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INTRODUCTION 
 
Welcome to the University of Kansas Online Position Description and Recruitment Process System.  The 
Department of Human Resources And Equal Opportunity (HR/EO) has implemented this system in order 
to automate many of the paper-driven aspects of the position description and the recruitment/employment 
application process. 
 
In addition to this navigation guide, see the PeopleAdmin Userôs Guide for detailed instructions about 
process. Before beginning a search, search committees should review the Guidelines for Successful 
Recruiting. These guidelines address the Universityôs policies, responsibilities and recommended 
practices for recruitment.   
 
See <http://www.hreo.ku.edu/policies_procedures/category_details/29>. 
 
You will use this system to: 

¶ Create and submit Position Descriptions to Administrative/Special Reviewer and HR/EO 

¶ Create and submit Requisitions to Administrative/Special Reviewer and HR/EO 

¶ View Applicants to your Requisitions 

¶ Notify HR/EO of your decisions regarding the status of each applicant 
 
The system is designed to benefit you by facilitating: 

¶ Faster processing of employment information 

¶ Up-to-date access to information regarding all of your Position Descriptions and Requisitions 

¶ More detailed screening of Applicantsô qualifications ï before they reach the interview stage   
 
The HR/EO department has provided these training materials to assist with your understanding and use 
of this system.   
 

ADA Compliance - The PeopleAdmin Web site is compliant with Section 508. 
 
Your Web Browser 
The Position Description And Recruitment Process System is designed to run in a web browser over the 
Internet.  The system supports browser versions of Internet Explorer 6.0 or above and Mozilla Firefox 5.0.  
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 loss of data or being logged out of the system. Please use the navigational buttons within the 
site. 
 
The site is best viewed in Internet Explorer 6.0 and above.  
 
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 strongly 
recommend that you save any work in progress and Logout of the system by clicking on the Logout link 
located on the bottom left side of your screen. 

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 ñlogin screenò for the system will appear and should be similar to the screen below. 
 
 

 
 
 
Before you may enter the site for the first time, you must create your own account by clicking on the 
óCreate User Accountô link on the left side of the screen.   
 
You may have one or more of the following user types assigned to your access, depending upon your 
role. If you have multiple user types, please refer to the instructions on the Changing User Types page.  
See also System Definitions and User Roles included as an appendix to this guide. 
 

¶ Hiring Manager 

¶ Administrative Reviewer  

¶ Special Reviewer 

¶ Student Hiring Manager   

https://jobs.ku.edu/hr
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After clicking on the óCreate User Accountô link, a screen similar to the one below appears. 

 

 
 
 
Enter a user name and password, along with the rest of the requested information.   
 
 
 
 
 
 
 
 
You will need your user name and password each time you log in to the system. 
 
After completing this form, click Continue, and you will be asked to review your information.  After you 
have reviewed it, click Submit.  Your request will then be sent to the Department of Human Resources 
and Equal Opportunity (HR/EO) for approval.  You will receive an email notification confirming your 
account. 
 
Log in to the system using your user name and password.   https://jobs.ku.edu/hr 
 
 

NOTE:  If you requested multiple user types, you may need to change your default 
view by changing user types.  See the next page for instructions. 

 
If possible, use your first initial plus last name for the user id.   
 
Example:  Jsamuelson          
 

https://jobs.ku.edu/hr
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Changing User Types 
 
Hiring Managers will be assigned user types for 1) ALL staff requisitions AND 2) student hourly/work 
study requisitions.   It is extremely important that the correct user type be selected prior to any 
transaction.  Views and options vary greatly between the user types.   

 
Follow the numbered steps below to change the user type: 

 
 

 
 

Verify that the user type has been changed by looking at the top of the page.  (See step 1. above.) 

2. Click on 
CHANGE 
USER TYPE. 

3.  Click on button 
next to user type to 
be selected. 

4. Click on 

CHANGE GROUP. 

1.  Your current group will be 
listed at the top of the page. 
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POSITION DESCRIPTIONS 
 

With the implementation of the new position description system, key information was pre-
populated for all regular and temporary, non-student position descriptions from HRSA and 
the PeopleAdmin systems.  This includes basic information such as position number, title, 
FLSA status, etc. from HRSA and the job duties, required qualifications and preferred 
qualifications from the PeopleAdmin system.   
 
Before beginning a search, an approved position description must be in the new system.   
If you are using an existing position and the position description was approved prior to this 
implementation you need to review and modify it to ensure all items are accurate.  Position 
details will automatically feed over from the position description to the requisition used to 
post the vacancy.   
 

 
 
Select the óStart Actionô link under the POSITION DESCRIPTIONS section of the navigation bar.  It is 
circled in the example below. 
                            
Start Action is used to create new or update existing position descriptions.   
 
 

Creating a Position Description 
 
To create a position description for the first time, click on the óStart Actionô link under Create Position 
Description. 
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Entering Position Description Information 
 
If you are creating a new position, click on the Start Action Link of Create Position Description.  Once 
here you can search for a job title that you want to use or a specific job title that has also been designated 
by HR as a ñBenchmark PDò.  These can be useful examples to use when creating your new position 
description.   
 
 

 
 
When you initiate this start action, you will be in the óProposed Job Titleô tab.   
 
You can select a specific job title from the Universityôs official job title list and use it to create a position 
description.    

These content tabs are unique to the Create 
Position Description start action. 
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Once you select a óJob Titleô from the drop down menu, the following screen allows you to review the 
summary information for that job title. 
 

 
  
Click on the óSelect and Continueô link if this is the title you want, or click on the óView Summary link to 
see applicable position identification information that is pre-populated for this job title.   
 
After you óSelect and Continueô, the following page is displayed showing the Proposed Job Title 
information that you have selected.   
 
If you óSelect and Continueô after viewing the proposed job title information displayed and it becomes 
obvious that this is not the information you wanted, you can click on óChange Titleô link at bottom of 
screen and start your Job Title selection over. 
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Although you may select the title you feel is most appropriate and see the identification information tied to 
the Job Title, this may be subject to change based on the review of your request by HR/EO. 
 
After you have selected your óProposed Job Titleô the system allows you to copy another position from 
within your department that is very similar.  Or you can copy a position description from our Benchmark 
Department Library.   
 
To copy from another position description, click on the óCopy Positionô tab and continue with the steps 
below. 
 

 
 
 
 
 1. Choose the 

Job Title that 
you want to 
copy OR 

2. Choose the Benchmark 
Department  Number of 
9999999 to see the Job 
Titles in our Benchmark 
Library 

3.  Click on Search. 
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The following screen appears with information displayed based on the criteria you have selected.  Click 
on the óSelect and Continueô link and the position details will populate with the data from the position 
description you chose.   
 
 

 
 
 
 
The information on the óPosition Detailsô tab page should not remain identical to the one you copy, so 
youôll need to edit it carefully to define the attributes of your new position. 
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Modifying An Existing Position Description 
 
To modify an existing position description, select the Start Action Link of Modify Existing Position 
Description.   Enter the position number of the one you are modifying.  Click on the Search link.  
 
In the following example, the óModify Existing Position Descriptionô Start Action was selected. 
 

 
 
 
 

 
 
 
Information from the current PeopleAdmin and HRSA systems is stored in the position description 
templates.   
 
When you click on the Start Action Link, you will see the following screen. 

Enter the eight (8) digit 
position number for the 
position that you want to 
modify. 

Click the Start Action link to 
make your modifications. 
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The screen opens to the óCurrent Job Descriptionô tab.  This tab displays the current incumbent name, 
Title Details (Job Title Summary information), Position Details and Requirements that are currently in the 
PeopleAdmin and HRSA systems for the position. 
 
The next tab entitled Proposed Job Title allows you to propose a new job title for the position.  But if you 
simply want to update/modify the existing position description without proposing a new title, click the link 
on the bottom of the page, óContinue to Next Pageô.   
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The Proposed Job Title tab looks similar to this. 
 

 
 
 
Click on the óChange Titleô link at the bottom of the screen (circled above) to open a new window where 
you will choose a new title.  Use this feature if you want to propose a new job title, request an in-band or 
between-band title change for USS titles, or for possible promotions.   
 
If you óSelect and Continueô after viewing the proposed job title information displayed and it becomes 
obvious that this is not the information you wanted, you can click on óChange Titleô link at bottom of 
screen and start your Job Title selection over. 
 
Although you may select the title you feel is most appropriate and see the identification information tied to 
the Job Title, this may be subject to change based on the review of your request by HR/EO. 
  








































































































