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• This session is geared towards hiring managers, 
originators and approving authority’s learning about 
the new Talent Acquisition System.

• The new talent acquisition system will facilitate:
• End-to-end recruitment process from job requisition
• Candidate management
• Online offer through the onboarding
• Faculty and staff position management 

• The system provides a more streamlined experience for both NMSU 
system end users and applicants. 

Learning Objectives



Topics

• Benefits of New System
• Roles/Responsibilities
• Timeline of Implementation 
• System Overview

• Posting
• Position Management

• Next Steps



New System! 
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Benefits of A New Talent Acquisition 
System
• Best-in-class recruitment and talent management system 

with a large footprint in higher education
• Integration for I-9 and Background Check
• Offer Letter Generation
• Enhanced Onboarding
• Interview Scheduling
• Enhanced Reporting & Survey Capabilities
• Reduced Workflow Routing
• Faculty & Staff Position Management



Transition Timeline – PeopleAdmin (PA)

April 30th
Last day to 
submit new 

postings 

May 30th
All postings 

must close in 
PA

June 23rd

PA Hiring 
confirmation 
deadline to 

HR 

June 30th

PA is closed and 

no longer 

available 



Transition Timeline - TAS

May
- Kick off 
training 

sessions for 
new TAS. 

June
Go Live in new 

TAS and submit 
actions

June/July
On-Demand 
Training and 
materials will 
be available 

online

August
Start 

submission of 
new position & 
reclassification 

actions



System Basics

TALENT ACQUISITION SYSTEM



Getting Started – Supported Browsers

Browser Version Operating Systems

Chrome* (*Preferred) Latest Version Windows / MAC / Android / IOS

Firefox Latest Version Windows / MAC

Safari Latest Version MAC / iOS

NOT SUPPORTED 
Microsoft Internet Explorer (IE) - IE versions 11 and below are no 
longer being supported by Microsoft as of 17 August 2021. For 
more information refer to Microsoft's End of IE Support 
Announcement.



Getting Started 

• Supported document formats: .doc, .docx .docm, .pdf, .txt, 
.rtf, .xls, .xlsm)

• Be sure to ‘Allow pop-ups’ for the Talent Acquisition System 
(TAS) . Pop-up blocker software can interfere with some 
aspects of the PageUp system. 

• Most pop-up blocking software will allow you to disable the pop-up 
warning messages for PageUp only and leave them on for other sites 
where you wish the pop-up blocking functionality to remain. 

• PageUp is configured with Single Sign-On (SSO) for you to 
use your standard myNMSU and password to login 



Glossary of Terms
• Hiring Manager – Will receive communications and cannot take action within the 
system. 
• HR Representative– Employment & Compensation Team Partner that will assist with all 
matters related to the PD and recruitment. 
• Position Description (also referred to as “PD”) – The form used to record the duties,
responsibilities, minimum and preferred qualifications, supervisory scope and fiscal impact of
staff positions that serves as the basis for determining title, salary and exemption status.
• Job –The form that is filled out and managed through the online staff/faculty recruitment
system in order to post a position for recruitment and hire staff/faculty employees.
• Job Posting –Upon attainment of the appropriate approvals, job details are posted on the
careers.nmsu.edu website.
• Hiring Proposal (Offer Card) –The form that lists the hiring details including the salary, start
date, current employee rate (if applicable), supporting documentation for rate, additional
comments and list of approvers.
• Offer Letter –This electronic letter is created at the offer card stage and is sent to the candidate 
electronically once the offer card is approved by HR Partner or Provost.
• Dashboard –This is the screen where the department can access jobs/postings, position 
descriptions, pending approvals and search committee features.
• Sourcing - When a job is posted, it is “sourced” on the NMSU Careers page. 



Dashboard Overview

• The Originator/Hiring Manager/Approving Authority Dashboard 
interface is a simplified design. It provides restricted access to 
information, such as applicant details, history, and jobs.

• The display of the recruitment workflow cards is based on what 
functionality a user has access to. It has dynamic flows of 
information.  The view is determined based on access assigned in the 
system.

• Approval Information appears when there is an action for approval.





Dashboard Overview
• Position Description: A Manage position description button to search and view position descriptions.

• Postings: View your current jobs (with statuses).

• Approvals: Tile is not available to all , only those with job approval responsibilities.

• Advertisements: The number of the Advertisements with a link to view a list of your sourced jobs. 
Clicking the link will load the My sourced jobs page. There you can click to view the job ad and 
associated sourcing channel details.

• Applications: The number of Jobs have applicants for review with a link to view Shortlisted applicants.

• Applicant Progress Board: Provides an aggregate view of the progress of all the applications for their job 
requisitions, a view of applications in list form, relevant applicant details and quick access to key links.

• Search Committee Review: The number of Jobs requiring panel review with a link to view a list of jobs 
not closed awaiting your review.

• Offers: The number of your New starters with a link to view a summary of them. Clicking the link will 
load the My new starters page. There you will be able to view details of an applicant's offer and any 
onboarding tasks.



Navigation Bar



Approval Process Routing Queue

Type of Action Routing
New Position Request - Faculty Department Authority Approving Authority Provost Budget
Reclassification - Faculty Department Authority Approving Authority Provost Budget
New Position Request - Staff Department Authority Approving Authority HRS Budget
Reclassification- Staff with Budget approval Department Authority Approving Authority HRS Budget
Reclassification- Staff w/o Budget approval Department Authority Approving Authority HRS

Position Management 
(New Position, Reclassification, Modification)



Approval Process Routing Queue

Type of Action Queue
Faculty - Positng Approval w/o EID approval Department Authority Approving Authority Provost
Faculty - Positng Approval with EID approval Department Authority Approving Authority EID Provost
Staff - Posting Approval w/o Budget or AAP Department Authority Approving Authority HRS
Staff - Posting Approval with Budget and AAP Department Authority Approving Authority Budget AAP HRS
Staff - Posting Approval with Budget Department Authority Approving Authority Budget HRS  
Staff - Posting Approval with AAP Department Authority Approving Authority AAP HRS  

Job Postings



Roles/Responsibilities

• Notifications will be sent to those indicated on the Department 
Originator, Hiring Manager and HR Representative.

• Originator/Department Authority/Approving Authority
• Review and manage job postings and their statuses 
• Manage and communicate with applicants 
• Schedule interviews and other events 
• Check applicant’s references 
• Make offers 
• Manage employee onboarding tasks 
• Receive all system-automated emails



Roles/Responsibilities

• Approving Authority (Dean/VP/CCPres/Delegate)
• Use Manage Jobs to oversee job postings and their statuses
• Use Manage Applicants to oversee applicants and their statuses 
• Perform approvals postings and position descriptions

• Search Committee/Chair
• View job information
• View application materials
• Submit candidate ratings 
• View all search committee ratings (Chair)



Roles/Responsibilities

• HR Partner/Provost
• HR Partner - Perform approvals on postings, hiring proposals and position 

descriptions for STAFF.
• Provost - Perform approvals on postings, hiring proposals and position 

descriptions for FACULTY.

• Budget
• Review postings, hiring proposals and position descriptions as needed based 

on budget type and matrix. (Matrix will be provided on the HR Toolkits)

• AAP
• Review postings and hiring proposals for positions that are underutilized. 

(Crosswalk will be provided on the HR Toolkits)



Recruitment Flowchart
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System Walk-Through

POSTING



Job Posting Preview



Job Posting Preview



Job Posting Preview



Job Posting Preview



Job Posting Preview



Careers Site Preview



Careers Site Preview



Applicant Review Preview



Hiring Proposal Preview



Onboarding Preview



Position Management 
Walk-Thru

TALENT ACQUISITION SYSTEM



Position Management

• Create a new position description (New position request)
• Request a new staff or faculty position

• Create a new classification
• Requesting a new classification 

• Update position description to post
• Update primary functions or other details to post job

• Update position description (no posting)
• Update primary functions, details and not post job

• Reclassification
• 50% or more of the job as changed



What’s next!?!?!
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What’s next?

• Hybrid Overview Training – Month of May
• Open Lab Sessions – Wednesdays (pre-req) in May & June

• HRS will have open lab sessions available for those that attend this session to 
attend and bring forth questions about the new system

• Bring actions to consult HRS on how to proceed in the new system
• When we go live June 1, bring actions to submit for approvals

• On-Demand Training (long session with option to watch “chapters”)
• Training Manuals for hiring and position management
• Enhanced Toolkits –

• Training Tips
• Hiring Flowchart
• Budget Matrix
• AAP Placement Goals (Underutilization)



Go Live – June 1

We are so excited to bring this new system to the 
NMSU. HRS looks forward to continuing our 
partnership and collaboration in the implementation. 
Stay tuned for more information! 
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Important Information

• https://hr.nmsu.edu/general-
resources/contacts1/business-partners.html

• https://hr.nmsu.edu/general-
resources/toolkits.html

• https://hr.nmsu.edu/general-
resources/toolkits1/talent-acquisiton-system.html
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