Hiring Manager’s
User Guide

http://jobs.texastech.edu/hr

Tools to assist in using TechJobs


http://jobs.texastech.edu/hr

OBJECTIVES

o Prepare for system down time

u Understand the purpose of the
upgrade

a Overview of new features and
changes

u Demonstrate key processes

U Create a job

U Review applications

U Change Applicant Statuses
U Close/Fill job



UPGRADE TIMELINE

December 9 th

A Pull any applications that you need

A After 12:00 p.m. (CST), no new jobs will be posted
until Dec. 14 t

December 10 t

A System down

December 13 th

A Scheduled go live

.



WHY ARE WE UPGRADING
OUR SYSTEM?

u Enhance user experience for
hiring managers and applicants

u Update look and feel

u Increase system functionality

.






i

APPLICANTS

Keyword search

Bookmar

E- mall jo

K Jobs

0 to a friend

Requisition summary view
AView questions and required documents prior to

applying

Create documents within the system and

Immediately upload to application



HIRING MANAGERS

Summary Page (Home Page)

1 Inbox (Items that need your attention)
9 Watch List (Quickly view pre - selected jobs)

T Multiple user groups with one log in (Drop down menu to
change Hiring Manager, Approver, etc.)

Supplemental Questions
1 Applicant assessment and evaluation tools
1 Responses displayed (Bar graph)

1 View applicants that responded a certain way to any
guestion quickly

1 Search responses to include/exclude specific criteria



HIRING MANAGERS CON’T

y  Added spell check feature when
creating a posting

1 Enhanced supplemental question
bank with assigned categories

+  Abllity to Iinclude guest user
e- mall addresses

.



KEY POINTS

1 Applicant workflow - linear process
1 Detailed reason codes

1 Applicants can only submit an application
when applying to a specific position

y User groups

1 Internet Browser Buttons

1 Migration




THINGS TO REMEMBER

u All jobs must be posted for 10 calendar days

u Basic and preferred qualifications
U Must correlate to the essential functions of the job
U Should be quantifiable

o Supplemental questions tie to basic and the
preferred qualifications only

u All offers are contingent upon successful
completion of a background check

. m



SYSTEM ACCESS

USER ACCOUNT



http://jobs.texastech.edu/hr

Texas Tech

Set- up a Hiring Manager
account to manage your
open positions and post
new positions . If you are
a current user, your
username and password
will still be valid.

Username

Password

Open a new window

U Click on Request an account

Login

Firsttime here? Request an account

Forgot your password?
Request a password
reset



http://jobs.texastech.edu/hr

Texas Tech

Required fields are indicated with an asterisk (*).

Please enterthe following information to requestanaccount.

*Username

*Password

.Confirm
Password

*FirstName
*Middle Name

*LastName

U Your password
must be at least
6 characters

U Select your

U Select your
Requested Group

U Click Save
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< @ Your request for a user account was successfully submitted.

Username

Password

TechJobs will notify you

that your request has Firsttime here? Request an account
been successfully Forgot your password?
submitted to HR for P

approval .



< . Approval of your user account is sfill pending.

Username

Password

You will not be able
to login until HR has
verified and approved

your account . Firsttime here? Request an account

Forgot your password?
Requesta password
reset




Upon approval, loginto  your account
using your username and password

Texas Tech

Usermname

Password

mas kedrider

First tirme here? Reqguest an account
Forgot yvour password?

Reqgquest a password
eset
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HOME PAGE

| Inbox | PeopleAdmin

Watch List APPLICAMNT TRACKING ¥

Postings Templates | My Profile Help

Hiring Manager v

- Your Home Page shows the action tabs, inbox, watch Chanc. /Pres.
Dean-H/ Next level

list and the user group menu. The Action Tabs will o e e

direct you to the desired area. Deianmenmiimm

The Inbox will present your tasks within the site. Your HR Admin

. . - . Human Resources
tasks include items that are specifically assigned to VAR Provost
you in their current state.

The Watch List allows you to follow the progress of
postings you have added.

From the drop down menu, toggle between multiple
User Groups. These items are always accessible from
the header area of each page.

Note: If you need immediate help at anytime during this
process click on the Help link.
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HOME PAGE CON'T

BY Alerts (1alert from the administrator]

Type  Message
@  Flesseremember that that annual fire drillwill be done on friday.

.f. InboX (2272 items need your attention)

Displaying Rems for Goup Human Resources”

Lisers (285) Fesiricied Lists (20)

Postings [1965)

Job Title Current State

Type
Caorrectional Licensed Vocational Murse Staff & Faculty :
Caorrectional Murse Staff & Faculty  Generic - Flaceholdg
Licensed Vocational Murse Staff & Faculty  Generic - Placehokdy
Caorrectional Murse Staff & Faculty  Generic -Flaceholgl

L= B aCaiLy

P Watch List s items)

Fosings &

Job Title Type
Adrministrative Fellow Staff & Faculty

Human Resources
Human Resources
Human Resources
Human Resources
Human Resources

State Cwner

Human Resources

Shortcuts

Creste Mew 51374 Facully Posting

My Links
Useful Links
Help

Your Applican Portal

{How Applicants acoess your Peoplefdmin
system)

Peoplasdmin MOPAC - Customer Paortal Login

{best practice library, customer support
portal, customer community)

From the home page, view
your System Alerts, items
that need attention in your
Inbox and items you have
added to your Watch List.
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CREATE A JOB
POSTING



inbox: 0 | PeopleAdmin

Watch List: 0 APPLICANT TRACKIMNG »

Postings Templates | My Profile Help
Staff & Faculty

Masked Rider | Hiring Manager ~| ¢ logout

1

Create a new job posting by either
hovering over the Postings tabs and
clicking on the Staff & Faculty link
(above) or by clicking on the Create
New Staff & Faculty Posting shortcut
link (right ).

Shortcuts

Create Mew Staff & Faculty Fosting

Current State Owner

Clicking on the Create New Staff &
Faculty Posting shortcut link (above)
will take you directly to the 0 Wh at
would you like to use to create this
new p o st ipom-ap window .
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Inbox | PeopleAdmin

Watch List APPLICANT TRACKING ¥

AOMIE  Templates | My Profile
Staff & Faculty

Help

Michelle Donato

Hiring Manager ¥ ¢ logout

By clicking on Staff & Faculty link
(above), you will then be able to
see and click on the Create New
Posting button (right ). By clicking
®L_ on this button, a new pop - up
window will appear.

Historical %

Mare search options

Create New Posting

21



Create New X

What would you like to use to create this new
posting?

Create from Template

Copies in general information from a template. You will need to
provide specific information inside the posting.

Create from Posting

Uses an existing posting as a template and automatically copies in
most information.

Choose to create a posting from a
template or create a posting from a
previous posting .

**The shortcut link will  bring you
directly to this pop - up window .
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Postings | Staff & Faculty / New Posting From Template

Staff & Faculty Templates U Creating a Posting from a Template

Open Saved Search v Search: patient senvices specialist Search Mare search options

) )

U Search for the title you wish to create in the text
© | box (above)

U Perform an advanced search by clicking on More
Search Options

Ad hoc Search (849 ttems Found)| U Save your search preferences for future use

U Filter through the list of titles found in the Ad hoc
Search (below )

Position Class Title / Job Category

Assistant to the President

—

Ad hoc Search

Chancellor Professional & Administrative

superintendent Professional Support
23



After you find the position title you
are needing, hover over the action
drop - down box in the same row and
click on the Create From link .

Position Class Title
Fatient Services Specialist

Senior Patient Senvices Specialist

Senior Patient Sernvices Specialist

Cerified Specialist in Poison Information

WView Templ

Create From
NS

GEMERAL
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| Staff & Faculty /| New Posting

I .
ﬁ New Posting Create New Posting

* Required Information

Position Class Title UM (cRNole]e[V]F1E=Te

Patient Services Specialist

Division U Default ( non - editable ) Default Division

Department i Select Department

101011-HSC Relations Lbk +

U Select Workflow

Applicant Workflow Referred to Department v

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

U Click Create New Posting

Create New Posting




N

@i Posting was successfully created.
N

gerces Specialist (Draft) | Edit: Posting De

Posting Details

¥ Check spelling [*]

* Required Information

Editing Posting

Posting Details
& Posting Specific Quest...

@ Guest User Posting Details (Default

& Documents which can be...
Faculty & Staff Section

Summary

*

Position Class Title

Posting Details guide
and highlight where you
are in the process.

Extended Job Title

Last Incumbent/Mew
Position

Once the posting has been created,
complete the posting information

lExtended Job Title, Last Incumbent,

Position  Number,
Functions, Preferred
etc. The new Check

Job Category,
Major/Essential
Qualifications,

Spelling function will allow you to
check for errors. Click Next to
continue .

Patient Serices Specialist

Front Receptionist

Hew Position

26




Home Postings Templates | My Profile Help

Michelle Donato |Hiring Manager V| 2| lo
idlist (Draft) | Edit: Posting Specific Questions
Posting Specific Questions | Sawe || =<<Prey
Included Supplemental Questions . . . 2 auestio
PP U Click on Add a Question Add a question
Required  Category Question Status
Uncategorized How did you find out about this particular job opportunity? ex: active

Mewspaper/Journal/iMagazine Ad
Radio/TV Advertisement
Online Search

Recruitrment/Job Fair

Public Employment Agency/TWC
Fersonal Referral

Other (define)

Save <= Prey

27




) 2.
Add a Question

Available Supplemental Questions

Category: | Any Keyword: |bachelor's

Add Catew Question

Uncategorized Do you have a Bachelor's degree in a related field plus three years of related experience OR a
combination of related education and/or experience to equal seven years?

Possible Answers:

1. Mo Response

2. Bachelors degree plus 3 years of related experience

3. Combination of education and experience to equal 7 years
4. Mone of the above

[] Uncategorized Do you have a Bachelor's Degree in job related field plus one year responsible experience?
Additional specific job related experience may substitute for the required education on a year-
for-year basis.

[] Uncategorized Do you have a minimum of a Bachelor's degree in biological, natural, physical or related
srignces?

[ Uncategorizel U Filter questions by Category

0 Search for questions by Keyword
Click on the question to view the Possible Answers
Select the box( es) to Add

Click Submit

u
u
i
u
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]

Uncategorized Are you enrolled in at least & hours of College?

O O

Uncategorized Indicate your experience with Microsoft Office: Qutlook, Word, Excel, and Access.

Uncategorized Do you have a high school diploma or equivalent and five years of safety related / research

laboratory work experience OR addtional education in a science or safety related field and
experience in safety/research laboratory work to equal 5 years?

Uncategorized Do you have a minimum of a Bachelor's degreq
sciences?

Uncategorized Are you currently a certified Medical Technolog
Pathology (ASCP)?

Uncategorized Do you have at least 3 years of expernience?

[
[
[
[

Displaying 1 - 15 of 15696 in total
« Previous | Next »

Uncategorized Do you have a minimum of an 8th grade education?

The system allows you to

add a new question

clicking Add a new one.

by

Can't find the one you want? Add a new one

Cancel

Submit
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CQuestions defined here will be "pending” approval and will not be available for use in other areas of the

system until they have been approved.

Name * Question Name |Have you previously worked in a dinical environn
=1L Select Category | Experience Iv;|
Question Write Question Have you previously worked in a dinical A
environment?
identical
U Assign a
Possible Answers

Open/Predefined Answered
O Open Ended Answers

& Predefined Answers

Empty answers will he excluded.
Click and drag possible answers to reorder them.

U The name of the question and
the question you create must be

relevant Category
from the drop down menu

U Select answers that are either
Open Ended or Predefined

U Once your question is ready
click on Submit

Fossible Answer 13|"|"|35, 1-3 years experience

Possible ANSWEr 2lyas. 3.5 vrars exnaricnce
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Posting Specific Questions

Included Supplemental Questions | [} Organize the questions
U Assign Points
U Mark Disqualifiers Status

active

Required

*The status of the question you
created is pending H R Gapproval .

FeCTUtmentyJon Fair

Public Employment Agency/TWC
Personal Referral

Experience pending &

Fossible Answers: Predefined Options

Answer Points Disqualifying

1. 1-3 years

o |
2 3-5 years [Fi




SUPPLEMENTAL QUESTIONS

U Ask only one question at a time
Less confusing to applicants

Carefully state the question:

1. Do you have a Bachel or 6-s De
related area?
OR
2. Do you have at | east a mini
Degree in a business - related area?

Question 1 would exclude a person with a MBA
& a Bachel ords 1 n anot he
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| Inbox | PeopleAdmin

Watch List APPLICAMT TRACKING

Postings Templates | My Profile Help

pecialist (Draft) /| Edit: Guest User

Guest User Save || <<Prev

On this screen, you may create a Guest User account for this requisition.
Guest Users may view applications and resumes to this requisition, but are not able to take action on the applicants.

When finished or to skip this section, click Continue to Next Section.

Want to give guests access to view this posting?

Create a Guest User Account

| Create Guest User Account |

| Save || << Pray
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Guest User

| Save || << Prey |

On this screen, you may create a Guest User account for this requis
Guest Users may view applications and resumes to this requisition,

VWhen finished or to skip this section, click Continue to Next Sectid
Guest User Credentials

Guest users may view this posting by using these credentials.

Username
|qu44975 |

FPassword

|humanresc+urces

U Username will be pre- populated

U Password: a generic password is
pre - populated but you have the
option to change it

U Email the Guest User Credentials
to multiple recipients

u Click on Update Password/Update
Guest User Recipient List to ensure
successful updates

[J

Email Addresses of Guest User Recipients

Email addresses (one per line)

|melinda .Zalazar@ttunsc.eda

T Guest User password was successfully updated.

T Posting was successfully updated
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Home Postings Templates | MyProfie  Help

pecialist (Draft) /| Edit: Documents which can be associated with this posting

Documents which can be associated with this posting

‘ Included? Required? ‘

Order MName

Resume/C.V. U Organize the order of the
documents you want to
Cover Letter associate wit_h your posting
U Select which documents
Other Document O ] to include |
U Select which documents
Letter Of Recommendation . are required to be attached

or Cancel
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et

Edit
Current Status: Draft

Position Type: Staff & Faculty Created by: Michelle Donato
Department: 101011-H5C Relations Cwner: Michelle Donato
Lbk

kummary History Settings

G::sting: Patient Services Specialist (Staff & Faculty) Take Action On Posting v

FPlease review the details of the posting carefully before continui

To take the action, select the appropriate Workflow Action ont
List. When you are ready to submit your posting, click onthe §

To edit the posting, click on the Section Name in the Summary
making any changes, click Cancel button.

{ & Posting Details  Edit j

|

& Posting Details

& Posting Details

I See how Posting looks to Applicant

= Print Preview (Applicant View)

Scroll down to Review Summary
Review Current Status

See how Posting looks to Applicant
Print Preview

0 Validate posting

Edit posting

Take Action on Posting
U Department Approval
U Dean/Next Level
U HR Review

) -> Regquired Information Complete
I -> Missing Required Information
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Posting was successfully transitioned, and it was added to your watch list.

Move directly to 'Department
Approval’

Comments {optional)

Approval needed by
Melinda Salazar

Take Action On Posting
WORKFLOW ACTIONS

K.eep working on this Posting
Cancel Position (move to Cancelled)

Department Approval (move to
Department Approval)

Cancelled (move to Cancelled)

W

Add this posting to your watch list?

Cancel Submit

U Add comments for the next approver to see
U Add the posting to your watch list
U Submit to the next approver in workflow
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| Inbox | PeopleAdmin

\Watch List APPLICANT TRACKING u

YT ' U View items that need your attention

from your inbox
% InboX (1 items need your attention)

U Click on job title to review Summary
DisplYying items for group "Department Approvals”™

U From the job summary page, you can
Take Action on Posting

U Submit to next approver in workflow

U Once approved by all workflow levels

Postindy (1) and submitted to HR Review, it will be
reviewed, approved and published on the
Job Title appl i cwelbsited s

Take Action On Posting

Lt

Patient Services Specialist WORKFLOW ACTIONS Jepartment Approval Department Approvals
Keep working on this Posting

Dean-T or Next Level Approval
(move to Dean-T/ MNext level )

Dean-H or Mext Level Approval
(move to Dean-HY Next level )

Cancel Position (move to Cancelled)

40




Home Postings Templates | My Profile Help

| U To view your Open Jobs click on
stings | Staff & Faculty Postings and search through your
positions using the search functions

U View your Watch List (if you selected
Staff & Faculty Postings to add your job to the watch list)

N

s

| Search Maore search options

Open Saved Search » Search:l

_

\

OR
m Watch List (2 items) \

Fostings (2)

Job Title Type Current State State Owner
Student Assistant Staff & Faculty Post/Open Human Resources
& Patient Senvices Specialist Staff & Faculty Post/Open Human Resnurcey
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APPLICANTS



m

Hiring Manager

15 | Staff & Faculty /| Patient Services Specialist (Post'Open) | Summary

u  See how Posting looks to Applicant

Position Type: Staff & Faculty Created by

Department: 101201-Comm and
Marketing Lbk

Print Preview (Applicant View)

=l

e

Owner: Human Resources -
=

Print Preview

Summary History Applicants Review applications by clicking

on the Applicants tab.
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To review the new functions of the
supplemental questions enhanced reporting,

hover over the actions menu and click on
Active Applicants i Review Supplemental Question Answers .

@ Saved Search: "Active Applicants" (2 fiems Found) ¢ ‘@

GENERAL

[] Full Name Supplemental question  Status Review Supplemental
Question Answers

] Salaz, Mel 100 Referred to Department Export results

[] Munguia, Raine 150 Referred to Department -

] Munguia, Teague 150 Referred to Department Move to Posting
Move in Workdlow
Email Applicants
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—
Answer Statistics for 3 Applicants Show All Applicants

Question 8 Search Answers

(Mot Required) Elaborate on your creative writing skills and experience in marketing. EKDDI‘I Answers

Answered by 2 of 3 (66.67%)
Mot Answered by 1 of 3 (33 33%)

0 0 20 0 40 50 60 70 80 90

Answered by 2 of 3 (66.67%)

100

U View applicant answers to each
guestion via graph or select the link left of
Question 9 the graph

(Mot Required) Do you have recent public relations experience? u SearCh Answers
U Export answers to an Excel

Answered by 2 of 3 (66.67%)
spreadsheet

Available Answers

1 year: Chosen by 0 of 3 (0.0%)
2-5 years: Chosen by 0 of 3 (0.0%)
S+ years: Chosen by 2 of 3 (B6.67%)

Not Answered: Chosen by 1 of 3 (33 33%)

80 90

100
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Click on a link to display
applicant responses

Question 9 < Previous
(Not Required) Do you have recent public relations experience?
Answered by 2 of 3 (66.67%)

Available Answers

1 year Chosen by 0 of 3 (0.0%)

2-5 years: Chosen by 0 of 3 (0.0%)

— 5+ years: Chosen by 2 of 3 (66.67%)

Not Answered: Chosen by 1 of 3 (33.33%)

80 8 100
] Restricted List Applicant Name Documents Workflow State (internal) Supplemental Score
O Raine Munguia Resume/C.V. Referred to Department 150
¥l Teague Munguia Resume/C. V. Referred to Department 150
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Search answers to include
or exclude criteria

—
Show All Applicants
. Search A

Search Supplemental Question Answers S —

port Answers
=+
Do you have recent public relations experience?
Includes % | 5+ years b
+ %

Are you a student enrolled in at least & hours?

Exclude * | Mot Answered +

search clear
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View applications by clicking the applicants
name or hovering over the Action drop down
menu and clicking View Application link .
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