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INTRODUCTION 

 

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.  

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:  

¶ Review postings  

¶ .  
 
The system is designed to benefit you by facilitating:  

¶ Faster processing of employment applications  

¶ 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 guidelines address the University’s policies, responsibilities and recommended 
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. 

http://www.hreo.ku.edu/policies_procedures/category_details/29
http://www.adobe.com/
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GETTING STARTED 
 
To enter the system, type in the following URL:  https://jobs.ku.edu/hr . 
 
The “login screen” for the system will appear and should be similar to the screen below. 
 

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

 

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.  

https://jobs.ku.edu/hr
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VIEWING THE POSTING 

 

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

 

To view the details 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.  

 
 
 
 
 
 
 
 
 
 
 
 



 

Department of Human Resources & Equal Opportunity 

1246 W. Campus Rd, Room 101   |   Lawrence, KS 66045-7521   |   (785) 864-4946   |   employ@ku.edu   |   www.hreo.ku.edu  

8/2011   |   Page 5 of 12 

 

 
 

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:  

 
¶ Sorting applications by different criteria  

¶ 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.  

 

 

Active Applicants: Applicants who are under review. 

Inactive Applicants: Applicants who are not qualified or have withdrawn their application. 
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Viewing and Printing Applications 
 

To view and print a single application, click the link View Application under the applicant’s name 
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 print the application. There is a signature line at the 
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: 

 

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).   NOTE: If you do not close this screen and attempt to open another applicant’s 

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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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.  
 

 

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 > 

Print from 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. 

¶ Select File>Print. Repeat for additional applicants.  
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Viewing and Printing Reports 
 

To view and print a list of applicants, click here. 
 

 

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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Exit Posting 

 

Exit the posting by clicking here.   
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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.  

 

 


