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KU

Welcome to the University of Kansas on-line recruitment system. The Department of Human Resources
and Equal Opportunity has implemented this system in order to automate many of the paper-driven
processes of the employment application process.

The University of Kansas

INTRODUCTION

These materials are provided to assist your understanding of this system. If you have any questions,
please call 785-864-3686.

As a Guest User you will use this system to:
1 Review postings
1 View applicant materials.

The system is designed to benefit you by facilitating:
1 Faster processing of employment applications
1 Easy, up-to-date access to information.

Guest User access is used by search committee members. Guest Users are only able to view the
applicants for the posting to which they are assigned, and are not permitted to take action on any of the
applicants. Guest user accounts are inactivated automatically by the system when an applicant is
selected for hire.

Before beginning a search, search committees should review the Guidelines for Successful
Recruiting. These gui delines address the University’'s pol
practices for recruitment.

See <http://www.hreo.ku.edu/policies procedures/category details/29>.

Your Web Browser

The system is designed to run in a web browser over the Internet and supports browser versions of
Internet Explorer 6.0 or above and Mozilla Firefox 5.0 or above. However, some of the older browser
versions are less powerful than newer versions, so the appearance of certain screens and printed
documents may be slightly askew. Please notify the system administrator of any significant issues
that arise.

The site also requires you to have Adobe Acrobat Reader version 8.0 or higher installed. This is a
free download available at www.Adobe.com.

It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site, or open a new browser window from your existing window. This may cause
unexpected results, including being logged out of the system. Please use the navigational buttons
within the site.

Security of Applicant Data

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
recommend that you log out of the system by clicking on the LOGOUT link located on the bottom left
side of your screen.

ADA Compliance - The PeopleAdmin Web site is compliant with Section 508.
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GETTING STARTED

To enter the system, type in the following URL: https://jobs.ku.edu/hr .

The “l ogin screen” for the system will appear

You will need to log in with the Guest User information provided by the search chair or hiring manager.

/3 Job Site - Microsoft Internet Explorer (=] x|

|J File Edit Wiew Favorites Tools  Help i
K N AS x| \ Department of
“ | | Human Resources and Equal Opportunity

Employment Opportunities

User Login

Please login to the system using your User Name and Password, If you do not have a User Name and
Password assigned, click Create User Account.

User Name:
Password:

‘ou are about to log in to & secure system. When
you are finished, please click Logout to ensure
that athers with access ko your computer cannot
wigw the information in the system,

[@oore T e

Tip: Please maximize this browser window by double clicking on the top bar, or by clicking the
Maximize button at the upper right hand corner of the window.
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VIEWING THE POSTING

After logging in, you will see a screen that looks similar to the one below.

Employment Opportunities KANSAS

Human Resources & Equal Opportunity

KU Online Employment Site

VIEW ACTIVE
VIEW PENDING

Hiring Manager User Guide
View | Downlosd

To view the details of the position, click on the "View" link below the Title. To sort, click on the arrow next to the column
title.

PEOPLEADMIN NEWS
AND UPDATES

o BROWSER
TROUBLESHOOTING

To create or change any student requisitions, please BE
SURE to click Change User Type under ADMIN and select
STUDENT HM

Active
1 Record
Position z::equrv Position Requisition Apps In v| Job A | b Posting
v/ Title u (Empl v/ Number A HNumber A Process gapf: gate U Department | U Status
Class)

SAMPLE Title  Undassified 0412156 2 05-06- 06-01- *Sample Training  Posted

View || View Professional 2009 2009 Department
ﬂ Summary Staff

To view the defails of a specific posting, including the position description and the applicants to that
posting, click on the word View below the vacancy #, which will bring you to a screen similar to the one on
the next page.
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Employment Opportunities IQJ KANSAS

Human Resources & Equal Opportunity

JOB POSTINGS

VIEW ACTIVE
VIEW PENDING

View Posting - SAMPLE Title
LOGOUT

» Welcome Guest User. You are logged in. Wednesday, May 6, 2009 ‘

o PEOPLEADMIN NEWS
AND UPDATES

BROWSER i i - ) i
TROUBLESHOOTING Applicants tails | Adwvertising Information
Active Applicants
2 Records
Date all /
Allen, Tim Cvrltr || Resume or History/ 05-06-2009 Received by
View Undlassified Curriculum Motes Department r
Application Vitze
Doe, Jane Curltr || Resumeor 0 History/ 05-06-2009 Received by
View Undlassified Curriculurm MNotes Department r
Application Vitae

The first tab labeled Applicants is a screen listing the applicants for this posting. In this example, there are
two active applicants.

NOTE: You may click through the other tabs at the top of the screen to view more details about the
posting, including positing details and notes/history.

From the screen shown above you may perform a number of tasks, including:

91 Sorting applications by different criteria
1 Viewing/Printing applications and documents

Each of these features is described in detail in the following pages.
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Sorting Applicants by Different Criteria

To sort applications by Name, Date Applied, etc., click the arrow next to the corresponding column
heading.

Advertising Information

ive Applicants

2 Records

Date all f

Allen, Tim Curltr || Besume ar

History/ 05-06-2009 Received by
View Undassified Curriculum Motes Department |—
Application Vitae
Doe, Jane Cvrltr || Resumeor 0O History/ 05-06-2009 Received by
= Unclassifie Curriculum MNotes Department |—
Application Vitae
Refresh View Multiple
Minimum Score: VIEW MULTIPLE APPLICATIONS I
Indude: W pctive Applicants VIEW MULTIPLE DOCUMENTS |
[ Inactive Applicants

Applications | documents will open in a new window, To print,
select File = Print after documents appear in that window,
REFRESH I Doouments may tske saversl minutes to load,

Active Applicants: Applicants who are under review.

Inactive Applicants: Applicants who are not qualified or have withdrawn their application
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The University of Kansas

Viewing and Printing Applications

To view and print a single application, click the link View Applicationunder t he applicant

from the Active Applicants screen (the screen shown on the previous page). After clicking on this link,
a screen similar to the one below will appear in a new browser window. It may take a few moments
for the information to load into the new window.

NOTE: Search materials and related information should remain confidential. This information should
only be shared as necessary to perform the functions needed to complete the search process.

Select File: Print from your browser’s menu to
bottom of the page for obtaining the applicant's signature, if necessary. Human Resources will obtain
an original signature on the application of the person ultimately selected.

This sample is from an Unclassified Professional Staff Application:

The University of Kansas

Application for Employment

DEPARTMENT OF HUMAN RESCIURCES AND EQUAL OPPCATUNITY
l 1246 W, CAMPUS ROAD * 101 CARRUTH - O'LEARY HALL ¥ LAWRENCE, K5 * 66045-NEDS

Requisition Number: Job Title:
0412156 SAMPLE Title

Personal Information

Last Name: First Name: Widdle Name: List any other name(s) under which records may
Allen Tim be obtained:
LocallCurrent Address:  |Local/Current City/ Local/Current State: LecallCurrent Zip/ Postal |Local/Current Country:
1246 W. Campus Rd Province: KS Code:
Lawrence 6045
Permanent Address: Permanent City/ Permanent State: Permanent Zip/ Postal Permanent Country:
Province: Code:
Daytime Phone: Home Phone: Alternate Phone: Email Address:
755-864-T415 Zi@z.com
KUID, if available (Student ID, Employee 1D, etc. Thiz | Are vou legally authorized to work in | Are you prevented from law fully
iz not your Social Security Number) the United States? being employed becauze of viza or
Yes immigration status?

Have you ever been dizgmiz=ed or azked to rezign  |If yes, pleaze explain:
from a pogition? Do not include layoff or reductions | ya
in workforce:

No

Have you ever been employed by KU or the State  |If yes, please list location(z) and approximate dates:
of Kanzas? MA

To close the window, click the Close Window link, or click the X in the upper right-hand corner of the
window (this will NOT log you out of the system — it will simply return you to the list of applicants on the
View Position screen). NOT E : I f you do not close this screen
application or resume, the system will load the new application or resume in the same window.

To view a single resume or cover letter (if attached), click the corresponding link in the Documents column.
In order to preserve the integrity of the original formatting, the document will open in PDF format, which
requires the free Adobe Reader software. If this software is not installed on your machine, please contact
HR and they can assist you in downloading this program from the web.
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HUMAN RESOURCES
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The University of Kansas

To view and print multiple applications at the same time, perform the following steps:

1. Check the All/None box for each applicant you want to print (see the screen shot below). This box
is always the last box on the right-hand side of the page.

2. Click the View Multiple Applications button.
3. Click the View Multiple Documents button to view multiple resumes and cover letters at the
same time.
Applicants Advert Information orting Documents
Active Applicants
2 Records

Allen, Tim CvrLltr || Resumeor O History/ 05-06-2009 Received by
View Undassified Curriculum Motes Department
Application Vitae
Doe, Jane Cvrltr || Resumeor O History/ 05-06-2009 Received by
View Undassified Curriculum Motes Department
Application Vitae
Refresh View Multiple
Minimum Score: VIEW MULTIPLE APPLICATIONS I

Include: W  Active Applicants VIEW MULTIPLE DOCUMENTS |

[ Inactive Applicants
Applications | decuments will open in & new window, To print,
select File = Print after documents appear in that window,

Documents may tzke several minutes to load,

REFRESH I

After clicking the View Multiple Applications button, a new window will appear (it may take several
moments to load). This window contains all the applicant information you selected to print. Select File >
Printfr om your browser’s menu to print the application.

TIP: In some browsers, including Netscape 6, you may find that your printout of multiple applications may
not separate different applications onto separate pages. The solution is to perform the following:

Click the name of the first applicant you wish to print.

When the new window pops up, go to File, and select Print. Leave the pop-up window open.
Return to the main window and click the name of the next applicant you wish to print.

The pop-up window will refresh with the new applicant's data. The pop-up window may be below
the main browser window.

1 Select File>Print. Repeat for additional applicants.

=A =4 =4 -9
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Viewing and Printing Reports

To view and print a list of applicants, click her\

View Posting - >AMPFPLE litle

Applicants f Information
Active Applicants
2 Records
Date All ,."
nm o Applied m
Allen, Tim CvrLir || Resume or History/ 05-06-2009 Received by
View Undassified Curriculum Motes Department r
Application Vitae
Doe, Jane Cvrlir || Resumeor 0O History/ 05-06-2009 Received by
View Undassified Curriculum MNotes Department r
Application Vitae

A new window pops up similar to the one below. You may print the list. Go to File, and select Print. Close
the pop up window by clicking on the X in the upper right hand corner.
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HUMAN RESOURCES
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The University of Kansas

|g, ikkps: fikrainingl 37, peopleadmin, comfuserfiles)ispishared /reports/Repor

J File Edit “iew Faworites Tools Help
J GDI:JSIE“G" | @0 +@ G By - » i) Settin
w e - B - odeh - [GhPage - G Toos - @ K& K

Applicant List

< Posting Information

Position Tite SAMPLE Title
Requisition Mumber 0412156
Report Run Date ay 6 2009 1:09PM

Hame  Date Applied Current Status Manager Interviewed Fnalist Offered Hot Hired

Review Job Reason
Allen, May 6 2009 Received by i M M M
Tim 12:28FM Department
Doe, May 6 2009 Received by Y M M M
Jane 12:31FM Department
Exit Posting
......... s T L gy e e e et e e
'u"ew Undasmﬁed Curriculum Motes Department —
Application Vitae
Doe, Jane Cwrltr || Resumeor 0O Histor 05-05-2009 Received by
View Unclassified Curriculum Motes Department —
Application Vitae
View Huluple
Minimum Score: I WVIEW MULTIPLE APPLICATIONS I
Indude: v Active Applicants VIEW MULTIPLE DOCUMENTS |

I 1nactive Applicants
Applications | doouments will open in & rew window. To print,

in that windowr.
REFRESH | Exit the posting by clicking here. R
CONTINUE TO NEXT PAGE => I
( RETURN TO SEARCH RESULTS I VIEW POSTING SUMMARY =2 I
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LOGGING OUT

To ensure the security of the data provided by applicants to The University of Kansas, the system will
automatically log you out after 60 minutes if it detects no activity. However, anytime you leave your

computer we recommend that you log out of the system by clicking on the LOGOUT link located on the
bottom left side of your screen.

Employment Opportunities
HumaFr)'u stources & E}zfal Opport KANSAS

JOB POSTINGS
VIEW ACTIVE . .
View Active

To view the details of the position, click on the "View" link below the Title. To sort, click on the arrow next to the column
title.

To create or change any student requisitions, please BE
SURE to click Change User Type under ADMIN and select
STUDENT HM

PEOPLEADMIN NEWS
AND UPDATES

BROWSER
TROUBLESHOOTING

Active

1 Record

Position z:tegurv Position Requisition Apps In | Job n I b Posting
v Title v (Empl v Number A Number A Process gapfn e U Department | U Status

e Date
Class)

SAMPLE Title  Unclassified 0412156 2 05-06- 06-01- *Sample Training  Posted
View || view Professional 2009 2009 Department

Summary Staff
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