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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/EQO) 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, seethePe o p |l e Ad mi n  Wos detailecsinst@ictiond about

process. Before beginning a search, search committees should review the Guidelines for Successful

Recruiting. These gui delines address the Universityobs policie
practices for recruitment.

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

You will use this system to:

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

1 View Applicants to your Requisitions

1 Notify HR/EO of your decisions regarding the status of each applicant

The system is designed to benefit you by facilitating:

1 Faster processing of employment information

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

T Moredetail ed screeni ng ofi bafgrethey reammtiesnterviewseagei f i cati ons

The HR/EO department has provided these training materials to assist with your understanding and use
of this system.

ADA Compliance- The PeopleAdmin Web sitecismpliant 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.
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To enter the system, type in the following URL: https://jobs.ku.edu/hr .

The fAl ogin screendo for the system wild/l appear and shou

2 Job site - Microsoft Internet Explorer IS
H File Edt Miew Favorites Tools Help ﬁ

The University of

KAN SAS m| [ Department of
“ iU Human Resources and Equal Opportuniry

Employment Opporruniries

USERS

User Login

Please login to the systern using your User Narme 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 ko a secure system, When
wou are finished, please click Logout ta ensure
that athers with access to your computer cannot
wiew the information in the system,

@oene FTrT e

Before you may enter the site for the first time, you must create your own account by clicking on the
0Cr eat e Us elink oA thelaft sidetofthe 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

E N EE ]
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After clickingonthe 6 Cr e at e Us elink, dAscreea similar o the one below appears.

/23 Job Site - Microsoft Internet Explorer _ & x|

“ File Edt View Favorites Tools Help ﬁ

The University of

KAN SAS Department of
Human Resources and Equal Opportunity

Employment Opportunities

USERS Create User =]

CREATE USER ACCOUNT

* Username

* Password

* Confirm Password

* First Mamne |
* Last Mame I
Employee [D |
Title |
Phone Number I
* Emall |
Mot Selected Selected
Department Number 1501000 - Mot Assigned
1510000 i
+ 1) Click on the narme of your deparment and 1520000 L
click the top amow (=) to select - please only 12000
=zelact wour own department(z).
31 Selacted department(s) appear in the right | 2100000
hand bo, 2112000
2115000 =
& Submit for Approval
CANCEL I CONTINUE
=]
|&] pone & Internet

Enter a user name and password, along with the rest of the requested information.

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

Example: Jsamuelson

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.
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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:

|38 70b Site - Microsoft Internet Explorer

(8]
Flle Edit Wiew Favorites Tools Help ‘ ;'r
O -0 N E D] omn ewe @ - L @ @

Address [£] hitps:fm022.p [Frameset. jsprtime=1241032395015 | Ee |Unks »

Google[ 8~ ;ISEar(rn‘»@v - | B - % Bookmarks - ‘ @ Find + ek - N - € - sgnin -

Employment Gpportunities w KANSAS

Human Resources & Equal Opportunity

1. Your current group will be

listed at the top of the page.

VIEW ACTIVE
'VIEW PENDING
VIEW HISTORICAL
FROM POSITION

To change your current user type, choose from the user types below that you are a member of, then
START ACTION click Change Group
SEARCH ACTIONS

PENDING ACTIONS @ Hiring Managers
SEARCH POSITION ' Studert HM
HOME

CHANGE PASSWORD
< {CHANGE USER TYPE

dnesday, April 29, 2009

e

our Current Group: Hiring Managers.

ange User Type

. PEOPLEADMIN NEWS AND
UPDATES

. BROWSER
TROUBLESHOOTING

4. Click on
éHciﬁé%n 3. Click on button CHANGE GROUP.
USER TYPE next to user type to
: be selected.
Eoere T R[S [ e

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

post the vacancy.

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

Sel ect t he

0 St ar t POSETION DESGRIPTIONS seation dfehe navidaton bar. Itis

circled in the example below.

Start Action is used to create new or update existing position descriptions.

Tocreateaposi ti on description f oSt arhte Anktmdst@réate Rositionc |

Description.

Employment Opportunities

Human Resources & Equal Opportunity

Creating a Position Description

KU KANSAS

VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

PENDING ACTIONS
SEARCH POSITIONS
ADMIN
HOME
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

o PEOPLEADMIN NEWS
AND UPDATES

BROWSER

TROUBLESHOOTING

VIEW ACTIVE
VIEW PENDING

« Welcome Test Geology. You are logged in.

Your Current Group: Hiring Managers. Friday, May 15, 2009

Start Action

Begin New Action

4 Records

Create Position Description Use to enter a position description for the first tme, and/for begin a search.
Start Action

Modify Existing Position Use this action to request an update to an existing position and/or begin a search.
Description

Start Action

Recruitment Exception Use to enter a position description for the first time and request an exception to a
Request for New Position search (g.qg. salary and/or title change, search waiver, job restructure, etc.)
Start Action

Click here to review the quidelines before starting this action.

Recruitment Exception Use to request an update to an existing position and request an exception to a
Request for Existing Position  search. (e.g. salary and/or title change, search waiver, job restructure, etc.)
Start Action

Click here to review the quidelines before starting this action.

Department of Human Resources & Equal Opportunity
1246 W. Campus Rd, Room 101 | Lawrence, KS 660457521 | (785) 8644946 | employ@ku.edu | www.hreo.ku.edu |
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The University of Kansas
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 fAiBenchmark PDO. These canyolreewposigohul exampl
description.

These content tabs are unique to the Create
Position Description start action.

JOB POSTINGS
YIEW ACTIVE + Welcome Sample trainingHM™. You are logged in,
YIEW PENDING Your Current Group: Hiring Managers.

Friday, May &, 2009

VIEW HISTORICAL

CREATE REQUISITION . o

Create Position Description

POSITION DESCRIPTIONS
START ACTION b "
SEARCH ACTIONS rOpose
PENDING ACTIONS Job Title
SEARCH POSITIONS

HOME
CHANGE PASSWORD Search Job Titles
CHAMNGE USER TYPE
LOGOUT
Job Code I Jab Title |.|1\ny |
PEOPLEADMIN NEWS Jelt iz |"‘”Y =l

For more info,
click here,

I SEARCH I CLEAR RESULTS I

AND UPDATES

BERDWSER
TROUBLESHDOTING

When you initiate this start action you wi || be in th

You can select a specific job title from the Universit
description.

Department of Human Resources & Equal Opportunity
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Once you select a 6Job Titled from the drop down menu
summary information for that job title.

JOB POSTINGS

VIEW ACTIVE + Welcome Sample trainingHM. You are logged in.

YIEW PENDING Your Current Group: Hiring Managers.

WIEW HISTORICAL
CREATE REQUISITION . o

FROM POSITION Create Position Description
POSITION DESCRIPTIONS

START ACTION

Proposed ] iti Job .

SEARCH ACTIONS po . Requirements

PENDING ACTIONS Job Title 5 e Duties

SEARCH POSITIONS
HOME
CHAMGE PASSWORD
CHANGE USER TYPE
LOGOUT Choose Job Title to Assign

Friday, May &, 2002

You may associate this Position Description with one of the Job Titles below by choosing the Select
and Continue link directly below the Job Title you choose.

o PEOPLEADMIN NEWS

AND UPDATES 2 Recards
BROWSER - ol or |
Accountant 067300 Unclassified Professional Staff
Select and Continue || Wiew Surnmaty:
Accountant KIJ4070 University Support Staff
Select and Continue || Wiers Summar:
Click on the 6Select and Continued6 link if this is the

see applicable position identification information that is pre-populated for this job title.

After you O6Select and Continued, tPRPraposkedlol Totwi ng page i s
information that you have selected.

I f you O60Seleed afmtdeCownit éwi n
obvious that this is not th
screen and start your Job Title selection over.

g the proposed job title in
e

n
information you wanted, vy

Department of Human Resources & Equal Opportunity
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« Welcome Sample trainingHM. You are lagged in,
Your Current Group: Hiring Managers.

JOB POSTINGS

YIEW ACTIYE

YIEW PENDING

YIEW HISTORICAL . _ _
CREATE REQUISITION Create Position Description

FROM POSITION

Friday, May &, 2009

POSITION DESCRIPTIONS proposed Job
START ACTION ;
SEARCH ACTIONS Title
PENDING ACTIONS
SEARCH POSITIONS
T
HOME
CHANGE PASSWORD ;
CHANGE USER TYPE el T ACCOUntant
LOGOUT
Job Code: K1L4070
Salary Band/Level (U535 Only) U2 85
PEDPLEADMIN NEWS
AND UPDATES Hiring R.ange (LI5S Only): Range 2 - $17.389423 - $19.129803; Range S - $20.120808 -
» BROWSER $22.141827
TROUBLESHOOTING
Job Categary (Empl Class): University Support Staff
Job Title Surmmary: Whork involves the performance of a variety of accounting and
related fiscal management tasks, Positions interpret, apply and
explain policies and procedures relating to federal, State and
1 lmitimimmib s wm i lmm mimd mm b m T i i e 1 L

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 6Pr opapwaedaherpasibonffomt | ed t he
within your department that is very similar. Or you can copy a position description from our Benchmark
Department Library.

To copy from anot her posiCopy®ositidnéstabptndncookts akeowith

below.
[
YIEW ACTIVE If there is a similar position within your department, or benchmark position that you would like to copy, please use the search ¢
VIEW PENDING Otherwise, click on the "Continue To Next Page” button.
YIEW HISTORICAL
CREATE REQUISITION Search Positions to Copy
POSITION DESCRIPTIONS Job Title |nccountay =1 Position Number —
START ACTION
SEARCH ACTIONS Employee First Namg | Employee Last Name |
PENDING ACTIONS
SEARCH POSITIONS Department Nane |ﬁnv =1 Depatrtment Number
oy |
HOME Job Catgfiary (Empl Class) | By =1
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT SEARCH CLEAR RESULTS I
2. Choose the Benchmark
Department Number of
1. Choose the 9999999 to see the Job
Job Title that Titles in our Benchmark
you want to Library
copy OR

3. Click on Search.

Department of Human Resources & Equal Opportunity
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The following screen appears with information displayed based on the criteria you have selected. Click
on the 06Select and Continued | ink and the position det
description you chose.

VIEW ACTIVE

YIEW PENDING

YIEW HISTORICAL

REATE REQUISITION

rom poSITION Create Position Description
POSITION DESCRIPTIONS

START ACTION

SEARCH ACTIONS tle Copy Position ) Supplemental Docurmentation

PENDING ACTIONS

SEARCH POSITIONS

» welcome Sample trainingH™. You are logged in.
Your Current (roup: Hiring Managers.

HOME
CHANGE PASSWORD
CHANGE USER TYPE

LOGOUT Choose Position to Copy
1 Record
PEOPLEADMIN NEWS \d 1ob Title A4 Job Code Ad Position Number Y Employee Last Name k4 Last Action
® AND UPDATES
§ Accountant EL4070 00068357 Modified Position Descr
SIEELYSSEER] Select and Continue || Yiews Summar:

TROUBLESHOOTING

The information on t he shoidbdmtrémaio idenbDaalttoathe bre §ou topybso p a g e
youdl | ediéeefully to define the attributes of your new position.

Department of Human Resources & Equal Opportunity
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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.

Inthe f ol l owing example, the 6Modify Existing Position

JOB POSTINGS
YIEW ACTIYE
YIEW PENDING

YIEW HISTORICAL
CREATE REQUISITION
FROM POSITION
POSITION DESCRIPTIONS

START ACTION
SEARCH ACTIONS Search Positions to Begin Action On
PENDING ACTIONS
HOME
CHANGE PASSWORD Emplayee First | Emploves Last |
CHANGE USER TYPE Marme Marne
LOGOUT Department Ariy -

+ Welcome Sample trainingHM. You are logged in,
Your Current Group: Hiring Managers.

Friday, May 8, 2009

Modify Existing Position Description

Murnby . ..
— Enter the eight (8) digit
PEOPLEADMIN NEWS [Gsearch ] | ciearmesuurs | pos!t!on number for the
* 1 pOSItIOﬂ that you want to
modify.
YIEW ACTIVE + Welcome Sample brainingHM. Yoo are logged in. )
YIEW PENDING Your Current Group: Hiring Managers. Friday, May 8, 2009
YIEW HISTORICAL
CREATE REQUISITION ) Lo . Lo
FROM POSITION Modify Existing Position Description

POSITION DESCRIPTIONS

START ACTION
SEARCH ACTIONS Choose Position Description to Begin Action On
PENDING ACTIONS
SEARCH POSITIONS
porry
HOME i Job Title v Job V| Position n Employee Last i Last Action
CHANGE USER TYPE - L4070 00063357 Madified Position Description
LOGOUT Skart || ; Approved
fuckion Surn et Wiewy Hiskor
—%'\ Click the Start Action link to
PECOPLEADMIN NEWS make your modifications.

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.

Department of Human Resources & Equal Opportunity
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|3 J0b site - Microsoft Internet Explorer 181 x|
Fle Edt Wiew Favorites Tools Help ‘ r
(@ - O - ¢ [B) ] D Jormmmes €| 2 o B - ) E
Address |@ https:{/im028. peopleads ameset[Frameset. jsprhime=1241033104633 j Ga |Lwnks >
Go gle‘ R d Search { &) - - | B - 99 Bookmarks+ | (& Find - %P Check - % - €4+ signin ~
Employment Opportunities K! ] KANSAS
Human Resources & Equal Opportunity —_
A et o 5,5
VIEW PENDING
VIEW HISTORICAL . L . .
CREATE REQUISITION Modify Existing Position Description
FROM POSITION
e oh
START ACTION Description
SEARCH ACTIONS
PENDING ACTIONS
HOME Employee First Name:
CHANGE PASSWORD
CHANGE USER TYPE Exgoeelesiits
LOGOUT
Job Title: Accountant
. PEOFLEADMIN NEWS AND
UPDATES ok Catle: KL4070
. BROWSER
TROUBLESHOOTING Salary BandiLevel (USS Only) u2 &5
Hiring Range (LSS Only); Range 2 - $17.389423 - §18.129608; Range 5 - $20.129608 -
$22.141827
Jok Category (Empl Class]: University Support Staff
Jck Tite Sumimary: Work invalves the perfarmance of a variety of accounting and
related figcal management tasks. Positions interpret, apply and
explain policies and procedures relating to federal, State and
University rules and regulations. Some positions may provide
leadership to supervision ower staff. This is professional
accounting work. Work involves the review, maintenance and
control of financial records or fiscal programs. May asgist in the
management of an extensive accounting or fiscal prograrm. Some
positions may provide leadership or supervision over staff.
Fequired Qualifications: High Schoal diploma or campletion of G.E.D. egquivalency. Three
years of experience in professional accounting/auditing work
solibar: “Some positions may require a bachelor's degree in accounting,
*Five years of experience in professional accounting/auditing
work. (Substitutions may be requested fram and requires
approval of HR/EDQ.)
FLSA Mon-exermpt (Hourly)
|
@ Y T

The screen opens to the 6Current Job Descriptiond tab.
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, 6Continue to Next Pagebd.

Department of Human Resources & Equal Opportunity
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The Proposed Job Title tab looks similar to this.

The University of Kansas

>

Click on the 6Change Titled |Iink at the bottom of the
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.

6 after viewing the propose

I f you 6Select and Continue
the information you wanted, yo

obvi ous that this is not
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.
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