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Information Non-Disclosure at NMSU

New Mexico State University maintains the confidentiality and security of records in compliance with the Family
Educational Rights and Privacy Act of 1974 (FERPA), the Health Insurance Portability and Accountability Act
(HIPPA), and the Gramm-Leach-Bliley Act (GLBA), in addition to other federal and state laws. These laws pertain to
the security and privacy of personal academic, medical and financial information, along with identifying
information such as social security numbers.

FERPA protects students’ records. FERPA requires post-secondary educational institutions and agencies to
conform to fair information practices in their handling of student data. Among the provisions of the act are the
requirements that data be used only for intended purposes and that those responsible for student data take
reasonable precautions to prevent misuse of it. Examples include Social Security Numbers, grades, date of birth,
etc.

HIPPA protects all medical records and other individually identifiable health information used or disclosed in any
form, whether electronically, on paper, or orally.

GLBA protects private, non-public information of individuals. Private, non-public information consists of
information such as name, Social Security Number, date and location of birth, gender, credit card numbers and
driver’s license numbers.

Within NMSU, employees are authorized access to University records only to the extent necessary to perform their
official university duties, and are responsible for protecting such information against unauthorized access or
disclosure.
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Introduction

Welcome to New Mexico State University Online Employment Application System - PeopleAdmin. The
Human Resource Services (HRS) department has implemented this system in order to automate many of
the paper-driven aspects of the employment application process. The PeopleAdmin system is used to
hire regular exempt, non-exempt, and faculty positions.

You will use PeopleAdmin to:

e Reclassify position descriptions (staff positions only)
e Request a new position (staff positions only)

e (Create and submit hiring requisitions for approval

e View applicants to your hiring requisitions

e Finalize the hiring process by dispensing of applicants

The system is designed to benefit you by facilitating:

e Faster processing of recruitment and hiring actions

e Up-to-date access to information regarding position management and applicant tracking
e More screening tools of applicants’ qualifications

Supported Web Browsers

The PeopleAdmin System is designed to run in a web browser over the Internet. The system supports
browser versions of Mozilla Firefox and Internet Explorer 7.0 and above. Firefox is the preferred
browser for optimum viewing and performance.

The site requires you to have Adobe Acrobat Reader installed. This is a free download available at
www.Adobe.com.

The site also requires the use of pop-up windows. Be sure to check your browser settings and disable
pop-up blockers.

Some actions will replace the existing window while others will open in a new browser window or tab.

System Time-Out

To ensure the security of the data provided by applicants, the system will automatically log you out
after 60 minutes if it detects no activity. However, anytime you leave your computer we strongly
recommend that you save any work in progress and logout of the system by clicking on the logout link
located to the right of your name and user group selector.

MNew Iexico State University PeopleAdmin
-WJ\CII List APPLICANT TRACKING r

Postings  Hiring Proposals | MyProfle  Help

Jennifer Gabel, yuu have 0 messages. | Deparment Authority =] & logout
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Logging In
Open your browser and go to https://jobs.nmsu.edu/hr to log in.

New Mexico State
University

Username |

Password |

Log in using your NMSU username and password.
Things to know about logging in:

PeopleAdmin is an authenticated system using NMSU’s LDAP authentication. Your NMSU username and
password are used to access PeopleAdmin.

Requesting an account: New users can request an account by submitting a PeopleAdmin-Electronic Personnel
Security Request Form. The form is available on the HR Forms web page - http://hr.nmsu.edu/forms/.
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Home Page
When you log in, you come to the home page. The menu and other options available to you correspond

to your user permissions.

New Mexico State University .

Welcome to your Online Recruitment System

£ Inbox (o it

Displaying items for group "Employee’

£1 Watch List (0 items) @

PeopleAdmin

APPLICANT TRACKING ¥

Watch List

| My Profile

Help

Things to know about the Home page:

1.

10.

User Group Selection (next to the logout link in the upper right corner of the screen): This menu
is only available if you are assigned more than one permission group. It allows you to change the
permission group you are using at the moment. When changing user groups, you must click the

refresh c button to activate the change.
Inbox: This notification area displays items that your user group needs to act upon.

Watch List: This notification area displays items that you have flagged as worth watching — for
example, you may have an interest in following a job posting for a position you have taken an
action on.

The tabs (not shown in photo above) in the Inbox and Watch List areas will depend on your user
permissions.

You can quickly access your inbox and watch list from any page with the Inbox and Watch List
button at the top of the screen.

Shortcuts: This section displays shortcuts that depend on your user permissions. This is not a
configurable area.

My links: This section provides a quick link to the applicant portal to view NMSU job postings.
The other links (Training Videos and PeopleAdmin MOPAC) are only accessible to select NMSU
employees. To access training videos developed by PeopleAdmin go to
http://peopleadmintraining.webex.com.

Module Selection: At the top right part of the screen, the module drop-down shows which part
of the system you are in right now. By default, when you log in, you are in the Applicant Tracking
module. If you hover your mouse over the words “Applicant Tracking” you will see the modules
available to you. The modules available depend on your user permissions and the way your
system is configured.

The Home page appears in all modules, with a different color bar at the top for each module.
You'll return to the Home page whenever you change to a different module.

Logout: Log out of the PeopleAdmin session when not in use or away from your desk.
Remember, data in PeopleAdmin is confidential.
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User Groups
Things to know about users, group permissions, and organizational units:

Group permissions represent the different roles that are used in the system. This site has the following group
permissions pre-built. An important aspect of the group is the level of the organization that they affect. This is
known as scope in the system. The scope of a group determines how much of the organization that user role is
allowed to see. If your department has multiple users in a user group, your inbox and watch list may display
items initiated by another user.

Groups Scope

Employee Personal Scope
This group can only see the items they start or are assigned to.

Department Authority Department Scope

This group can see all items in their department(s).
Approving Authority
Search Committee Chair Department Scope

This group can see all items in their department(s).
Search Committee Member Personal Scope

This group can only see the items they start or are assigned to.

Note: Instructions in this manual display the Department Authority role but can be performed by either
the Department Authority or Approving Authority.

Changing User Groups
If you are assigned to more than one user group, you may need to change your user group during a
session. You can do this easily by following the steps below.

New Mexico State University @ | PeopleAdmir
WatchList || APPLICANT TF
| MyProfie  Help
Jennifer Gabel, ages. [Employee 5 logout
roving Authori
Employee
Hurnan Resources

1. Click the drop down arrow in the User Group field and select the appropriate user group.

Welcome to your Online Recruitment System

2. Click the Refresh € button.

@ You are now viewing the system as a member of the Department Authority group
m - —

Postings  Pools  Applicants  Hiring Proposals | MyProfie  Help

Jennifer Gabel, you have 0 messages. | Department Authority =] & logout

3. Confirmation message will be displayed at top of screen.

oan ™

& _ Besureto click the Refresh € button when changing between user groups.

Page 10 of 130 vli4 December 2016



PeopleAdmin 7 User Manual

Modules

There are two modules within PeopleAdmin — Applicant Tracking and Position Management.

Position Management: the position management module is used for staff positions only. Within the
position management module, you can request a new position, reclassify, or modify an existing
position. The Position Management module has an orange header.

Applicant Tracking: the applicant tracking module is used to post positions, review & screen applicants,
submit hiring proposals and hiring confirmations. The Applicant Tracking module has a blue header.

New Mexico State University

Postings Hiring Proposals | My Profile Help

Jennifer Gabel, you have 0 messages. |Department Authority 3] € logout

1. To change between modules, hover over the module selection drop-down menu and select the

appropriate module.
Editing the User Profile

Changing Default User Group & Module
By default, your home page is set to the highest user group you have been assigned and opens the
applicant tracking module when you log in. You can change this setting to open to your most frequently

used group/module by performing the following steps.

New Mexico State University @ | PeopleAdmin
Watch List APPLICANT TRACKING ¥,

| MyProfile  Help

Jentifer Gabel, you have 0 messages. | Employee o ¢ logout

Welcome to your Online Recruitment System

1. Click the My Profile tab.
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New Mexico State University {inbox J PeopleAdmin
Watch List APPLICANT TRACKING

Home | My Profile
Jemnifer Gabel, you have 0 messages. | Employee J e gt

Users | Jennifer Gabel (jgabel)

’iq User: Jennifer Gabel
Current Status: Approved £ AcTions
Jennifer Gabel Groups Edit Profils
Request Group Change

Employee Approving Authority Manage System Emails

Usemame: Department Autharity
Supervisor: N/A More. Manage Password
Email:z@z.com Manage User Documents
Phone:

Summary Manage Emails
@ User Details Edit

Account Information

Org Unit Ids New Mexico State University
First Name Jennifer

Last Name Gabel

Email 2@z.com

2. Hover over the Take Action on User button and click on Edit Profile or click the Edit link in the
Summary tab.

f e - =
\, | Editing: User Cancel |

Required fields are indicated with an asterisk (*)

Account Information

New Mexico State Universit
. — Location

QrgiUnitids - Admin and Finance

rrrrrr 500635 - Central Mail Sevices =l
First Name [Jennifer
Last Name [Gabel
Email 2@z.com S—
Employee Id I
External
Key usemame
Banner Id | Aadie 1D
Username username

—

Preferred Group On Ermioyes

Login

Preferences

Default Product Module  [Applicant Tracking ]
Time zone (GMT-07.00) Mountain Time (US &
Cancel

3. Click the drop down arrow in the Preferred Group On Login field and select the group you want
opened on login.

4. Click the drop down arrow in the Default Product Module to select the preferred module to
open on login.

5. Click Update User button.

Warning: Do not change any other information in the User Profile. This information is populated based

on your Banner information and must not be changed. Contact your HR Liaison if any information is
incorrect. Changing your personal identifier information in PeopleAdmin will result in your account
being locked. In the event your account is locked, you will need to contact ICT Security for assistance.
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@ user was successfully updated.

Watchlist | APPLICANT TRACKING

Home | MyProfie  Help

Jennifer Gabel, you have 0 messages. | Employee 7 ¢ togout

Users | Jennifer Gabel (jgabel)

User: Jennifer Gabel
Current Status: Approved

Jennifer Gabel Groups
Department Authority Approving Authority
Username: usemame Department Authority
Supervisor: NiA More.

Email: 2@z com

Phone:

Summary  Manage Emails

Take Action On User v

6. You will be returned to the My Profile page and a message will appear at the top of the page

confirming your updates were saved.

Managing Emails

You can opt in/out of any or all email notifications from the PeopleAdmin system. By default, all email

notifications are active.

New Mexico State University

Home | My Profile

{inbox J PeopleAdmin

Watch List

Jennifer Gabel, you have 0 messages. |Employee z e logout

Users | Jennifer Gabel (jgabel)

D User: Jennifer Gabel

Current Status: Approved

Jennifer Gabel Groups

Employee Approving Authority
Username: Department Authority
Supervisor: N/A More

Email: 2@z com

Phone:

Summary Manage Emails

@ User Details  Edit

Account Information

Org Unit 1ds New Mexico State University
First Name Jennifer
Last Name Gabel

Take Action On User v
ITEM ACTIONS
Edit Profile
Request Group Change
Manage Systern Emails
Manage Password
Manage User Documents

1. Click the Manage Emails tab.

December 2016 vl.4
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Summary Manage Emails Reports

System Events

Event
User Pending Approval

Nevw User Approved

Standard Posting Transition

Share Posting

Job Application Submitted

Seatch Committee Member Assigned

Search Committee Chair Assighed

Search Committee Member Account Created
Password Reset Requested For HR Account
Password Resst Requested For Applicant Account
Notify Applicant to Revisit Application

Guest User Enabled

Applicant Requests Usetname Rerminder

Standard Action Transition

Hiring Propasal Transition

Applicant Request for Staff

Position Type Events

Event
Job Application Submitted

Template

User Account - Pending Approval: for HR Users
System User Aceount Approved

Posting Status Update

Email to A Frisnd

Application Submited

Search Comrittee Mermber Account Notification
Search Gomrittee Chair Assigned

Search Comrittee Member Account Created
Passward Reset Request

Applicant. Password Reset Request

Notify App to Revisit Application

Guest User Email

Applicant User Name

Agtion Status Update

Hiring Froposal Status Update

Email to Refsrencs Provider

Template

Application Submitted

Note: Opting out of Position Type emails will apply to all Position Types, Staff, Faculty and Student

Position Type

all

Position Type

|
M e e e e e e e e e e i R

Opt Out?
=

[ cancel |

Opt Out?

2. By default, all email notifications are initially turned on. You can opt out of an email notification
by checking the Opt Out check box. These settings can be changed at any time if you later
decide you need the email.

3. Click Update System Email Options.

@ System Email Preferences saved successfully.

APPLICANT TRACKING

Home  Postings  Hiring Proposals |

Jennifer Gabel, you have 0 messages. | Depatment Authority 7] & logout

User: Jennifer Gabel
Current Status: Approved

Jennifer Gabel Groups
Department Authority Approving Authority
Usemname: Departrent Authority
Supervisor: A More

Email: jgabel@nmsu.edu

Phone:

4. You will be returned to the My Profile page and a message will appear at the top of the page
confirming your updates were saved.

5. Click the Home tab.
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Position Management — Staff Positions Only

In this area you will be able to request a new staff position or request changes to an existing staff

position description.

Regular Exempt & Non-Exempt Position Management

Department Authority

Approving Authority

HR/Budget Office

Identify need for position
management

v

Initiate Position
management Request

Approve Position

management Request

Advertise Position (if
required - See Hiring

Review and approve
position management
(HR reviews the proposed
action, Budget confirms
availability of funds and
designates a position
number)

Process Flow for
additional steps)

Yes:

Tasks in Bold are performed
within PeopleAdmin

Position Management includes
creating new positions,
reclassifying position, & modifying

positions

December 2016
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Request a New Staff Position Description
If no existing position closely enough resembles your new position, you can request a new position from
scratch without cloning an existing position.

New Mexico State University {nbox PeopleAdmin

EMENT

Postings  Pools  Applicants  Hiring Proposals | MyProfile  Help

Jennifer Gabel, you have 0 messages. | Department Authority ¥| € logout

1. Hover over the module selection drop-down menu and select Position Management.

New Mexico State University {inbox } PeopleAdmin
Watch List 6

Position Descriptions  Titles My Profile Help

Jennifer Gabel, you have 0 messages. | Department Authority '] ¢ logout

2. Notice the tabs and background color of your header change when you change modules. The
Position Management module has an orange background.

New Mexico State University {nbox PeopleAdmin
P EMENT 7

Position Descriptions  Titles: 0 Help
Staff

Jennifer Gabel, you have 0 messages. | Department Authority = & logout

Staff Actions.

3. Hover over the Position Description tab and click on Staff.

New Mexico State University @ | PeopleAdmin
Wiatch List >0SITIO GEMENT ¥

Position Descriptions RTINS ERS TS

Jennifer Gabel, you have 0 messages. | Depariment Authority 7] & logout

Position Descriptions | Staff
Staff Position Descriptions @

Open Saved Search v Search:| | ["Search | ore search options

Staff Position Descriptions (x]

@ Saved Search: "Staff Position Descriptions™ (2259 [terns Found) Actions
evious 2)|3|14]:6)6)(7)8]9 108 110 Next —
I Position Number Position Job Title Department Employee Class Code (ECLS) i i i ining Unit Eligibility Status (Actions)
197708 Admissions AdvisorDept 300001 - Agricultural,Consumer & Env Sci Col E1-StaffFT Reg - Exempt 1.00 Active Actions v
197708 Direb Communications 540285 - Media Production E1-Staff FT Reg - Exempt 1.00 Active Actions v
197726 Systems AnalystAssc 530340 - Financial Systems Administration  E1-Staff FT Reg - Exempt 1.00 Active Actions v
O 197734 Locksmith,Ld 500730 - FS Locksmith N1-Staff FT Reg - Non-Exempt 1.00 U1-AFSCME Active Actions v q
O 197735 Fiscal Asst,Inter 500200 - FS Environmental Health Safety Of ~ N2-Staff PT Reg - Non-Exempt 1.00 U1-AFSCME Active Actionsy
O 197736 Budget Analyst 530050 - Budget Office E1-Staff FT Reg - Exempt 1.00 Active Actions v
O 197737 Auditor T 106500 - Audit Sevices E1-Staff FT Reg - Exempt 1.00 Active Actions ¥
O 197738 Acad Advisor 370300 - Social Work E1-Staff FT Reg - Exempt 1.00 Active Actionsy
O 197739 Acad Advisor 330011 - Arts and Sciences Advising Ctr E1-Staff FT Reg - Exempt 1.00 Active Actions ¥
O 197740 Financial Aid Specialist 521040 - Financial Aid and Scholarship Sves  N1-Staff FT Reg - Non-Exempt 1.00 U1-AFSCME Active Actions v
O 197741 Systems Analyst,Sr 520835 - Associate Provost E2-Staff PT Reg - Exerpt 1.00 Active Actions
O 197742 Farilities Tech 500700 - FS Electricians N1-Staff T Reg - Non-Exempt 1.00 U1-AFSCME Active Actions v
197743 Faciliies Tech 500770 - FS Mechanical N1-Staff FT Reg - Non-Exempt 1.00 U1-AFSCME Active Aetions ¥

4. Click on Create New Position Description button.
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Create New x

Choose the action you would you like to start.

New Position Description {D

5. Click New Position Description link in the pop-up box. (Note: it may take a few moments for the
screen to populate).

4

New Mexico State University @@ | PeopleAdmin
‘Watch List NAGEMENT ¥

Position Descriptions SR ESSI AR

Jennifer Gabel, you have 0 messages. | Department Authority =] ¢ logout

Position Descriptions / Staff | New Position Description

. &2 i —
‘C‘\ New Position Description /\ [ Cancel
Position Job Title ( 6 >I
Organizational Unit
College/Division =
Department G

Clone an existing Position Description?

Filter these resuits

Staff Position Descriptions [x]

@ Saved Search: "Staff Position Descriptions™ (2259 lterms Found)

—Fr I 2)[3)|4)5]/6][7]8]S8 108 110 Next —

Position Number Position Job Title Department Employee Class Code (ECLS) Appointment Full-time Equivalency Bargaining Unit Eligibility Status. (Actions)
© 197708 Admissions Advisor,Dept 300001 - Agricultural,Consurmer & Env Sci Col - E1-Staff FT Reg - Exernpt 1.00 Active Actionsy
© 197709 Diryeb Communications 540285 - Media Production E1-Staff FT Reg - Exempt 1.00 Active Actionsy
© 197726 Systems AnalystAssc 530340 - Financial Systems Administration  E1-StaffFT Reg - Exernpt 1.00 Active Actionsy
O 197734 Locksmith,Ld 500730 - FS Locksmith N1-Staff FT Reg - Non-Exempt 1.00 U1-AFSCME Active Actionsy

6. Enter the new Position Job Title. This is the working job title used on job postings.
7. Select the College/Division from the drop down list.

8. Select the Department from the drop down list. Note: departments are populated based on
selection made for College/Division.

9. Click Start Action button.
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Proposed Classification

New Mexico State University @ PeopleAdmin

MANAGEMENT ¥

Position Descriptions [N A2 e/ [EESCE )

Jagan Butler, you have 0 messages.  Department Authority » & logout

Actions / ... | New Position Description / Custodial Worker, Lead / Edit

Editing Action Proposed Classification

Proposed Classification

” Please select the appropriate Classification Title for this new position request. Human Resources will review and make necessal s
Position and Budget De... based on the position definition.
Job Duties and Respons... Titles - Filter these results —

& Position Documents

. Classification Descriptions... &
@ Supplemental Questions... g

Action Summary & Saved Search: "Classification Descriptions for Web" (936 ltems Found)
« Previous 2 3 4 5 6 7 8 9 .. 31 32 Next —
Classificati ¢l Classificati Classificati - Required Required
Code (PCLS) :‘::‘“y Title Pay  Summary Standard Duties Skills Abilities Education Experient
Level

Facilitates resolution
of faculty and student

10. Search for and choose the classification this position should be tied to. You can use the Filter
these results link to perform a search of the classifications list (Refer to Appendix A). If you skip
his step Human Resource Services will review the request and select the appropriate
classification.

11. Click Next.

Position and Budget Details

New Mexico State University (D | PeopleAdmin

Position Descriptions | My Profile Help

Jagan Butler, you have 0 messages. Department Authority ~ & logout

Actions / ... /| New Position Description / Custodial Worker, Lead / Edit

Editing Action Position and Budget Details save | [ <<Prev | BB

© Proposed Classification
*¥ Check spelling [+]

Position and Budget De...
§ " Required Information
Job Duties and Respons...
& Position Documents HELED LT
© Supplemental Questions Action Number (Will be assigned upon first saving position)
Action Summary
Position Details

This field is required

Provide a brief explanation of the reason a new position is being requested or an existing position is being reclassified. Typically
this field would include the business reason that prompled the need of the action being requested.

:m"" WorkLocalion [ pigase select ~ ] This field is required

Physical Work Location

County, if in New Please select « | This field is required

Mexico
Work Site
(only if different than campus)
ACm s e m e~ A wes A - folleqeDivision_ e T T e e e T
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Budget Details

Position Budget
Amount

Identify Source of
Funding

Funding Details

Add Funding Details Enry

Position Attributes

Suggested Position Job
itle

Appointment Type

Appointment Status

Equivalency

Reports To Position
Number

Reports To Position
Title

TVN L e Ty

T Gt

A\,
{only fdmereriv

B N e

[

] This field is required.

[

If restricted provide grant # If unre,

If using multiple indexes, total percentage must equal 100%.

[Univ Training Spec, Inter

1 different than classification tile.
Staff, Exempt

Regular, Fullime ]

Appointment Base Annual -]
Appointment Full.time 1.0

(example .50, .75, 1.0 etc)

[198286

[Univ Training Specialist St

| This field is required

S R

R R T |

12. Enter all required & relevant fields and review populated fields for accuracy (required fields are

13.

noted by an * in front of the field name).

a. Click Add Funding Details Entry to enter index, fund, and % to be used for payroll. The
sum of all funding entries must equal 100%.

Click Next.

Funding percentages must total 100% of the position funding regardless of the FTE. For
example, a position with a FTE of .75 is earning $30,000 per year and is funded equally from 2
indices. The funding detail would include 50% ($15000) assigned to index xxxxxx and 50%
(515000) assigned to index yyyyyy for a total of 100%.
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Job Duties and Responsibilities

New Mexico State University

Position Descriptions [ IVIAZE [

PeopleAdmin

P

Jagan Butler, you have 0 messages.  Department Authority ~ @ log

Actions / ... | New Position Description / Custodial Worker, Lead / Edit

Editing Action

& Proposed Classification

& Position and Budget De...

& Position Documents
© Supplemental Questions...

Action Summary

Job Duties and Respons...

L N T s

Job Duties and Responsibilities

¥ Check spelling [+

* Required Information

General Purpose of the Position

Please summarize the job specific duties and responsibilities that this position will hold. These are the job specific duties that will be
position description and posted to prospective applicants.

included on the

[ Save I [ << Prev I

Job Duties'and
Responsibilities

This field is required

Primary Functions of the Position

Description of primary function performed (provide an example that demonstrates the function). This is a description of primary duties
which indicates the reason the position exists. Please use your own language and provide your own examples rather than quoting

from an existing classification description.

[ Add Primary Functions of the Position Eniry ‘

Other Clarifying Information

LN Tlaal s T e T L TN oy o

R O N T T T 1”-\\ e T

14. Enter all required & relevant fields and review populated fields for accuracy (required fields are
noted by an * in front of the field name).

a. Click Add Primary Functions of the Position Entry to enter primary job functions.
Generally, 5 functions are preferred to capture the primary functions of the job.

15. Click Next.
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Position Documents

New Mexico State University {inbox | PeopleAdmin

Position Descriptions IRV IEESEE )

Jagan Butler, you have 0 messages. Department Ayj

Actions | ... | New Position Description / Custodial Worker, Lead / Edit \

Editing Action Position Documents

& Proposed Classification
PDF conversion must be completed for the document to be valid when applicable.

& Position and Budget De...

Job Duties and Respons... Document Type Name Status (Actions)
N Organizational Chart Actions

Position Documents 9 i
Memorandum Upload New
& Supplemental Questions... Essential Functions Questionnaire Create New

Action Summary A I - Reclass/New Posit Choose Existing

ppeal - Reclass/New Position Add by URL

Appeal Determination - HRS Use Only —ATmunsY"

Reclassification Supporting Documents Actionsw

16. Hover over the Actions link to upload or create supporting documents (Refer to Appendix B for
additional information).

17. Click Next.

Supplemental Questions

New Mexico State University @ PeopleAdmin
5 GEMENT v

Position Descriptions | My Profile

Jagan Butler, you have 0 messages. Department C  logout

Actions [ ... | New Position Description / CLPD Test - Custodial Worker, Lead / Edit ( 19

Editing Action Supplemental Questions for Posting
© Proposed Classification
© Position and Budget De...
© Job Duties and Respons... Position Required Category Question Status
& Position Documents

Supplemental Questions...

18. You can designate Supplemental Questions used on all future postings for this position at this
time or at the time of posting. To include questions, click the Add a Question button. Refer to
Appendix C for further information on adding & using supplemental questions.

19. Click Next.
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Action Summary

New Mexico State University QXD | PeopleAdmin
ON MANAGEMENT ¥

Position Descriptions S B VA2 ESS T )

Jagan Butler, you have 0 messages. Department Authority ¥ & logout

Actions | ... [ New Position Description / New Position definition / Summary

D New Position Des \ Custodial Worker, Lead Take Action On Action v
(Staff)  Edit WORKFLOW AGTIONS ")
Current Status: Draft Keep working on this Action

Canceled (move to Canceled)

Send to Approving Authority (move
Department: 500695-F $ Custodial Owner: Jagan Butler to Approving Authority)

Services

Position Type: Staff Created by: Jagan Butler

Canceled (move to Canceled)

Summary History Settings Reports

“ Proposed Classification Edit

Classification Details

Classification Code (PCLS) cs010
Classification Title Univ Training Specialist, Inter
Job Family Business, Accounting and Finance

20. The final screen is a summary where you can review everything you entered for this new
position. If you need to make changes, click the Edit button.

21. Hover over the Take Action On Action button and select the appropriate action.

a. Keep working on this action: works as a save so you can come back later and finish the
action.

b. Canceled: cancels the action and no further action can be taken.
c. Send to [user group]: routes the action to the next user group for approval.

d. Return to [user group]: returns the action to the previous user group for correction.

‘ . Take Action x ‘

Send to Approving Authority (move to
Approving Authority)

Comments (optional)

V' Add this action to your watch list?

Submit Cancel

22. When routing to another user group, include appropriate comments. The Add this action to
your watch list is checked as default and is recommended so you can track the action through
the various routing queues. Click Submit.
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@ Action was successfully transitioned b4

' | TION MANAGEMENT ¥
\

Position Descriptions | My Profile Help

Jagan Butler, you have 0 messages. Department Authority ¥ € logout

Actions | .. [ New Position Description / New Position definition / Summary

New Position Description: CLPD Test - Custodial

Worker, Lead (Staff)
Current Status: Approving Authority

Position Type: Staff Created by- Jagan Butler
Department: 500695-FS C i Owner: Approving Authority
Services

Summary History Settings Reports

@ Proposed Classification

Classification Details

23. Confirmation message appears at top of screen indicating action has been routed for approval.
24. The Owner, the user group able to take action on the item, is now listed as the next user group.

25. You can track the action through your Watch List using the button at the top of the page or from

your Home page.

New Mexico State University w PeopleAdmin
POSITION MANAGEMENT ¥

Home Position Descriptions | My Profile Help
Jagan Butler, you have 0 messages. Department Authority » & logout
Home / Watch List
Postings 27
Job Title Type Current State State Owner Creator Actions
clpd-associate professor management Faculty Approving Authority Approval Approving Authority Jagan Butler Actionsv
Hiring Proposals
There are not any hiring proposals in your watch list.
Actions
Job Title Type Current State State Owner Creator Actions
CLPD Test - Custodial Worker, Lead Yv Staff Approving Authority Approving Authority Jagan Butler Actionsv

26. Your watch list shows the current status/location of actions you originated or took action on.

27. Log out of PeopleAdmin.
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Reclassify a Position Description
To change a position’s primary functions, you will need to request a reclassification of the position

description.

New Mexico State University PeopleAdmin
i PLIC \C

Postings  Pools  Applicants  Hiring Proposals | MyProfile  Help

Jennifer Gabel, you have 0 messages. | Department Authority = € logout

1. Hover over the module selection drop-down menu and select Position Management.

New Mexico State University @
Watch List

Position Descriptions  Titles | MyProfle  Help

Jennifer Gabel, you have 0 messages. | Department Authority '] ¢ logout

2. Notice the tabs and background color of your header change when you change modules. The
Position Management module has an orange background.

New Mexico State University {inbox J PeopleAdmin
WatchList | PosI MEN

Staff
Jennifer Gabel, you have 0 messages. | Department Authority '] ¢ logout

Staff Actions

3. Hover over the Position Description tab and click on Staff.

New Mexico State University @D | PeopleAdmin
ON MANAGEMENT ¥

Position Descriptions S B VA2 EESSEET )

Jagan Butler, you have 0 messages. Department Authority ¥ & logout

Position Descriptions / Staff

Staff Position Descriptions

Open Saved Search v Sezrch:‘ | [ Search More search options

Ad hoc Search @  Position Description by title

Ad hoc Search (3370 Items Found) Save this search?

«— Previous 2 3 4 5 6 7 8 9 .. 12 13 Next —
Position Description Title Position Number Department Appointment Status (Actions)
A&P Mech 769462 470600-PSL Space Aerospace Regular, Full-ime Actions¥
CC Mgr, ABE 749971 940605-DACC Adult Basic Educ Div Regular, Full-time Actions ¥
Acad Advisor 299984 920900-ALCC Student Services Regular, Full-time Actions ¥
[ Acad Adviear 19773 A70300-Social Work Reoular Full-fime. Actionsy

4. Select the position to be reclassified. You can use the Search function to narrow your list (refer
to Appendix A for instructions on using search functions).

5. Click the Position Job Title to view the position details. Note: clicking the position number or
the Actions/View option will also allow you to view the position details.
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New Mexico State University

PeopleAdmin

Position Descriptions

| My Profile

Jagan Butler, you have 0 messages. Department Authority ¥ & logout

Position Descriptions | Staff / Univ Training Spec, Inter

Position Description: Univ Training Spec, Inter
(Staff)

Current Status: Active

Position Type: Staff

Department: 530350-Center for
Learning & Prof. Dev.

Created by: System Account

Summary History Reports

O Position Details

Incumbent Details

Employee First Name

Employee Last Name

=y

&= Print Preview
U View Supervisor
Reclassify Position Description

I Modify Position Description

6. Click Reclassify Position Description link.

MNew MWexico State University

Titles

PeopleAdmin

Watch List 8 N

Position Descriptions

Jennifer Gabel, you have 0 messages. | Department Authority 7] ¢ logout

Position / Staff | Iy

Start Reclassify Position Description Action on Univ Training Spec, Inter?

Qnce it has heen st;

Start

action will lock the position description from other updates until the action has completed

7

N

7. Click Start. Note: the position description will be locked during the reclassification process.

Proposed Classification

MNew Mexico State University

logaut

Position Descriptions Titles
Jennifer Gabel, you have 0 messages. | Deparment Authority 7] &
Actions | .. | Reclassify Position Description | Univ Training Spec, Inter / Edit
Editing Action Proposed Classification Seve

Proposed Classification

Position and Budget De
Selected Title
Job Duties and Respons.

© Position Documents Classification Details
@ Posting Information

Classification Details
@ Supplemental Questions.

C5010

Action Summary

Classification Code (PCLS)
Classification Title Univ Training Specialist fnter

Job Family Business, Accounting and Finance

Appointment Type Staff, Exermpt

EEO Category 30-Other professionals

Position Group

FLSA Status Exempt
Classificaton Employee Class £
Code (ECLS)

Pay Level 08

Please select the appropriate Classification Tile for this request. Human Resources will review and make necessary updates based on the position definition

R N e T W B A

~ -
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candidacy, you will be contacted

Thank you for your interest in this position. Based on your responses to the
questions on the employment application, you do not meet the minimum

Fail Message qualifications for this position. Please do not let this discourage you from
applying for other positions that interest you

Titles - Filter these results

Classification Descriptions...

& Saved Search: "Classification Descriptions for Web" (936 ltems Found

2 3 4 5 6 7 8 9 ... 31 32 Next —
Classificati cl i Classificati Classificati i -,
Code (PCLS) ‘;"b Title Pay  Summary Standard Dutes  KnoWledge Shills abllites

iy Level
Facilitates resolution
of faculty and student
Issues, coordinates
academic initiaties
among he community

N
Required Required|
Education Experien

Direct, evaluate,

college campuses,

quide and lead the

chairs the General

8. To change the position classification, scroll to the bottom of the page and select the appropriate

classification. You can use the Filter these results link to narrow your search (refer to Appendix

A).
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Position and Budget Details

New Mexico State University D | PeopleAdmin
POSITION MANAGEMENT ¥

Position Descriptions | My Profile

Jagan Butler, you have 0 messages.  Department Authority = € logout

Actions / ... | Reclassify Position Description / Univ Training Spec, Inter / Edit

Editing Action Position and Budget Details [save | [ <<Prev |

© Proposed Classification
*¥ Check spelling (]

* Required Information

Position and Budget De...

Job Duties and Respons.

@ Position Documents Action Number
© Supplemental Questions Action Number (Will be assigned upon first saving position)
Action Summary

College/Division Please select -
& Position Details

Legal First Name
Legal Last Name
Aggle ID

Position Number 198368

*  Reason for the Request

This field is required

L T N B e T e Nl @xpt T N AQLIhe o g Anpy N Npri ke i Nl s nnr s o ! B e T
= N, W - o~ &, T \ — < - < g s -~ N~ "W N -~ N~ N
- N - N — T TS ok fmeren e Compye, R B =TRSO Nias - h Bams N TR e X

Budget Details

Position Budget [ ] This field is required

Amount
Identify Source of [ | This field is required
Funding

f restricted provide grant # If { provide source for ional funding (i.e. operating, salary savings, student fees etc.). [dentify position number if from existing line

Funding Details

If using multiple indexes, total percentage must equal 100%.
98. ["Add Funding Details Entry|
Pasition Attributes

Suggested Position Job [Univ Training Spec, Inter
1 different than classification titk.

Appointment Type Staff, Exempt

" Appointment Status Regular, Fullime 5]
Appointment Base Annuel 7

Appointment Fulltime | 1.00
Equivalency

(example 50, .75, 1.0 etc)

Reports To Position

Number froezee
Reports:loiFosition [Oniv Training SpecialistSr

[Save | [<Prev |

9. Enter all required & relevant fields and review populated fields for accuracy (required fields are
noted by an * in front of the field name).

a. Click Add Funding Details Entry to enter index, fund, and percentage to be used for
payroll (required).
10. Click Next.
eam TiP* Funding must equal 100% of the position funding regardless of the FTE. For example, a
T = position with a FTE of .75 is earning $30,000 per year and is funded equally from 2 indices.

E! The funding detail would include 50% ($15000) assigned to index xxxxxx and 50% ($15000)
assigned to index yyyyyy for a total of 100%.
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Job Duties and Responsibilities

New Mexico State University @D | PeopleAdmin
[CTC) || FOSITION MANAGEMENT ¥

Position Descriptions | My Profile Help

Jagan Butler, you have 0 messages.  Department Authority & logout

Actions | ... [ Reclassify Position Description /| CLPD Test - Univ Training Spec, Inter / Edit

Editing Action Job Duties and Responsibilities [Save | [«<Prav |

& Proposed Classification

“¥ Check spelling [¥|
Position and Budget De...

“ Required Information

Job Duties and Respons...

@ Position Documents General Purpose of the Position

Please summarize the job specific duties and responsibilities that this position will hold. These are the job specific duties

& Supplemental Questions... T . el ! k
included on the position description and posted to prospective applicants.

Action Summary

Job Duties and
Responsibilities

This field is required

Primary Functions of the Position

Description of primary function performed (provide an example that demonstrates the function). This is a description of primary duties
which indicates the reason the position exists. Please use your own language and provide your own examples rather than quoting
from an existing classification description.

\ Add Primary Functions of the Position Entry J

Other Clarifying Information

R T T T T R T T e T T e T N T N

11. Enter all required & relevant fields and review populated fields for accuracy (required fields are
noted by an * in front of the field name).

a. Click Add Primary Functions of the Position Entry to enter primary job functions.
Generally, 5 functions are preferred to capture the primary functions of the job.

12. Click Next.

Position Documents

New Mexico State University @D | PeopleAdmin
onm

Position Descriptions | MyProfile  Help
Jagan Butler, you have 0 messages. ~Department Auy 14 ogout
Actions | .. I Reclassify Position Description / CLPD Test - Univ Training Spec, Inter / Edit \
Editing Action Position Documents [save | [=<Prev |
‘© Proposed Classification . ) '
PDF conversion must be completed for the document to be valid when applicable.
Position and Budget De...
© Job Duties and Respons... Document Type Name Status (Actions)
- Organizational Chart Actions:
Position Documents i ~
Memorandum Upload New
@ Supplemental Questions... Essential Functions Questionnaire Ereein N
Action Summary Al | - Reclass/New Positi K atnd
ppeal - Reclass/New Position Add by URL
Appeal Determination - HRS Use Only —ACnunsY"
Reclassification Supporting Documents Actionsv
[ Save ‘ [ << Prev ‘
R T e e S S e T N e N T T e N S T

13. Hover over the Actions link to upload or create supporting documents (refer to Appendix B for
instructions on adding documents).

14. Click Next.
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Supplemental Questions

New Mexico State University m PeopleAdmin
ON MANAGEMENT ¥

Position Descriptions | My Profile
Jagan Butler, you have 0 messages. Department Authority
Actions | ... I Reclassify Position Description / CLPD Test - Univ Training Spec, Inter / Edit ( 16
Editing Action Supplemental Questions for Posting [<<Prev |
& Proposed Classification )
- Included Supplemental Questions e
Position and Budget De...
@ Job Duties and Respons... Position Required Category Question Status
@ Position Documents 1 Staff - General Where did you become aware of this position opening? active (%)
. 2 = Staff - General If you became aware of this posting from another source, please describe? active [x]
Supplemental Questions...
Action Summary e W e
[ Save ‘ [ << Prev ‘ Next >>

15. You can designate Supplemental Questions used on all future postings for this position at this
time or at the time of posting. To include questions, click the Add a Question button (refer to
Appendix C for further information on adding supplemental questions).

16. Click Next.

Action Summary

New Mexico State University D | PeopleAdmin
POSITION MANAGEMENT v

Position Descriptions Titles | My Profile
Jennifer Gabel, you have 0 messages.  Department Authority v ¢ logout
Actions | ... | Reclassify Position Description / CLPD Test - Painter /| Summary
Reclassify Position Description: CLPD Test - Painter
(staﬁ) Edit 'WORKFLOW ACTIONS

Current Status: Draft

Keep working on this Action
Canceled (move to Canceled)
Position Type: Staff Created by: Jennifer Gabel Sond 1o Approva Aithiaty (fov
Department: 500745.FS Painters Owner: Jennifer Gabel to Approving Authority)
oS o
Summary History

Settings Reports

@ Proposed Classification Edit

Classification Details
Classification Code (PCLS) k4024

Classification Title Painter Ld

17. The final screen is a summary where you can review everything you entered for this new
position. If you need to make changes, click the Edit button.

18. Hover over the Take Action On Action button and select the appropriate action.

b. Keep working on this action: works as a save so you can come back later and finish the
action.

c. Canceled: cancels the action and no further action can be taken.
d. Send to [user group]: routes the action to the next user group for approval.

e. Return to [user group]: returns the action to the previous user group for correction.
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Take Action

Send to Approving Authority (move to
Approving Authority)

Comments {optional)

o ' Add this action to your watch list?

Submit Cancel

19. When routing to another user group, include appropriate comments. The Add this action to
your watch list is checked as default and is recommended so you can track the action through
the various routing queues. Click Submit.

@ Action was successfully transitioned, and it was added to your watch list. R

0 | ON MANAGEMENT ¥

Jagan Butler, you have 0 messages.  Department Authority ~ @& logout

Position Descriptions | My Profile Help

Actions | .. [ Reclassify Position Description / CLPD Test - Univ Training Spec, Inter / Summary

r ] Reclassify Position Description: CLPD Test - Univ
Training Spec, Inter (Staff)
Current Status: Approving Authority

Position Type: Staff Created by: Jagan Butler
Department: 530350-Center for Owner: Approving Authority
Learning & Prof. Dev.

Summary History Settings Reports

“ Proposed Classification

Classification Details

Classification Code (PCLS) C5010
Classification Title Univ Training Specialist,Inter
Job Family Business, Accounting and Finance
Tvpe Staff, Exempt —

20. Confirmation message appears at top of screen indicating action has been routed for approval.
21. The Owner, the user group able to take action on the item, is now listed as the next user group.

22. You can track the action through your Watch List using the button at the top of the page or from
your Home page.

Page 30 of 130 vli4 December 2016



PeopleAdmin 7 User Manual

New Mexico State University

w PeopleAdmin
P | MANAGEMENT v

Home Position Descriptions | My Profile Help
Jagan Butler, you have 0 messages. Department Authority ¥ €& logout
Home / Watch List
Postings
Job Title Type Current State State Owner Creator Actions
clpd-associate professor management Faculty Approving Authority Approval Approving Authority Jagan Butler Actionsv
Hiring Proposals
There are not any hiring proposals in your watch list
Actions
Job Title Type Current State State Owner Creator Actions
CLPD Test - Custodial Worker, Lead Staff Approving Authority Approving Authority Jagan Butler Actionsv
CLPD Test - Univ Training Spec, Inter Staff Approving Authority Approving Authority Jagan Butler Actionsv

Your watch list shows the current status/location of actions you originated or took action on.

23. Log out of PeopleAdmin.
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Modify Position Description

To change a position’s reports to, job specific duties, working conditions, or shift, you will need to
request a modification of the position description.

New Mexico State University PeopleAdmin

Postings  Hiring Proposals | MyProfle  Help

Jagan Butler, you have 0 messages. DeparmentAuthority v & logout

1. Hover over the module selection drop-down menu and select Position Management.

New Mexico State University {nbox } PeopleAdmin
WatchList || POSITION MANAGEMENT ¥
LY Position Descriptions  Titles | MyProfile  Help

Jennifer Gabel, you have 0 messages. | Department Authority '! ¢ logout

2. Notice the tabs and background color of your header change when you change modules. The
Position Management module has an orange background.

New Mexico State University =
Watch List POSITION MAN MEN

3 Position Descriptions ~ Titles | MyProfle  Help
Staff x
Jemnifer Gabel, you have 0 messages. | Department Authority !] ¢ logout
Staff Actions

3. Hover over the Position Description tab and click on Staff.

New Mexico State University PeopleAdmin
(YT || POSITION MANAGEMENT ¥

Position Descriptions Titles | My Profile Help

Jagan Butler, you have 0 messages. DeparmentAuthority v € logout

Position Descriptions | Staff

Staff Position Descriptions Crwsition Description
Open Saved Search v Search:|[Univ Training Spec. Inter | [ search More search options

Ad hoc Search © Comp Sves Search
Ad hoc Search (4 ltems Found) search?
t Employee Appointment Bargaining {Actions)
Position Number  Position Job Title Class Code (ECLS) Full-time Equivalency Unit Eligibility Status
Univ Training Spec, 530350 - Center for Act
198268 E1-StaffFT Reg-Exempt  1.00 NiA Active onsy
Inter Leaming & Prof. Dev
Univ Training Spec, 530350 - Center for Act
717923 g E1-StaffFT Reg-Exempt  1.00 Active onsy
Inter Leamning & Prof. Dewv

4. Select the position to be modified. You can use the Search function to narrow your list (refer to
Appendix A for additional information about search functions).
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5. Click the Position Job Title to view the position details. Note: clicking the position number or
the Actions/View option will also allow you to view the position details.

New Mexico State University €2 | PeopleAdmin
PC N MANAGEMENT ¥

Position Descriptions IRV LIS E L)

Jagan Butler, you have 0 messages.  Approving Authority ~ & logout

Position Descriptions / Staff / Univ Training Spec, Inter

Position Description: Univ Training Spec, Inter

(Staff)

—
Current Status: Active i= Print Preview

Position Type: Staff Created by: System Account & View Supervisor

Department: 530350-Center for & Reclassify Position Description
Learning & Prof. Dev.

I Modify Position Description
Summary History Reports

© Position Details

Incumbent Details

Employee First Name

Employee Last Name

6. Click Modify Position Description link.

New Mexico State University D | PeopleAdmin

Watch List

LELLLW G ELELEY Titles | My'Profile Help

Jagan Butler, you have 0 messages. Depariment Authority * & logout

Position Descriptions / Staff / Modify Position Description

Start Modify Position Description Action on Univ Training Spec, Inter?

Once it has bee this action will lock the position description from other updates until the action has completed.

7. Click Start. Note: the position description will be locked during the reclassification process.
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Position Details

New Mexico State University w PeopleAdmin
I MANAGEMENT ¥

Position Descriptions | My Profile Help

Jagan Butler, you have 0 messages.  Department Authority ~ @& logout

Actions | ... [ Modify Position Description / Univ Training Spec, Inter / Edit

Editing Action Position Details [sae]

Position Details
** Check spelling [v]

* Required Information

& Position Documents

@ Supplemental Questions...

Action Summary Position Details

College/Division Senior VP for Admin and Finance v

" Univ Training Spec, Inter
Position Job Title
If different than classification fitle.

::l:(a:issl:icallon Code 5010

Classification Title Univ Training Specialist, Inter
FLSA Status Exempt

Pay Level 08

8. To modify the position you will need to edit the appropriate fields based on the proposed
modifications to the job description. Enter all required & relevant fields and review populated
fields for accuracy (required fields are noted by an * in front of the field name).

9. Click Next.

Position Documents

New Mexico State University @ PeopleAdmin
POSITION MANAGEMENT ¥

Position Descriptions | My Profile Help

Jagan Butler, you have 0 messages.  Approving Authority ¥ @& logout

Actions | .. I Modify Position Description / Univ Training Spec, Inter / Edit

Editing Action Position Documents [Tsave | “‘i"‘

Position Details
PDF conversion must be completed for the document to be valid when applicable.
Position Documents
Name Status (Actions)

@ Supplemental Questions... Document IVpe
Actions;

Action Summary Qrganizational Chart
Memorandum Upload New
Essential Functions Questionnaire Create New
Appeal - Reclass/New Position i;gf;u?fmg
Appeal Determination - HRS Use Only T ALIUNS Y
Actionsv

Reclassification Supporting Documents

[ Save ‘ [ << Prev ‘

10. For details on how to attach documents to a position such as an Organizational Chart,
Memorandum or Essential Functions Questionnaire (refer to Appendix B for instructions on

adding documents).

11. Click Next.
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Supplemental Questions

New Mexico State University (XD | PeopleAdmin
ON MANAGEMENT ¥

Position Descriptions [ I 20| =8 01
Jagan Butler, you have 0 messages. Depa 13 v & logout
Actions | ... [ Modify Position Description / Univ Training Spec, Inter / Edit \
Editing Action Supplemental Questions for Posting ave | [(<=Prev |

@ Position Details
Questi

. 1 PP Add a question
& Position Documents _

Supplemental Questions... Position Required Category Question Status
Action Summary 1 Staff - General ‘Where did you become aware of this position opening? active (x]
2 a Staff - General If you became aware of this posting from another source, please describe? active (%]

[ Save ‘ [ << Prev ‘

12. You can designate Supplemental Questions used on all future postings for this position at this
time or at the time of posting. To include questions, click the Add a Question button (refer to
Appendix C for additional information on adding & using supplemental questions).

13. Click Next.

Action Summary

New Mexico State University @ PeopleAdmin
OSITION MANAGEMENT ¥

Position Descriptions | My Profile Help

Jagan Butler, you have 0 messages. Department Authority » & logout

Actions /| ... [ Modify Position Description / Univ Training Spec, Inter / Summary

Modify Position Description: Univ Training Spec, Take Action On Action v
Inter (Staﬁ) Edit WORKFLOW ACTIONS -h
Current Status: Draft Keep working on this Action

. ‘Canceled (move to Canceled)
Position Type: Staff Created by: Jagan Butler

Send to Approving Authority (move
to Approving Authority)

Canceled (move to Canceled)

Department: 530350-Center for Owner: Jagan Butler
Learning & Prof. Dev.

Summary History Settings Reports

@ Position Details Edit
Position Details
College/Division for Admin and Finance

Department ter for Learning & Prof. Dev.

14. The final screen is a summary where you can review everything you entered for this new
position. If you need to make changes, click the Edit button.
15. Hover over the Take Action On Action button and select the appropriate action.
a. Keep working on this action: works as a save so you can come back later and finish the
action.
b. Canceled: cancels the action and no further action can be taken.
c. Send to [user group]: routes the action to the next user group for approval.
Return to [user group]: returns the action to the previous user group for correction.
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Take Action

Send to Approving Authority (move to
Approving Authority)

Comments (optional)

v Add this action to your watch list?

Submit Cancel

16. When routing to another user group, include appropriate comments. The Add this action to
your watch list is checked as default and is recommended so you can track the action through
the various routing queues.

17. Click Submit.

i‘ Action was successfully transitioned, and it was added to your watch list.

9

Watch List ‘ OSITION MANAGEMENT ¥

Position Descriptions S [T EERE BT TS

m

Jagan Butler, you have 0 messages. Department Authority v & logout

Actions | .. | Modify Position Description / Univ Training Spec, Assc/ Summary

Modify Position Description: Univ Training Spec,
Assc (Staff)

Current Status: Approving Authority
Position Type: Staff Created by: Jagan Butler

Department: 530350 - Center for Qwner: Approving Authority,
Learning & Prof. Dev.
Summary History Settings Reports

18. Confirmation message appears at top of screen indicating action has been routed for approval.

19. The Owner, the user group able to take action on the item, is now listed as the next user group.

20. You can track the action through your Watch List using the button at the top of the page or from
your Home page.
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New Mexico State University {Inbox

PeopleAdmin
P EMENT ¥
Home Position Descriptions Titles | My Profile Help
Jagan Butler, you have 0 messages. Deparment Authority v & logout
|

Home | Watch List

Postings 21
There are not any postings in your watch list.

Hiring Proposals
There are not any hiring proposals in your watch list.
Actions il
Job Title Type Current State State Qwner Creator Actions

Dir, Training & Dewt Staff Draft Jagan Butler Jagan Butler Actionsy
Univ Training Spec, Assc Staff Approving Authority Approving Authority Jagan Butler Actionsv

Your watch list shows the current status/location of actions you originated or took action on.
21. Log out of PeopleAdmin.
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Hiring Regular Exempt & Non-Exempt Staff

Regular Exempt & Non-Exempt Hiring Process

Department Authority

Approving Authority

HR/Budget Office

Identify position vacancy
v

Create posting from
Position Description and

Review & Submit for

submit for approval to
Approving Authority

Advertise Position in

approval to HR

Approve & Post

selected media sources (if
required)

Screen applicants and
forward to department

Qualify applications/select

authority

candidates for interview

|

Conduct interviews and
reference checks

v

Recommend applicant for
hire/create Hiring

Approve Hiring Proposal

Proposal. Submit to
Approving Authority

:

Extend offer to candidate

and submit to HR

Approve Hiring Proposal

giving permission to offer

Candidate
Accepts?

Counter offer
A 4

Re-submit Hiring Proposal
with change to
recommended salary/
hourly rate to Approving
Authority

Move candidate to “Offer
Accepted (AA)”; Select

Hiring Confirmation
» Complete (move to

—» edit and complete Hiring
Confirmation tab. Submit
to HR

De-Select Finalists “All

candidates should have

been dispensed at this
stage”

approved)

12

Employee On-Boarding

Tasks in Bold are performed
within PeopleAdmin
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Create a Staff Posting

Creating staff postings begins in the Applicant Tracking module (blue background). To change your
module or user group, refer to pages 10-11 of this manual. If the position is to be reclassified or
modified prior to posting, follow the steps on pages 27 and 35, respectively, to complete this process. It
is recommended to review and modify the position description prior to posting a job opening. The steps
contained below for creating a posting assumes modifications have already been approved or no

changes are needed to the position description.

New Mexico State University PeopleAdmin
APPLICA

J Postings  Hiring Proposals | rofile  Help
Staff
Jemnifer Gabel, you have 0 messages. | Department Authority 7] & logout
Faculty

Welcome to your Online Recruitment System

1. Hover over the Posting tab and click on Staff.

New Mexico State University D e
erLcATTR

Postings Pools Applicants Hiring Proposals | My Profile Help

Jennifer Gabel, you have 0 messages. | Department Autharity =] (€ lagout
Postings | Staff

Staff Postings Q}
Search: ] [ Search More search options

Open Saved Search v

Posted (<]
© Saved Search "Posted" (4 llerms Found) [ Actions |
™ Position Job Title Requisition Number Active C Department {Actions)
[ admissions Advizor,Dept 1200255 3 Posted Agricultural,Consumer & Env Sci Col 300001 - Agricultural Consumer & Env Sci Col Actionsy
I Business Analyst 1200278 2 Posted SenierVP for Admin and Finance 530200 - Assoc WP for Admin and Finance Actionsy
T Payroll Clerk, Int 1200286 1 Posted 240001 - Business College Actionsy
r HR Ops Unit Coord 1200295 3 Posted Physical Science Laboratary 470610 - PSLCSBF Actionsy

2. The posting screen allows you to view existing postings or create a new posting. Click the Create
New Posting button.

‘ Create New x

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

Create from Title

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

Create from Pasting

Uses an existing posting as a ternplate and autornatically copies in most
infarmation

3 > Create from Position Description
Copies in most of the information from a position description

3. Select the Create from Position Description template.
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New Mexica State University

Pools  Applicants  Hiring Proposals | MyProfle  Help

Jennifer Gabel, you have 0 messages. | Depariment Authority =] € logout

Postings | Staff | Create from Position Description

Staff Position Descriptions @
| [Search | More search options

Open Saved Gearch v Searchi|

StalT Position Descriptions [x]

O Saved Search: "Staff Position Descriptions™ (3255 [rerms Found)

2 3 4 5 8 7 8 9 108 110 Next —
Position Number Position Job Title Department Employee Class Code (ECLS) Full-time i Eligibilit (Actions)
197708 Admissians AdvisorDept 300001 - Agricultural Censurner & Eny S¢i ol E1-Staff FT Reg - Exernpt 1.00 Actiansy
197709 Dirweb Communications 540285 - Media Production E1-S1af FT Reg - Exempt 1.00 Actiansy
197726 Systems Analyst Assc 5630340 Financial Systems Administration  E1-Staff FT Reg - Exernpt 1.00 Actiansy
197734 Locksmith, Ld 500730- F5 Locksmith N1-Stafl FT Reg - Non-Exempt 1.00 UT-AFSCME Active Actiansy
197735 Fiscal Asstnter 500200- F5 Environmental Health Safety O N2-Staff PT Reg - Non-Exempt 1.00 UT-AFSCME Active Actiansy
187736 Budget Analyst 530050- Budget Office E1-5taffFT Reg - Exempt 1.00 Active Actiansy
187737 Auditor|T 108500 - Audit Services E1-51aff FT Req - Exempt 1.00 Active Actians
187738 Asad Advisor 370300 - Sasial Wark E1-51aff FT Req - Bxempt 1.00 Active Actionsy

4. Select the position to be posted. You can use the Search function to narrow your list.
a. Click More Search Options to select search criteria.
b. Refer to Appendix A for additional direction in using the search functions.

5. Hover over the Actions link and select View from the actions list.

a. Clicking the Position Number or the Position Job Title will also allow you to view the

position details.

New Wexco State University

Home  Postings Pools  Applicants  Hiring Proposals | hy Prafie  Help
Jenniter Gabel, you have 0 messages. [Department Authorite ] € logout

Position Descriptions | Staff / Univ Training Spec. Inter

D Position Description: Univ Training Spec, Inter (Staff)

Current Status: Active
@ Create Posting from this Position Description

Position Type: Staff Created by: System Account
Department: 530350 - Center for = Print Preview
Learming & Prof, Dev.

i Reclassify Position Description

& Modify Position Descrigtion
Summary History 6

© Position Details
Incumbent Details
Employee First Name
Employee Last Name
Aggie ID Number
Position Details

Position Job Title Univ Training S