Nebraska

Lincoln

Welcome

To the On -line Job Description &
Requisition (PeopleAdmin) System
Training

employment.unl.edu/hr

To continue please
click the Next o but
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Nebraska

Lincoln  Quick Access Menu

To view the entire training click the bu below. To quickly
access a specific section, click the
the subject you wish to review.

Applicant History  (slide 75)

Applicant Status Information (Slides 62 -65)
Approver Email Notification (Slide 5)
Checking the Status of the Job Description (Slides 35 & 36)

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

Error Message (slide 21)

Job Description/Creating (Staff Positions Only)  (Slides 16 -33)
Job Descri ptsideong30K SAO S
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Nebraska

Lincoln  Quick Access Menu

A Filling Multiple Positions/Reqgs From One Search
(Slides 72 & 73)

A Finalizing a Search  (slide 78)

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

A Guest User Accounts  (Slides 55 & 56)

A History of Requisition/Search (Slide 79)

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

A Not Hired Email  (slide 71)

A Post Hire Details (slide 77)

A Requisition/Creating Faculty  (Slides39& 40,41 -57)

A Requisition/Creating From Position (Staff)

(Slides 37 & 3841 -57)
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Nebraska

Lincoln  Quick Access Menu

Requisition Status Column/Explanation (Slide 57)
Saving Your Work  (Slide 20)

Search Committee Information/Entering (Slides 52 -54)
Short List (Slides 66 -68)

User Accounts/Creating or Logging In (Slides 6 & 7)
User Types/Changing  (Slides 13 -15)

User Types/Differences in Access Level (Slide 8)
Viewing Multiple Applicants/Documents (Slide 59)
Welcome Screen in PeopleAdmin (Slide 12)
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Nebraska

E- mail Notification

Lincoln
EThee-mai I noti ficatio
71 to help the user determine what action is
Ineeded and what to
1ino.

iz Motes

Tpeospbje%lt I,m qé)rl\talnﬁ tpe ty,
document that?s needing apprg)eg IV Job
Description or Requisition.
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UNIVERSITY §OF _
Nebras Creating User Account

Lincoln  or Logging In

3 Job Site - Microsoft Internet Explorer

1 First time users need to create
an account in the system by

File Edit Wew Faworites Tools Help

Q@ . © M B & | L ¥ @ 1 SN

Back Stop Refresh Home Search  Favorites  History Mail Frint

clicking this link.

Address |[&] https: ffemployment.unl.edufuserflesfjspfshared/frameset/Frameset. jsprime= 11604088 v | 5

Nebraska Employment at

Lincoln . : . After the account has been
An Equal Opportunjf mative Action Employer

o — | approved, enter the system by
‘ CREATE USER User Login |ogg|ng in_

ACCOUNT

Please login to the systern using vour User MName and Password, If yvou do not have

Type your User Name.

a User MName and Password assigned, click Create User Account. I

User

Name: I
password: | Type your password.

LOGIMN

Yol are about to log in to a secure CI|Ck
system. When you are finished, please .
Y ki P — ;

click Logout to ensure that others with
access oo your compuber cannot wisw
the informaton in the system.

2 & Internet
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Nebiask

Lincoln

Creating an Account
Completing the Form

0

3 Job Site - Microsoft Internet Explorer

M=

File Edit wiew Favorites Tools Help
Q . © =] 2 a PO <
Back Stop Refrash Home Search  Faworites  Hist]

Address €] htps:/femployment.unl. edu/userflesfisp/shared/frameset/Frameset. jspriime=

WCectil-Wl Fmployment at UNL

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.

Lincoln
An Equal Opportunity / Affirmative Action Employer

Tite

USERS

CREATE USER
ACCOUNT

Fhone Mumkber

(I XXX XXX NN
* Ermail

Crepartment

13 Click on the name of your

* department and click the top
arrowy (=1 to select - please only
select your own departrment(s).
23 Selected departrnent(s)
appear in the right hand bo,

What roles) do you perform
* 0 the hiring process? (Check
all that apply.)

User Status

Mot Selected

Selected /

Certral Adrninistration -~
Uszer List

Acadernic Affairs-50000058 ——
- &&S Adwising Center-110
- ARS General-1103

- Academic Senate-1103

- Actuarial Science-102z2

- Advertizing-1035

Mot Assigney

A
ALY Al Y
¥

Check Al Clear Al

Do woll prepare requisiions?

Do you hire employees?

Do wou authorize hiring at a department/unit level?
Do ywou authorize hiring at a College/Dean level?
Do ywou authorize hiring at a vice Chancellor level?
Do wou serve as a search committee chair?

oooOoon

L3

Click ASub
bottom of the page.

2 & Internet

You will receive an e-mail
when your account has

been approved.
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Nebwfﬁgl%a User Type 0

Lincoln  Explanation of Access Level

A Itis important to note that these User Types are not official
University titles, but only a name for a level of approver access.

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

A Hiring Manager: Enables user to create Job Description &
Requisitions; can view only those to which their name has been

Afselectedod in the Hiring Manager field.
A Dept. Head/Chair: In between approver level. Not used by all
depts., can be nAskippedo over.

A Dean/Director: Requisitions must pass through this approver level.
A IANR Asst VC: Approver level used only by IANR depts.

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

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

A Each dept. has i1itos own unique approval
any questions.

: (] () ()




UNIVERSITY JOF
NebraSka Examples of Faculty Approval
Lincoln  Routing/Workflow/Signature Process

IANR Faculty/Academic/Administrative:

. Dept. IANR Vice
Dept :><: H'\l/?ng Head/ <: Asst :><:Chan-:> EAD :>|F:ZSI\IIGRJ
Staff gr : pirecto VC cellor

. Dept. IANR Vice | |
Hiring Dean/ <: $ = :> Posted
OR Mgr Hac_i/ Directo A\\/scs:,t Chan EAD IANR

Academic Affairs Faculty/Academic/Administrative:

e Lm0 O
Staff Mgr . irecto aculty
ox “J;Mﬁfﬁéf e Cn O 0 o Feed
on. [penlas b, cloemy (ocian by eso i
o Hamobsy (e chan Do exo e

cellor
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Nebwﬁgﬁa IANR M/P or O/S Approval

Lincoln

Routing/Workflow/Signature Process

IANR Managerial/Professional or Office/Service:

Dept.
Staff

-

Hiring
Mgr

Hiring
Mgr

OR

Dept.
' Head/

Dept.
Head/
- Directo

Dean/
Directo

IANR
Asst

Vice

Chan-
cellor

NE

Vice
Chan-
cellor

Initial
HR

o

dH 01
Iwgng

B

|Posted

S

HR

Initial :> Final
HM

Submi
:> To HR::>IPostedl
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UNIVERSITY JOF
NebraSka Non IANR M/P or O/S Approval
Lincoln  Routing/Workflow/Signature Process

Example One:

= Dept. Vice =
Dept. ::><:: Hiring Dean/ % Initial :> Final ubmi
Staff Mgr Head/ Directo Chan i o o Hr— FPosted

cellor

= Dept. Vice = :
Hiring Dean/ f‘><: Initial $ Flnal Submi
OR | gr Head!/ Chan s T TO ML osted

cellor

Example Sect Deari Vice ial Final b
Two: ept. ean % Initia $‘ ina u m|
== o HR V| HM Posted
cellor
Hiring Dean/ Initial Final :> Submi
SR Mgr <:||;||:> HM 7 |To HR::>IPOStedI
Example — — _ _
Three: Dept. :><: lelngl:'\V Dean/ Initial :> Final 21 hmi
Staff Mgr irecto HR HM 1 If there are any questions regarding

the workflow of any department,

Hiring Dean/ Initial Final Submi please call Human Resources at 472-
* >
Mgr Directol $ HM To HR 3101 with any questions.

u ----




Nebraska

Lincoln

Welcome Screen

Fle E

Upon logging in, the Welcome Screen

Regardless of User Type,

appears. The information in the a” B = this will always say Hiring
=k iWel come A | ine shjousl dmmat off\adfadeesite.
~dores) information in the e-mail notification.
s Fmployment at UNL
An Equal Opportunity / Affirmative Action E

e pCTSTINGS » YWelcome Hiring Manager Sample. You are logged in. - / d The Welcome Iine aISO

3 Your Current Group: Hiring Managers. N Monday , October 4 |dent|f|es the current

- — - user type (role).
O Hiring Mg?)(» ype (role)

RO
RO PR [}
RO PO (]
JOB DESCRIPTIONS

wiew f Download

Hiring Manager's Guide

Hiring Manager's PowerPoint
wiew f Download

i To view the position details, click on the "Wiew" link below the Title. To sort by any column, click on the
[} '
ENDING ACTIG arrow next to the column title,
2 PO [} 1
ADMIN Active
0 — If the current user type (role) does not
RD ecords ) .
: — ston.  posiion "PP%  _Job b match the salutation on the email
Position T'“‘“‘Mﬂ oren =0 | notification,c | i ck A Change
Technology
ZUppE Speds ot 040033 0222~ Open Human Closed 0/5
(Sample) e Get Reports List 2993 1 2005  UntiFlled  Resources Cancel 3
&] Done 8 @ nterret

S €



Neﬁlﬁgl%a Changing Your

Lincoln  User Type (Role)

Based upon the e-mail
salutation, choose the
correct user type.

Click.
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