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[bookmark: _Toc6388300]Introduction


PeopleAdmin is the University of Arkansas at Little Rock’s online applicant tracking systems. Position descriptions are stored in Position Management. Departments are responsible for updating the position descriptions and creating the postings.  The Originator has access to all job descriptions within the department’s established ORG numbers.  The Originator can edit, update and maintain job descriptions for the designated ORG numbers. When a position description is new or has not been created in position management, the department may request HR to create or clone the new position.   
[bookmark: _Toc6388301]PeopleAdmin Login 
The originator user group is assigned to the user responsible for building the posting.  All users will log in at https://ualr.peopleadmin.com/hr.    The username and password are the same as your NetID login.  If you are unable to login, your account information may not be set up.   Please email “hr-recruitment@ualr.edu” if you have problems logging in or need assistance.
To access the position descriptions, the user will log on to https://ualr.peopleadmin.com/hr with the following username and password: · Username: Net ID
· Password: Password



User Login
[image: ]
Password Reset: Often the system will unlock after 15 minutes.  If that does not work and you need to reset your password, log-in to BOSS and change your NetID/LDAP password.  If you continue to have issues logging in, contact UA Little Rock’s IT Services at 501.916.3011.


Updating the Job Description

The information contained in the position description at the time a new job posting is created, will be transferred to create the posting.  Much of this information cannot be changed in the job posting itself.  So, if the position description is outdated our otherwise incorrect, you will have to cancel the job posting and start all over.  In order to move through the process as smoothly and quickly as possible, spend a little more time making sure the position description is correct before moving on to the job posting. 

Before creating a job posting, you want to make sure your position description is current and accurately reflects the requirements of the job.  NOTE: Information in PeopleAdmin is shared one way.  When a job posting is created, information is transferred from the position description; however, any changes you make in a job description do not transfer back to the position description. 
[image: C:\Users\mmwirges\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\I20QVDST\green-check-mark[1].jpg]
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NOTE: Existing position numbers should not be reused for reclassifications or department restructuring without Human Resources first making this update in the Banner system.  Also, never type over an existing Job Description. Contact HR to have a similar position cloned.


[image: ]Welcome Screen:  After logging in, select user group in upper right hand corner.  
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[image: ]Select “Positions” to view position descriptions.

[image: ]Confirm that you are logged in as Originator to update job description or to create a new posting.
If you need to switch your role to Originator, be sure to click the refresh arrow next to the drop down box.
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There are two position type - Faculty/Non Classified and Classified/Hourly.  
[image: ]Select the correct classification for your job posting from the Postings tab
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If the position is not found in the system, email hr-recruitment@ualr.edu or call Human Resources so a position description can be created.  DO NOT type over the information in one position to create another position.  Typing over the original information deletes the history of that position.  It is necessary to create a new position description to ensure all positions are retained in the system.  If you position number and/or title changes, you will need a new position description.

[image: ]Select the position description that you are updating by clicking on the title.  It may be easily found within the displayed list OR, for those who have numerous positions, you may opt to search for the position by using the search bar.




[image: ]Review the position description summary.  Click on the “blue” edit to make changes or update.
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Most fields will be pre-populated.  Enter any required information (red asterisk).   Minimum Entry Salary for classified positions should be $0.  Minimum Entry Salary for non-classified/faculty positions should be $24,000.

[image: ]Confirm the state title, position number and salary if non-classified position.  
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Most fields will be pre-populated.  Enter any required information (red asterisk).  Only classified salaries will be viewable to applicants.

[image: ]The position summary, job duties and responsibilities and knowledge, skill and abilities clearly states the essential job requirements required to perform a specific role.
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The physical demands are the essential functions of the position.  Essential job functions are the fundamental duties of a position: the things a person holding the job absolutely must be able to do. Essential job functions are used to determine the rights of an employee with a disability under the Americans with Disabilities Act (ADA).

[image: ]You can add to the physical demands list by putting a checkmark next to the demand.  
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The applicant documents are the documents that are requested from the applicant.  If a document is marked as “Required,” it must be included at time of application.  If a candidate uploads an incorrect document, their application will be considered incomplete and they cannot be considered for the position.  Please make sure any document you mark as required, you actually want/need at time of application.  
Tip: You may mark the document as “Optional” or “Not Used” in the Position Description and later change it to “Required” when you create the job posting.  BUT, you cannot mark the document as “Required” in the Position Description and change it to “Optional” or “Not Used” in the job posting

[image: ]

[image: ]Please review the summary after all changes have been made to job description to ensure that it describes the position. 




Review the Position Description for accuracy.  You may email hr-recruitment@ualr.edu if you have questions prior to creating the Job Posting.  When your Position Description is complete, you are ready to create a Job Posting.

[bookmark: _Toc6388309]Creating the Posting

Now that you have updated the position description, you are ready to create a job posting.  Remember, the position description is the master copy of that job and will always be used to create a posting.  Ensure that you are logged in as Originator and in the Applicant Tracking Module (blue banner).
[image: ]Select “Hire” for access to the applicant tracking module to create posting.


[image: ]Confirm that you are logged in as Originator to create a new posting.
If you need to switch your role to Originator, be sure to click the refresh arrow next to the drop down box.
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[image: ]Select the correct classification for your job posting from the Postings tab


[image: ]Select the orange, “Create New Posting” button.



[bookmark: _Toc6388311]Create from Position Description

[image: ]Select “Create from Position Description.”


[bookmark: _Toc6388312]Select the Position Description

[image: ]Select the Position Description that will be used for the posting by clicking on the title.


[bookmark: _Toc6388313]Review and Create Posting

[image: ]Review the Summary tab, which contains all the information from the position description.  If any changes are needed, you may need to go back to the original position description and make the changes there, before continuing with creating the new posting.  If the Summary is accurate, click on “Create Posting from this Position Description.”


[bookmark: _Toc6388314]Create New Posting

Classified Posting
[image: ]Ensure that “required information” is accurate and online application is “checked”. 
For Non-Classified postings, you will need to select accepted application form.
 Click on Create New Posting.  




Non-Classified Posting 
[image: ]
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Most fields will be pre-populated with contents from the position description.  Enter any required information (outlined in red) as well as open/close dates, advertisement info, etc.

[image: ]Go through each section by reviewing the information and completing any fields that are in red (required) and/or necessary for the posting.
Click “Next” to proceed through each section.  You can also jump between sections by clicking the hyperlinks in the left-hand menu – hit “Save” before moving through the left-hand menu.



Advertisement Sources
Placing advertisements announcements in appropriate publications or trade journals is an effective way to attract diverse and well-qualified applicants.  Department should select advertising sources that will reach a diverse pool of applicants.    

Classified positions are posted in the Arkansas Democrat Gazette in the format of “Title Only” at no cost to the hiring department.  If a department selects to post an advertisement in a different format, the department will need to compose and upload the announcement in the posting.  The hiring department will be back charged the cost of the announcement.
HR will cover the cost of the one (1) advertising source up to $1300 for Non-Classified positions. This amount cannot be used as a combined cost for two or move sources.   The hiring department will be back charged for additional postings. Quotes and can be provided when requested.

 [image: ]All open positions are posted on the UA Little Rock Website. 




[image: ]Additional publications can be listed in the “Special Advertising Instructions”.   
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Please ensure that the physical demands are accurate as related to the position description.  Essential job functions are the fundamental duties of a position: the things a person holding the job absolutely must be able to do. Essential job functions are used to determine the rights of an employee with a disability under the Americans with Disabilities Act (ADA).
[image: ]Ensure that the Physical Demands information is accurate.  This was pulled from the position description. 
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Supplemental questions are created from the required minimum qualifications.  The applicant's response to the supplemental questions determine whether the applicant meets the minimum qualifications and if the on-line application is automatically moved to Under Review in the system for further considered for the position.   
[image: ]Click on the orange, Add a Question button. A pop-up window will open. Search, by using key words, for the supplemental question(s) that matches the minimum qualifications for your position.  Add the question to the posting by adding a checkmark and click the “Submit” button.
You can filter questions by category using the drop down list.  The originator can create new questions.  However, HR will need to approve any new questions. 

[image: ]

[bookmark: _Toc6388318]Search Committee

If you will be using a search committee, you can search for their names here and add them as search committee members.  Please ensure that search committee members receive a copy of UA Little Rock Search Committee Guide.  

[image: ]

[bookmark: _Toc6388319]Ranking Criteria Questions

Similar to the supplemental questions, you can select which question(s) you would like to add and then click Submit.  If you will be using ranking criteria questions, they can be added by clicking on the orange, Add a Criterion button.  You can also select at which workflow state you want these questions used. 

[image: ]


[bookmark: _Toc6388320]Applicant Documents

This information will pre-populate from the position description.  You can update a document from “Not Used” or “Optional” to “Required.”
[image: ]

[bookmark: _Toc6388321]Posting Documents

The positing documents are the advertisement announcement or provisional position request form if the position is grant funded.  Click on “Upload New” from the Actions drop down to add the applicable documents
Only Non-Classified/Faculty positions require a posting document (Ad Announcement for external publications).

[image: ]
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If not using a guest user, click “Next.” Guest users will typically be external to campus (ex. community member). They will receive an email with the PeopleAdmin link and username/password.  Access will be limited to the posting and will automatically terminate when filled.  Guest user will only be able to view applications and relevant documents.  They will not be able to rank candidates or use other system features.

[image: ]
[bookmark: _Toc6388323]Summary

Review all information and make any necessary changes using the “Edit” link.
If you see any orange exclamation icons, information is missing from that section.
[bookmark: _Toc6388324]Approve Posting

When all the necessary information is complete, click on the Take Action on Posting button and select “Approved (move to Human Resources – Initial Review).”
[image: ]


[bookmark: _Toc6388325][bookmark: _GoBack]	Department of Human Resources - Recruitment Contacts

All questions regarding the PeopleAdmin system, the recruitment process and access to the system should be submitted to HR-Recruitment@ualr.edu.  However, if immediate assistance is required, the following Human Resources staff are available to assist:


Ophelia Dedner
Associate Director for Recruitment
 (ogdedner@ualr.edu)

Dara Goad
Assistant HR Manager Budget/Recruitment
 (dkgoad@ualr.edu) 

Valarie Abrams
Assistant HR Manager-Recruitment
(vaabrams@ualr.edu)
9 | Page
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