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Home Page

Username and Password are the same as your Villanova University login credentials. If you need
to request access to the system, please contact the Human Resources department.

View system in Applicant
Tracking System mode (click
three dots to toggle view.)

Screen should
always have the blue

/ ribbon.

Applicant Tracking System Welcoma, Amanda McDonnell My Profile Help @ logout
. User Grou
W/ VILLANOVA P
) .Lf":'r'f.ff.‘ff.f.f Student Hiring Manager v

Hiring Recommendations ~ Shortcuts ~

Use this drop-down

Hover over Postings
to access different
position types and

create new postings.

to toggle between
different user levels.
New student
postings can be
created by Student
Hiring Manager
users only.

To create a new posting, select the applicable position type and then click on Create New

Posting.

Applicants Hiring Recommendations ¥

Employment Events ~

Shortcuts =

Postings / Student Y¥

Student Postings

=+ Create New Posting

If you have more than one status, please make sure you are logged in as Student Hiring
Manager before creating a posting.
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Creating a Posting

s 3

What would you like to use to create this
new posting?

Create from Position Type

Includes only the information that applies across the entire Position Typs. A
new Posting from a Position Type is almost completely blank.

Create from Template
Copies in general information from a template. You will need to provide
specific information inside the posting.

Create from Posting

Uses an existing posting as a template and automatically copies in most
information.

Create from Position Type: requires input of all information for the position. See page 5.

Create from Template: populates new position with information from a current system
template. Information specific to the department and the position will need to be added to the
posting. See page 6.

Create from Posting: creates posting using information from a current or previous posting
within your department(s). Please note: due to system updates, this option may cause some fields
to differ from the previous posting. See page 7-8.
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Create from Position Type
Postings fStudent / Mew Posting  Tr

=
M Posti
) e =

* Required Information

Position Tide: * |

Organizational Unit

Locatlon * Maln Campus
Division * Administration & Anance
Department * 401-HUMan RESoUrces

Online Applications

B Accept online applications?

/ Spectal offline application Instructions

Do not uncheck Accept
online applications? Doing
so will prevent students
from submitting applications
into PeopleAdmin.

Posting Documents

Please indicate which documents you wish to Include on your new posting.

No documents found.

Create Mew Postng

Please input any required position information into the system, then click Create New Posting.
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Create from Template

Postings / Student / New Posting From Template 1
Student Templates

Add Column: |Add Calumn

If you searching for a posting that you have access to and it does not show up in the options below, please click on "More Search
Options" above and update the available workflow states.

templates with job descript... 3

"templates with job descriptions” a

[ACTIONS)
Last Status
Template job Title  Update Job Description Summary
February 12, . ) N
; Office work of any kInd Including scheduling apgeintments. Internet research, phone coverage. scanning reception, S
office worker ﬁ}l 3 at 09:33 mallings, filing dats entry, etc. ACHIONS v
February 12,
I;;E;’;;;%arch 2013 at 09:35 Baslc lab work; clean glassware; process sam ples; assist with varlous types of analysls. ACHONS w
AM
February 12, . s . res .

Dining Services _ Food and beverage preparation and service cleaning dining aress and equipment. Could Include cperating cash S
Attendant ﬂ] 3at0e:3s reglsters, stocking of shehes and cleaning trables. Aclions v
February 12, Assizts Inthe operatiens of the fadiity Indudin fi T8 :

; E Edrme preparation and set up. facllitste game cperations. data entry. .
Athletics Assistant inhjl S filing. mallings, and other duties as ass|gned. R
1. Click on the title of the template you would like to use to create the posting. The
template will then appear on the screen.

Templates s Student 5 Office Worker /  Summary
L_J
| Template: Office Worker (Student)

Current Status: Approved —_—> “ Create Posting from this Template

Position Type: Student Created by: Minnnle Mouse #=} Print Preview

2. Click on “Create Posting from Template”. The new posting will appear on the screen.

3. Continue by following directions shown on page 5.
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Create from Posting

1. Locate the posting that you would like to utilize to create the posting. Click on the posting
title of the posting that you are seeking to utilize. The existing job posting will appear on the
screen below.

Student Postings

Add Column: |.£'.Li: Calumn
Department: |
Job trte: | |
. POSINE Stalls: | [ joseds Removed from wWeb
The Posting Status may / IR
. ArMent: | bepartmeant
need to be updated in " S

order to locate closed or Posting Number: | |
internal postings.

If you searching for a posting that you have access to and it does not show up in the options below, please click on "More
Search Options” above and update the availakle workflow states.

Ad hoc Search x Posted/nternal/Repost

Ad hoc Search ﬂ. Save this search?

{Actions)
Al
Posting Posting Submitted  Active Last Status

Position Tite Date Departrent wWorkflow State Number Applications Applications Update

Office Assistant - - 401-Human Closed/Removed September 07, S
Human Resources 00122017 pecources from web 20972431V 42 z 2017 at 037 PM ACHOns
Office Assistant - 401-Human Closed/Removed January 26, 2018 at -
Human Resources  0V152018  pecoiirces from web ALEREY (s L 02:45 PM SO
Office Assistant - 401-Human Closed/Remowved ALZUSE 23, 2018 at S
Human Resources 0022018 pecoiirces from web 20zasnav 4 3 04:54 PM Actions v
Office Assistant - 401-Human Closed/Removed September 20, -
Human ResoUrces Ot RESOUrCES from web AIEREY T Lo 2018 at 1022 AM R

2. After selecting the posting, click on Create Posting from this Posting (see below next to
green circle with plus sign).
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Rabbla Evans, you have 0 messages. Current Group: | student Hiring Manager * | logout

Postings / Student/ Gomputer/Clerical Assistant (Closed/Removed from Web) / Summary Search Results: Previous | Next

™ Posting: Computer/Clerical Assistant (Student)

Current Status: Closed/Removed from Web —_— 0 Create Posting from this Posting
Position Type: Student Created by: Renee Boyd-Shaw

Department: 401-Human Owner: Student Admin

Resources

Summary

Please review the details of the posting carefully before continuing.

To take the action you have specified, click Continue. To edit the pasting, click Edit. To exit the posting without making any changes, click Cancel.

© Posting Details

Position Information

3. Change the title to the New Posting title.
4. Accept Online Applications is the default setting for student job postings.

5. Click on the “Create New Posting” button on the top-right side of the screen.

Rabbia Evans, you have 0 messages. Current Group: | student Hiring Manager ¥ | logout

Postings / Student/ New Posting

Ii_‘ N
New Posting cancel
X Create New Posting
* Required Information
Position Title: * Computer/Clerical Assistant
Organizational Unit
Location * Main Campus
Division * Administration & Finance
Department * 401-Human Resources
Online Applications
¥ Accept online applications?
Special offline application instructions
£
Cancel

Create New Posting
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Posting Details

* Required Information If you have already identified
Position Information a student to hire and you are
Posting Nu not seeking to recruit for

’ applicants on the public jobs
Template Title: website, please include
“Internal Only” at the end of
Position Tithe: |U“icf=\ Agsistant g | your position t|t|e
Pt e
Hours/week: [-10 |
Bligibilicy- [ Werk Study oMLY v|
Semester |2E—' 8 Surmmear e
Locaticn |'-‘il|a'|:.'1.-'a Canter v|
Studant must be available betwean 11am-2pm
on Maonday, Tussday, and Friday.
Detailed Work Schedule

MNumber of positions: |2

Departmenic |-’.D‘I =Human Resources
This information can be )
found by ContaCting "a“;'l_:irl"g MecDonnell, Amanda X

your Finance Manager

or the Budget Office. v Contact Name: |A"1ar|d.-1 McDoanall |
Contact
\ Phone/Extensi |s-6589 |

Banner
Positiont¥/indesc#AccountOrgs |51 2345/ INDEX/7261/0RG |

Edit the Position Information details as appropriate for the new posting.

Please note: if the posting was created using Create from Posting or from a template, the
“Posting Details” section will pre-populate with information pulled from the job template or
prior posting. This information may need to be updated in your new positing.
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Position Summary Information

Offica wark of ary kind including but not
riited to scheduling appointmants, intsmet

rassarch, phone covarage, scanmnmg,

. Job Description recaption, mailings, filing, data emry, elo.

“ Good Inferparsonal skills rédquired.
Position requinss. stion with students &
S pheEs. ALy b deal discrsetly Wik
Requiremens: i itive irformation
* Proficiant in Microsoft Office products. and
OvErall CormpLler LS e, )
Eil ngual abilities in Spanizh are prafamad
Additional Information:
Please contact Light Iifting of fike boxes nedquinsd.
Human Resources
if you are unsure Piysical Demands
of the Wage Rate. sumemary:
«  'Wage Rale: | .'!.'\-'I'-::.ll' X
Posting Detall Information
Posting Date: R Either select a
Closing Date or
CosngDate(12amE: [ | Open Until Filled.
Open Linbl ABed O

Specific Posting and Closing Dates can be designated for the job posting by entering the
preferred dates. Either choose a closing date, or select “Open Until Filled”. The system will
automatically close the posting on the specified closing date. The system will not automatically
close the posting on the specified date if you select the option “Open Until Filled”.

If you have selected the option “Open Until Filled”, you must revisit the posting, take action, and
update it to Closed/Remove from Web to remove the posting from the job applicant website.

10
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Posting Specific Questions

When you create a posting, the four questions listed below will automatically be included in your
posting. These questions are required and should not be removed from the posting.

If you would like to add additional questions, you may do so by clicking on “Add a question” to
view the available questions in system.

Postings J Student f Office Assistant {Draft) / Edit: Posting Specific Questions

Editing Posting

s ot et o Ea
ng Detalls

Posting Speciic Quest...

@ Optlonal Applicant Doc... Ta add questions that will be asked of avery applicant wne applles to this positian. click the Add a Questicn buttan. Click the Continue to Maxt Sactionbutten to skip this saction or when finisned.
& Cther Documents:
Included Supplemental Questions
© Guest Users
Summary Position Reguired  Category Question Status \
[ =4 Student Are you currently & registered Villznova student? sctive
=] Student Arayou elgibie for work stuy? active Click “Add a
H 7
question” to
E1] = Student "Wt is your avallabity? (days and times) acive . .
view questions
E—] =] Student Please explain what Interests you about this position. acive that are in the

system.

The screen below will appear and you can filter the questions based on category. Select the
checkbox next to the question you would like to add and click “Submit”.

Available Supplemental Questions

Category: | Student v ‘ Keyword:

Add Category Question
Student Are you currently a Villanova Undergraduate Student?
Student Hawve you ever worked on campus before?
Student If yes, what department and semester/year
Student V/hat is your availability? (days and times)
Student Vhich School/College are you enrolled in at Villanova?
Student \What is your class year?
Student Are you currently a Villanova School of Business student?
Student Do you have previous restaurant experience?

Student What hours can you work? (weekdays, between 9:00 AM and 5:00 PM only)

Displaying all 9
Can't find the one you want? Add a new one

f guhmit Cancel

To create a new question, please click on “Add a new one” at the bottom of the screen above and
screen below will appear. Please create the question, assign it to the “Student” category, and
click “Submit.

11
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“Open-ended answers” allows the applicant to type the answer to the pre-defined question.
“Pre-defined answers” allows the applicant to select from a listed of answers provided on the
application.

——————
Questions defined here will be "pending" approval and will not be available for use in other areas of the
system until they have been approved.

Name *

Category \Please select a category ¥ \

Question *

Possible Answers

® Dpen Ended Answers

© Predefined Answers

Submit Cancel

12




PeopleAdmin Student Job Posting Guide

Applicant Documents

Postings / Student f Office Assistant{Draft) / Edit: Dptienal Applicant Docurnents:

Editing Posting ; . )
oromaons R
osting Detalls

& Posting Spectflc Quest...

P
R G I order  Mame Mot Used Optional Required

@ Other Doouments

& Guest Users |:| Resurme f Currlculum Vitae [ ] 0
summary
Letters of Reference o] = .
E]  coverveters Letter of Interest ] . .
] otrerpocument ] . .
] statement of Teaching Prilesophy L o] o
] surmmaryof Teaching Evaluations L o] o
F] transeripts ] . .
[E]  writing SarnplesPublications ] . .
]  staternent of Research Interests ] . .
@] otherDocument (2 L] . .
[T] ststermentof Contrioution to M. ® o o

o Cancel
(=]

1. Applicant Documents can be designated as one of the following:
a. Not Used (default option)
b. Optional
c. Required

You can change the order the documents appear in the posting. To do so, change the
number in the box under “Order” that corresponds to each document to order
according to your preference or drag-and-drop a document to its new position. It is
important to note that any document designated as “Required” will need to be
fulfilled by the applicant for the system to recognize the application as “Complete”.
Applications with missing “Required” documents will remain in incomplete status
and will not show up in the Hiring Manager’s queue.

2. Click Save & Continue

13
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Final Step

Home Postings ~ Hiring Recommendations ~

Postings / Student / Office Assistant (Draft) / Summary

™| Posting: Office Assistant (Student) Edit

Current Status: Draft

Position Type: Student Created by: Amanda McDonnell
Department: 401-Human Owner: Amanda McDonnell
Resources

Summary History Settings Hiring Recommendations

Shortcuts ~

Search Results: Previous

Take Action On Posting w

* See how Posting looks to Applicant
&= Print Preview (Applicant View)

E Print Preview
[ Add to Watch List

1. Click on the word “Edit” next to the posting title to make any changes to the job posting.
If you make any changes to the posting please remember to click “Save & Continue” to

advance to the next screen.

Home Postings ~ Hiring Recommendations ~

Postings / Student / Office Assistant (Draft) / Summary

| Posting: Office Assistant (Student) Edit

Current Status: Draft

Position Type: Student Created by: Amanda McDonnell
Department: 401-Human Owner: Amanda McDonnell
Resources

Summary History Settings Hiring Recommendations

Shortcuts =

Search Results: Previous

Take Action On Posting w

Keep working on this Posting
WORKFLOW ACTIONS

Search Cancelled (move to
Search Cancelled)

Submit to HR for Approval
(rmove to Submitted to HR for
Approval)

2. To move the posting through the workflow, click on the “Take Action on Posting” and

select the next desired step:

a. “Keep working on this Posting” to save the posting for later edits

b. “Search Cancelled” to cancel the posting

c. “Submit to HR for Approval” to proceed with posting approvals

3. The box to the right will appear for “Comments” —
these comments are internal between the Student | g iedto g for Approval
Hiring Manager and Human Resources. They are not | Cemments (optional)

viewable by applicants.

4. Click “Submit”.

Submit to HR for Approval (move to

Submit Cancel

Helpful Tip: to check the status of your posting, please check the Current Status beneath
the posting title or click the History tab and click on the latest link under Emails Sent.

14
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Home Postings Hiring Recommendations ~ Shortcuts ~
Postings / Student / Office Assistant (Posted) / Summary Search Results: F
-
"] Posti ng: Office Assistant (Student) FEdit Take Action On Posting v
Current Status: Posted Keep working on this Posting
Position Type: Student Created by: Amanda McDonnell Puz-llisl:\ch?nges Ff,or thlis Posting
t t Port
Department: 401-Human Owner: Student Hiring Manager O the Applicant Forta
Resources WORKFLOW ACTIONS
Repost (move to Reposted)
> Close (move to
Closed/Removed from Web)
Summary History Settings Applicants Reports Hiring Recommendations

Posting Expired (move to
Posting Expired - Semester

Ended)
Please review the details of the posting carefully before continuing.

To close a position and remove from online view please perform the following steps:
1. Locate your posting
a. Click on “Postings” located on the menu bar at the top of the screen
b. Click on “Position Title”
2. Update your applicants to “Not Hired — Send Email” so that students who were not
selected for the position receive an email notification (see page 16).
3. Hover over “Take Action on Posting” drop-down menu
4. Choose “Close”

Please note that a closed position may be reposted at any time by following the steps above and
clicking Repost; however, student hiring managers cannot edit the posting after it has already
been approved by Human Resources. Please contact HR to make any edits to the posting before
reposting to the website.

15
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Reviewing Applicants
To move applicants through the workflow individually:

Home Postings ~ Hiring Recommendations ~

Postings / ... / Office Assistant (Approve for Internal) / Applicant Review / Daisy Duck Under Review by Student Hiring Manager

| Job application: Daisy Duck (Student)

Current Status: Under Review by Student Hiring Manager Keep working on this Job
Application form: Student Application application

WORKFLOW ACTIONS
Full name: Daisy Duck Created by: Daisy Duck ;S;I:si;c::]mtewiew (move to
Address: Owner: Student Hiring Manager

Recommend for Hire (move to

800 Lancaster Avenue
Recommend for Hire)

Villanova, PA 19085
Mot Hired {move to Not Hired -
i i -
United States of America —_— Send Email Now)

1. Click on the applicant’s name to view the application.
2. Click on the “Take Action on Job Application” button on the top right side of the screen.

3. Choose “Not Hired” from the drop-down box. This change will automatically generate an
email to the student stating they were not selected/hired for this position.

16




PeopleAdmin Student Job Posting Guide

To move applicants through the workflow in Bulk:

1. Click here
to select all.

5. Select a
status under
“Change for

all
applicants”.

Summary History Applicancs Reparts Hiring Recommendaticns

Add Colummn: | Add Column v
Activellnactive: e
Current/Former Employee?: 2

Worl State: , .
Wiorkflow State: | Wworkflow State

A

To view the details of the position, click on the "View" link below the Positon Tide.

You may change the sort order of the list by clicking on the arrow next to the column title.

Hover over
ctions and

select Move in
Workflow.

Faculty Applicants with Docs X

Faculty Applicants with Docs” ) Selected records iE) Clear selection?

Full Name Status Application Date Documents
Doe, Jana Under Review by Manager March 06, 2020 at 12:23 PM Cower Letter [ Letter of Interest. Resumne § Curriculum
Mouse, Mickey Under Review by Manager March 06, 2020 at 01:00 PM Cower Letter [ Letter of Interest. Resume f Curriculum

Select multiple applicants by clicking on the box next to each name.

Click on the “Action” button located on the header of the “Student Job Application”. This is
different than the “Action” button that corresponds to the individual applicant.

Choose “Move in Workflow” from the drop-down box.

Editing: Workflow States for 2 Applicants

Change for all applicants Mot Interviewed - Mot Hired {send emaily i Please select. .. ¥
Applicant Current Stane Mew State Reason

6. Select
reasons.

& Dioe Under Rewvig Mot Interviewed - Mot Hired (send emaily A Does not meat minimum qualifications. b
unde Mot Interviewed - Mot Hired {send email) bl Lacks required educational background hd
[ seve chuncme | Cance: |
A new screen will appear with a list of all selected applicants. \

Choose a “Workflow Status” from the drop-down box next to “change for all applicants”.

7. Don’t forget
to Save
Changes!

Choose “Not Hired” from the drop-down box.

Click on the “Save Changes” button on the bottom left side of the screen.
Please Note: Updating students to “Not Hired” will automatically generate an email to
the students stating they were not selected/hired for this position.

17
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Rec

ommend for Hire

Once a candidate is selected for the position, you will need to change the applicant’s status to
“Recommend for Hire” and complete the Hiring Recommendation Form.

Postings / ... / Office Assistant (Closed/Removed from Web) / Applicant Review / Daisy Duck Under Review by Student Hiring Manager

(2]

Job application: Daisy Duck (Student)
Current Status: Under Review by Student Hiring Manager Keep working on this Job
Application form: Student Application application

WORKFLOW ACTIONS

Full name: Daisy Duck Created by: Daisy Duck Select for Interview (move to

Interview)
Address: Owner: Student Hiring Manager

Recommend for Hire (move to
800 Lancaster Avenue )

Recommend for Hire)
Villanova, PA 19085

Mot Hired {move to Not Hired -
United States of America Send Ernail Now)

Locate your posting.

Click on “Applicants” tab. This will bring up a list of all active students who have
applied for this position.

Click on the applicant’s name you wish to hire. This will open up their application.
Click on the “Take Action on Job Application” button.

Click on “Recommend for Hire”. A pop-up box will appear on the screen; please click
“Submit” and the screen below will appear.

| Job application: Daisy Duck (Student)

Current Status: Recommend for Hire W view Posting Applied To

Application form: Student Application
PP * Preview Application

-0 Start Hiring Recommendation
Full name: Daisy Duck Created by: Daisy Duck

. Click on “Start Hiring Recommendation” link located on the top right side of the screen
next to the green circle with the plus sign in the image above.

The “Applicant” section of the Recommend for Hire form will pre-populate with
information from the student’s application.

The “Position Information” section will pre-populate with information from the job
posting.

Hiring managers must complete the “Hiring Information” section of the Recommend for
Hire form in the screen below.

18
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The estimated
start date
should be
listed here.

HR will
complete the
Financial
Assistance
section.

Recommend to Hire

*% Check spelling
* Required Information

Applicant/Prospective Employee Information

Arst Name
Last Name
Address

aty

State

Zip Code
cell Phone
other Phone
Email
Student ID

Position Informatio

Tide

Posting Number
* Department

Ehgible to work?

Banner
*

Dalsy

Duck

800 Lancaster Avenue

willanova

PA

19085

610-519-7900

emalladdress@zed zed

12345678

n

Office Assistant

20182923V

|P ease salect

This field Is required

Work Study ONLY

Ll e ———

Hiring Information

= Semester

Previously Worked on
Campus

s Start Date
/ s

Class

Are youa current or

previous Villanova
employee?

In which state will the
‘work be performed?

Please salect ~

This fleld Is required.

Please select v

H

This field Is required.

This fleld Is required.

Freshman

This field Is required.

Financial Assistance

Eligible for Work Study?

/ Amount of Award
Academic year

International Student?

11. Click “Save & Continue” and the screen below will appear.

19

This will
automatically
populate from

the job posting.

The approved
rate can be found
in the job
posting.

Save & Continua
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Student / ... /Daisy Duck (Recommend for Hire) / Hiring Recommendation / Summary Search Results: Previous

= Hiring Recommendation: Daisy Duck (Student) Edit

Keep working on this Hiring
Recommendation

Current Status: Draft

Position Type: Student Created by: Amanda McDonnell
WORKFLOW ACTIONS
Departrnent: 401-Human Owner: Amanda McDonnell
Resources Cancel (move to Canceled)
Applicant: Daisy Duck ‘ 5end to HR (move to HR Review)
Posting: Office Assistant Submit to HR (move ta HR
Review)
summary History sertings

@ Recommend to Hire Edit
Applicant/Prospective Employee Information

FiIrst Name Dalsy

Last Name Duck

13. Click on the “Take Action on Hiring Recommendation” button.
14. Choose “Send to HR” in the drop-down menu.

Please note: You will not be able to make any changes after this step! The Human
Resources department will then complete their portion of the Recommend for Hire form
and contact the applicant if student paperwork is required. You will receive an email
when the student may begin working. Please do not allow student employees to begin
working before you receive confirmation of approval from the Human Resources

department.

20
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