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To the On - line Job Description &

Requisition (PeopleAdmin) System 

Training

employment.unl.edu/hr

To continue please 

click the ñNextò button
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Quick Access Menu

To view the entire  training click the       button below. To quickly

access a specific section, click the ñGo Toò button next to

the subject you wish to review.

Ä Applicant History (Slide 75)

Ä Applicant Status Information (Slides 62 -65)

Ä Approver Email Notification (Slide 5)

Ä Checking the Status of the Job Description (Slides 35 & 36)

Ä Data Transfer to SAP (Limited Depts.) (Slides 80 & 81)

Ä Error Message (Slide 21)

Ä Job Description/Creating (Staff Positions Only) (Slides 16 -33)

Ä Job Description KSAôs (Slides 29 & 30)
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Quick Access Menu

Ä Filling Multiple Positions/Reqs From One Search
(Slides 72 & 73)

Ä Finalizing a Search (Slide 78)

Ä Flow Chart (Signature Approval) Scenarios (Slides 9 -11)

Ä Guest User Accounts (Slides 55 & 56)

Ä History of Requisition/Search (Slide 79)

Ä Multiple Dept. Funded Positions (Slides 19 & 50)

Ä Not Hired Email (Slide 71)

Ä Post Hire Details (Slide 77)

Ä Requisition/Creating Faculty (Slides 39 & 40, 41 -57)

Ä Requisition/Creating From Position (Staff) 
(Slides 37 & 38 41 -57)
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Quick Access Menu

Ä Requisition Status Column/Explanation (Slide 57)

Ä Saving Your Work (Slide 20)

Ä Search Committee Information/Entering (Slides 52 -54)

Ä Short List (Slides 66 -68)

Ä User Accounts/Creating or Logging In (Slides 6 & 7)

Ä User Types/Changing (Slides 13 -15)

Ä User Types/Differences in Access Level (Slide 8)

Ä Viewing Multiple Applicants/Documents (Slide 59)

Ä Welcome Screen in PeopleAdmin (Slide 12)
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E-mail Notification

The subject line contains the type of 

document that is needing approvalïJob 

Description or Requisition.

The salutation contains the user type (role) needed to 

approve the Job Description or Requisition (i.e. Hiring 

Manager, Dept. Head/Chair, Dean/Director, etc.) 

ñApprovingò the Job Description or 

Requisition is accomplished by sending it 

on to the next appropriate approver level. 

The e-mail notification(s) contains ñcluesò 

to help the user determine what action is 

needed and what to look for after ñlogging 

inò.
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Creating User Account
or Logging In

After the account has been 

approved, enter the system by 

logging in.

Type your password.

Click.

First time users need to create 

an account in the system by 

clicking this link. 

Type your User Name.
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Creating an Account ð
Completing the Form

Select only those departments with which 

you will be affiliated. Your User Type(s) 

will be determined by Human Resources 

based upon your responses to the 

questions in the account application.

Click ñSubmitò at the 

bottom of the page.

You will receive an e-mail 

when your account has 

been approved.
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Ä It is important to note that these User Types are not official 
University titles, but only a name for a level of approver access.

Ä Dept. Staff:  Enables user to create Job Descriptions & Requisitions 
and to view all Job Descriptions & Requisitions in their assigned 
department(s). 

Ä Hiring Manager:  Enables user to create Job Description & 
Requisitions; can view only those to which their name has been 
ñselectedò in the Hiring Manager field.

Ä Dept. Head/Chair:  In between approver level. Not used by all 
depts., can be ñskippedò over. 

Ä Dean/Director:  Requisitions must pass through this approver level. 

Ä IANR Asst VC:  Approver level used only by IANR depts.

Ä Vice Chancellor:  Approver level for depts. that require VC approval 
before submitting to HR. 

Ä SAP User:  Used to activate data transfer from PeopleAdmin to SAP.

Ä Each dept. has itôs own unique approval routing. Contact HR with 
any questions.
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User Type ð
Explanation of Access Level
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Examples of Faculty Approval 
Routing/Workflow/Signature Process
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IANR M/P or O/S Approval 
Routing/Workflow/Signature Process
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IANR Managerial/Professional or Office/Service: 
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Non IANR M/P or O/S Approval 
Routing/Workflow/Signature Process
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If there are any questions regarding 

the workflow of any department, 

please call Human Resources at 472-

3101 with any questions. 
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Welcome Screen

The Welcome line also 

identifies the current 

user type (role).

If the current user type (role) does not 

match the salutation on the email 

notification, click ñChange User Type.

Regardless of  User Type, 

this will always say Hiring 

Manager Site.

Upon logging in, the Welcome Screen 

appears. The information in the 

ñWelcome ñ line should match the 

information in the e-mail notification. 
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Changing Your 
User Type (Role)

Based upon the e-mail 

salutation, choose the 

correct user type.

Click.


