27, 2019 at 04:10 PM
Curriculum Vita or Resume SA19014 Under Review by Deparment/Committee August 28, 2019 at 02:25 PM

Prev



From the student’s
application page:

o Select the
‘Take Action
on Job
Application’
dropdown.

e Select
‘Recommen
d for Hire’

(all other applicants’
statuses should be
updated to
correspond with the
hiring decision as well)

Select ‘Submit’ to
save the applicant
status:

User Group

] SN l
69"1““( Studtent Hiring Manager .
Home Postings ~ Hirng Proposals ¥ Shortcuts ~
Paostings / Student Employment Services Stucent Assistant (Clozed) / Applicant Review / Joseph Moore Under Review by Department/Commitee Search Resuks: Ne

" sob appicaton SN stoceno

ng on this Job

Current Status: Undar Review by Departmunt/Committae Keep
Applicaton form: Student Application app

Select (move to No
Full nanve: Joseph Moore crearcd vy NN ik ".]‘ %

erviews rad
Address Owner: Student Hiring Manager

Select (move 1o Fy
- i

Move to Finalist {(move 1o

secnarnc | INEG—
Username. Finakst)

Email

-oruam edu Recommend (move 10
Recomimend for Hire)

Phane (Secandary)
Position Type: Student
Department. Career Services

Office

her Review)

view)

Summary Documents History Reports

© Personal Information

Take ) pr— ,_‘xJ

Resommend imeve @ Resemmens for Hire)

Subnit Cancel




Once you have
updated an
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‘Recommend for
Hire™.
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You should
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required fields.
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To verify:

-Return to the Job
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All students with
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