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GETTING STARTED

Open your browser thttps://jobs.hr.txstate.edu/hrto logn. Please note that you will be
logged out of theystem after 60 minutes wfactivity. Search committee memberan:view
and printpostingsand gplication materials

Texas State University

Click here to login with your Texas State ID.

Guest User Login ONLY
Log In

Authenticate with single sign-on?550 Authantication

Login: Sign in using your Texas State University user name and password by selecting the SSO
Authentication link.

TEXAS vk STATE,

UNIVERSITY

Texas State Authenticated Access
Login to PeopleAdmin 7 Texas State University
Use of computer and network facilities owned or operated by Texas State University requires prior authorization
Unauthorized access is prohibited. Usage may be subject to security testing and monitoring, and affords no privacy

guarantees or expectations except as otherwise provided by applicable privacy laws. Abuse is subject to criminal
prosecution. Use of these facilities implies agreement to comply with the policies of Texas State University.

NetID:

Password:

Activate your NetlD  Forgot Password

L/
MEMBER THE TEXAS ﬁ STATE UNIVERSITY SYSTEM™

Texas State University | 601 University Drive, San Marcos, Texas 78666-4684 | 512-245-2111
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APPLICANT TRACKING HOME PAGE Module Selection

Action Tabs
TEXAS ¥ STATE -
UNIVERSITY APPLICANT TRACKING Vv
Postings Rec for Hires | My Profile Help
Jodi Holschuh, you have 0 messages.  Current Group: | chair/Director | logout (Jodi Holschuh)
Employee
Search Committee Member
Welcome to
The Inbox gives a bdf overview of any
@ requests that require action by the user| Sherteuts User Group
Create New Staff Posting
Displaying items for group "Chair/Director”. Create New Faculty Pasting
| 4
Postings. (0) Rac for Hires (0)  Position Requests (0)  Special Handling Lists (0)
Job Title Type Current State Owner
My Links
Useful Links

TheWatch List shows the requests
_ that the user has indicated to MONItO| 0., appiicants access your
Watch List @ PeopleAdmin system)

Your Applicant Portal

Employment Verification Form
Postings (0) = Recfor Hires [0)  Position Requests (0)

Hiring Matrix Form, Instructions
Job Title Type Current State State Owner and Tutorial

When you log in, yoare onthe home pagé.his page is designed to help you keep track of the
actions required by you or your department.

Watch List | APPLICANT TRACKIN

Rec for Hires | My Profile Help

ve O messages. Current Group: | Search Committee Chair i

Emol
iy

User Group Selection:This menu is only available if you are assigned more than one user
group.

Module Selection:The module drofmlown shows which partf éhe system you are in. When

you log in, you are in the Applicant Tracking module. If you hover your mouse over the words
AApplicant Trackingo you will see the modul es
on yourassignedisergroup permissiond'lhehome page appears in all modules, with a different

color bar at the top for each module. You return tchtiree page whenever you change to a

different module.
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Inbox: This notification area displays any items that naetibn

Watch List: This notfication area displays any items that you have flaggddllow.

The tabs you see in the Inbox and Watch List areas will depend on your user group 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

REVIEWING APPLICANTS

Hover over thd?ostingstab and seledtaculty from the menu. This takes you to thaculty
Postingslist screen where you can create new postings or manage existing postings. Locate the
posting and pen it to theApplicants tab.

Home Postings Applicants Rec for Hires | My Profile Help

. you have 0 messages. Current Group: |Search Committee Chair v| logout

Postings / Faculty

Faculty Postings

To add a new column to the search results, select the column from the drop down list.

Faculty Postings x

"Faculty Postings" o m

Job Posting Active Workflow
O Position Title Number Department Applications  State
HP - Training 20170012FAC  St. David's School of Mursing (50011504) 3 Posted Actions w
| HP - Training - hiring proposal 20170013FAC  St. David's School of Nursing (50011504) 3 Posted Actions v
—
Summary Histary Applicants Raparts Rec for Hires

To add a new column to the search results, select the column from the drop down list.

Saved Searches v Q More Search Options v

“all applications® o
Workforce Request  Woridiow State
Last Name First Name Documents: Number (internal) Application Date
Wittekiend Lyndi Cover Letter, Curriculum Vitas 20170001FAC Under Review May 31, 2016 at 01:07 PM Actions v
Test2 Test2 Cover Letter, Curriculum \itas 20170001FAC Under Review May 31, 2016 at 01:16 PM Actions v

Viewing applicants for a posting
1. Locate and open the posting.
2. Open theApplicants tab to open the list applicants
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Viewing all submitted documents for one applicant
1. If the list ofapplicantdoes not include the Combined Documents column, Select
Search Optionsand add it from the Add Column list. The listagplicantgefreshes.
2. For the applicant of interest, selédnerateor View in the Combined Document
column, depending on which @available.Generatecreates an ufp-date PDFView
presents the PDF of the applicant's most recent application materials in a new tab of your
browser.

Viewing collection of applicant documents

You can review more than erapplicant document at a timéou may
choose to view all the documents for an applicant, spepfticant —

documents for each of a groupagplicantsor all applicantiocument Review Screening

for a group ofapplicants .

1. On the posting'applicants tab, check the boseo select the Zf’y‘jj‘l‘;";f:j:‘”"
applicant ompplicantof interest. .
2. Do one of these things:
A To =e the selecteapplicantsmaterials togetheErom the
Actions menu, seleddownload Applications as PDF
In the dialog box, select the typelsdmcuments you want
to view, then selecsubmit.
A To =e the selectegpplicantsmaterials separatelifrom
the Actions menu, selecCreate Document PDF per Applicant
The system creates a PDF containing all the docuntieaityou request.

Export results

Download Applications as
PDF

Create Document POF per

Select the document type(s) to use.

® Application and All Documents
(@] Only These Document Types

| Application Data

O cover Letter

[ Curriculum Vitae

Ol op 214

O veteran's Preference

[ Resume

O Transcripts

[ Letter of Recommendation #1

[ Media File

O Portfolio

O Licensure

O certifications

[ Letter of Recommendation #2

[ Letter of Recommendation #3

I other Required Documents

[ List of References

[ syllabi

[ Samples of Scholarly Work/Research
[ Evidence of Teaching Experience/Evaluations
[ statement of Teaching Philosophy
[ statement of Research Interests
O Examples of Recent Publications

Submit Cancel

Page p



ViewingVet erandés Preference

Special consideration is given to qualified V
guarantee Veterans a job, nor do they give Ve
as promotion, transfer, reassignment, and reinstatement.

A If the total number of individuals interviewed for the position is six or fewer, the state
agency is required to interview at least one individual qualified for veteran's employment
preference.

A If the total number of individuals interviewed for the positismore than six, the state
agency is required to interview at least 20% of total applicants that qualify for veteran's
employment preference. (i.e. if you are interviewing 10 applicants at least 2 applicants
are required to have veteran's preference)

A If the applicant pool does not have any applicants whadssitify as eligible for
Veterands Preference, this interview requi

To view whether the appl i cantveroeeavedsSeaecd veter
and selec{Global) T All Applications w/ Vet Status and Reasons The applicants workflow

state and entrance reseason will displaynewthe applicant submits their application and

claims veterans' preference they are asked to attach their 21300

History Applicants Reports Rec for Hires

To add a new column to the search results, select the column from the drop down list

o

Posting w?é,rz
Last Name First Name Number Veteran Status ion Date State State E Reason
lamnot a August 03, 2016 at  Applicant Not Selected - “ o Act
B BN 20170026FAC fOCCC Y eteran. 0819 PM Email Once Filled Low Matibx core Actions v
-2~ l@amnota August 14, 2016 at  Applicant Not Selected - . A o
- I 20170026FAC rotected veteran. 02:55 PM Email Once Filled Low Matrix Score: ACHIONS. V.
o lam not a October 17, 2016 at Al SRR - S - " A .
I B 20170026FAC protected veteran. 06:00 PM Interviewed, Not Selected Other: : Low overall and interview matrix scores Actions v
_ 20170026FAC | am not a December 21,2016 Applicant Not Selected - Does Not Meet Required Qualification(s) - Other Job Requirement:: Does not meet minimum Actions <
_ protected veteran. at 06:08 PM Email Once Filled clinical experience =
- lamnot a December 26, 2016  Applicant Not Selected — = oy o s Actior
_ - 20170026FAC protected veteran. at 04:32 PM Email Once Filled Does Not Meet Required Qualification(s) - Education/Degree Actions v
lam not a February 20, 2017 at Applicant Not Selected -~ . . A
2 % 2 / Actic
_ _ 20170026FAC protected veteran. 11:48 AM Email Once Filled Does Not Meet Required Qualification(s) - Teaching/Administrative Experience: ns v

RECOMMENDATION LETTER REQUESTS

An automated mail will be sent out to the individuals the applicant has identifiereference.
Theemailwill includea link to a basic form and a place for them to upload documents. The
status of the applicantds recommendation | ett
view:
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1. Go to the list of applicants in the job posting section and click on the name of the applicant to
view references.
2. When viewing the tabs at the toptb€& applicationselect thdRecommendationsb.

Summary History

& Personal Edit

Personal Information

First Name _
Middle Name
Last Name -

3. Select the Recommendations Tab to view the names of the references and whether or not
they responded to your request.

Recommendations (4 of 4)
Date email was Indicates the Click Resend to
sent to reference. status of the request letters from the
Name s @ @ reference. reference provider.
Recommendations
Refeence F
I v -

4. If reference has been completedglclon the reference name to view
APPLICANTS STATES

Changing Applicant Status

After completing internal deliberations, the search committee will need to progress applicants
through the selection process by changing applicant stafisebange the status of one
applicant, click thepplicantd_ast Nameand you will be directed to the applicant review page.
On theApplicant Review page hover over thEake Action On Job Application buttonand

select the appropriate workflow action
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Summary History Applicants Reports Rec for Hires

To add a new column to the search results, select the column from the drop down list.

All applications

*All applications” (€}

Posting Workflow State
O Last Name First Name Documents Number (Int ) Application Date
O First Name Cover Letter, Curriculum Vitag 20170013FAC Under Review June 29, 2016 at 12:44 PM Actions v
O Last Name First Name Cover Letter, Curriculum Vitae 20170013FAC  Under Review  June 29, 2016 at 12:46 PM Actions v
O Last Name First Name Cover Letter, Curriculum Vitae 20170013FAC Under Review June 29, 2016 at 12:43 PM Actions w

Postings / ... / HP - Training - hiring proposal (Posted) / Applicant Review / First Name Last Name Under Review

|_ ' Take Action On Job Application v

Keep working on this Job
application

WORKFLOW ACTIONS
Job application: First Name Last Name (FaCLﬂg Withdraw Application (move to

Withdrawn)
Current Status: Under Review
Application form: Faculty Application Recommend for Interview (move
to Recommended by SCC for
To change the status of Interview)
Full name: First Name Last Name one applicant, hover over ARernate: Recommand for
Address: the Take Action On Job Interview (move to Alternate
Address1 . . Recommended by SCC for
Application button and |~ ' '
City, TX Zip Code l ¢ t]l . t erview)
Usemame: test444 sclec < app.mprla € Applicant Not Selected - Email
' workflow action. Once Position Filled (move to

Email: testd44a,
PR R zed.zed Applicant Not Selected - Email
Phone (Primary): 512-123-4567 Once Filled)
Phone (Secondary):
Position Type: Faculty
. Interviewed , Not Selected — Do
Department: St. David's School of

Not Send Email (move to
Nursing (50011504) \

Interviewed (move to Interviewad)

Interviewed, Not Selected)

Summary Recommendations (0 of 1) History Reports

@ Personal Information

Contact Information

Last Name Last Name
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Changing Multiple Applicant Statuses:Bulk i Move in Workflow

Moving a group ofapplicantsto a new workflow state

1. Select the button, chosdctive andUnder Reviewand ther.
This search to locate all applicants who reside in the Under Review state will need to be
done after every bulk move unall applicants are moved.

Summary History Applicants Reports Rec for Hires

To add a new column to the search results, select the column from the drop down list.

Saved Searches w Q, Hide Search Options v

Add Column: | 45 Cojumn v|

Active/inactive: Inactive

EE Sl Under Review
Mot Approved for Interview - Return to SCC
Recommended by SCC for Interview Y]

Workflow |5 s A

2. From the list of albpplicanton the posting, check the boxes associated with the
applicantsof interest.

3. From theActions menu, seledlove in Workflow and the diting Workflow States page
opens.

Summary History Applicants Reports Rec for Hires

To add a new column to the search results, select the column from the drop down list.

——

All applications x

"All applications* o Actions v
GENERAL

Posting Workflow State Review Screening
2 LastName  FirstName  Documents Numb ( ol A

Question Answers

(vl Last Name First Name Cover Letter, Curriculum Vitae 20170013FAC  Under Review  June 29, 2016: Download Screening v

Question Answers

) Last Name First Name Cover Letter, Curriculum Vitae 20170013FAC  Under Review  June 29, 2016 v
Export results
v Last Name First Name Cover Letter, Curriculum Vitae 20170013FAC  Under Review  June 29,2016 gy« v
Download Applications as
PDF
Create Document PDF per
Ie°p|eAdm|n Better Talent. Better Future. Copynight 2016 All Rights Reserved. Lastref Applicant
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4. Sekct the reason thaebt explains why you are moving tagplicantin the workflow.
All bulk moves must be moved to same state.

5. When you havenove all applicantdo the appropriate workflow stateelectSave
Changesto update

Change for all applicants (] Select a workflow state.. )
Applicant Current State New State Reason
First Name Last Name Under Review |Se|ect a workflow state... v|
First Name Last Name Under Review |5elect a workflow state... v|
First Name Last Name Under Review |Select a workflow state... v|
Save Ghangas

6. After completing the first bulk move, seletbe button, chose Active

and Under Review and th<. This search to locate all applicants who reside in

the Under Review state will need to be done after every bulk move until all applicants are
moved.

Note: All applicants must reside in the same stateomplete a bulk move.

Not Selected Statuses

Applicants who do not meet qualifications, or who are eliminated during the review process,
should be designatedemai iAppkiecant | edd. s¢head
Applicant Statis, the department will need to select the most appropriate reason-<for non

selection.

* Applicant Not selectede-mail once filled: Once the position is filled, ameil will be
automatically sent to the candidate notifying them that they were noteskfecthe position.

Departments/Schools are encouraged to dispense unqualified applicants throughout the selection
process. All norselected candidates must be dispensed once the hire is complete, including
individuals who were identified as alternates.

Change
forall | applicant Not Selected - Email Once Filled W
applicants

cation/Degree
lion/License

Area of Expertise

Published Research/Research Potential
- Teaching/Administrative Experience

- Other Job Requirement

Applicant State New State

Incomplete/Late Application
First Low Matrix Score

Mame Linder - - Other

Last Review Applicant Not Selected — Email Onca Fillad PIEESH SOMECL..

MName
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Alternate Status

You may indicate alternates for Campus Interview by utilizing the staliesnatei
Recommend Campus IntervieWhe reason code field listing the ranking order of alternates
must be selected in order by preference.

st Name Created bv: First Name Last

Alternate: Recommend for Interview (move
to Alternate Recommended by SCC for
Interview)

3 4567 Reason (required)
1
Schoolof = |-
Submit Cancel
B
:
ecommendations (0 of 1) History Reports

timn

RECOMMEND ED FOR INTERVIEW

The committee must be able to support its decision to interview each candidate selected. The
reasons an applicant was selected for an interview must be specific and relate to the qualifications
for the position. It is not acceptable tongly note generalizations such as "met screening

criteria", "best candidate" or "best fit". Th
provide a permanent record of committee discussions should the selection process be challenged.

Through a series of meetings and phone or Skype interview, as appropriate, the list of initial
applicants will be narrowed down to the top three or four candidates to be interviewed on
campus.

The committee may interview in one of two wdpe\/PPS 04.04.Q, Paragraph 7.03:
1. interview the top two, three, or more candidates; or
2. interview one candidate at a time, reaching a decision about whether to recommend
appointment after each interview. If this method is chosen, applicants must be ranked. A
dispositioncode must be marked describing the reason why an unaccepted candidate is
not selected or advanced to the next stage.

Skype/Phone Interviews

Typically committees conduct phone and/or skype interviews with their top candidates prior to
bringing candidatesn campus. Approval is not needed for phone/Skype interviews. All
candidates must be asked the same questions during this process.

Page [L2



Once the phone interviews are completed, the committee should bring in the candidates that best
fit the department needmétrix should support decision).

On Campus Interviews

Interview approvals are required to be in place before candidates can be scheduled for interview.
Prior to seeking interview approval, applicants must be moved to the appropriate state
(recommend for interview, etc.) by the search committee chair inethyglé®Admin system.

Once all applicants have been moved to the correct state, please submit the Outside Notification
Memorandum via email with matrix attached. The email notification for the recommendation for
interview needs to be routed as followsn@oittee Chairy Chair/DirectorA DeanA Equity

and Accesg, Associate ProvostThe email should only be sent to the next approdgproval

must be secured at each level before the Associate Provost will review and approved.

Recommended for On Campimerveiw Workflow:
Recommended by Search Committee Chair for Interview
Recommended by Chair/Director for Interview
Recommended by Dean for Interview

Recommended by Equity and Access for Interview
Interview Approved (Associate Provost)

agrwnE

AlternateRecommended for On Campus Intervéhorkflow:

Alternate Recommended by Search Committee Chair for Interview
Alternate Recommended by Chair/Director for Interview

Alternate Recommended by Dean for Interview

Alternate Recommended by Equity and Access farinew

Alternate Interview Approved (Associate Provost)

abrwnpE

Outside the System Notification Instructions

The email should include the following:

Department/School Name

Position Title

Job Posting Number

List of applicants Recommended for Interview andAlternates (ranked, if used)
Completed Hiring Matrix

arwnE

The Deans6 Office will f oFasdirmgOEA@statE.edd 0 Equi t

Outside Notification Memorandum Sample

To: Dr. Debbie ThorneAssociate Provost

Via: Dr. Gilda Garcia, Chief Diversity Officer and Director, Equity and Access
Via: Dean, College of

Via: Chair/Director, Department/Schoaf

From: Search Committee Chdbgpartment/School of

Subj: Recommendation for InterviéwPosting#201800##FAC
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The search committee in the Department/School of, chaired by (Search Committee Chair Name),
has recommended # applicant(s) for interview for our open position.

Recommended for Interview:
List of applicants with URL

Alternates Recommended for Interview:
List of applicants with URL

The hiring matrix is attached?lease contact me if any additional information is required.
RECOMMEND ED FOR HIRE

Hover over thd?ostingstab and seledtaculty from the menu. This takes you to thaculty
Postingslist screen where you can create new postings or manage existing postings. Locate the
posting open it to theApplicants tab, and select the applicant of interest

Home w Applicants Rec for Hires | My Profile Help

. you have O messages. Current Group: ‘seamh Committee Chair v| logout

Postings / Faculty

Faculty Postings

To add a new column to the search results, select the column from the drop down list.

Faculty Postings x

*Faculty Postings" (€3
Job Posting Active Workflow
Position Title Number Department Applications State
] HP - Training 20170012FAC  St. David's School of Mursing (50011504) 3 Posted Actions v
HP - Training - hiring proposal 20170013FAC  St. David's School of Nursing (50011504) 3 Posted Actions v
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Summary History Reports Rec for Hires

To add a new column to the search results, select the column from the drop down list.

All applications

s @

Worldorce Request  Worldiow State
m} Last Name: First Name Documents Number (intemal) Application Date

O Lyndi Cover Latter, Cumiculum Vitas 20170001FAG Under Review May 31, 2016 at 01:07 PM Actions v

O Test2 Test2 Cover Lettar, Cumiculum \Vitas 20170001FAC Under Review May 31, 2016 at 01:16 PM Actions v

To move the applicaratlong in the workflow, hover over tieake Action on Job Application
button and choose ttappropriateaction. o recommend a candidate for hire, Bearch
Committee Chair wildl updat e t ReomsmendferiHiree d cand
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