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The following user types can create a posting:
> Initiator
» Department HR Contact
» College Division HR Contact

1. Make sure you are in the Applicant Tracking Module and log in as the appropriate user type
to create the posting.

UNIVERSITY OF PeopleAdmin
SOUTH CARO!

LINA APPLICANT TRACKING Vv

Go to University of South Carolina

Postings Hiring Proposals | My Profile Help

Alexandria Flippins, you have 5 messages. ‘ Department HR Contact v | logout

2. Hover over the Posting tab and select the Staff position type.

UNIVERSITY OF
ﬁ | SOUTH CAROLINA

Home ' Postings Hiring Proposals

Faculty RGP/TL
Faculty FTE

Student
INnbox @ Adjunct/Temporary

Displaying items for group "College/Division HR Contact".
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3. Select Create New Posting.

=4 Create New Posting
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4. Select the option you would like to create the posting from. Staff (FTE, RGP, TL) are required
to create from Position Description.

» If there is a posting that was created that is identical to the posting that needs to be
created, you can use the Create from Posting Option.

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

Create from Classification
Copies in general information from a classification. 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 Description é

Copies in most of the information from a position description

5. Locate the position description you would like to advertise for by entering the title in the
Keyword search area, or scroll down the page to locate the position.

6. Hover over the action button to the right side of the position chosen and select Create From.

Alexandria HIppins, you have 5 messages. | pepartment HR Gontact v

Postings / Staff / Create from Position Description

Staff Position Descriptions

To add a new column to the search results, select the column from the drop down list.

Staff - Position Descriptions % \

"Staff - Position Descriptions* ()

Q, More Search Options v

Position Employee Employee  Classification
Internal Title Number  LastName FirstName Code Classification Title Department Status Greated Date
Administrative Assistant 123456 Ogorek  Belinda  AA25 Administrative Specialist | gi:gﬁ':“gfn?“ma“ ResoUrees  acrive Maren 22, 2017
Student Services Coordinator 004455 McKay Jennifer  CB70 g‘;‘;ﬁ’l‘; ftf,:"l‘l‘;“ Program e hioyee Relations Active g’{%’g%g‘aﬁﬁm v Actions v
Accountant/Fiscal Analyst Il 123456 Alfonso Teresa AD22 Accountant/Fiscal Analyst I gggﬁ%ggt”“"‘a“ Resources  pqyjyq g@%’gig%ﬁoﬂ Actions v
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7. The system will generate a posting settings page for New Posting — it should populate with the
position title information and your organizational information. This information can be edited if
needed. In this section, you can also select the feature that notifies reference providers to submit
recommendation letters electronically, if desired.

UNIVERSITY OF oo PeopleAdmin
SOUTH CAROLINA T AR

Go to University of South Carolina

&

Postings Hiring Proposals | My Profile Help

Alexandria Flippins, you have 5 messages. Department HR Contact v | logout

Postings / Staff/ New Posting

ﬁ New Posting
Create New Posting Cancel

* Required Information

Internal Title * Student Services Coordinator ‘

Organizational Unit

Campus * USC Columbia v

W
College/Division [ Division of Human Resources v

Applicant Workflow

Workflow State Under Review by Department/Committee v |

When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

References

Reference Notification [ v

Request References to submit Recommendations when candidate reaches selected workflow state?

Recommendation Workflow [ h4

When all Recommendations have been provided, move to selected workflow state?

Recommendation Document Type No Document v

Allow a document upload when a reference provider submits a Recommendation?

Online Applications

¥l Accept online applications?

Special offline application instructions
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8. Once the information is completed on the posting settings page, select Create New Posting to
move forward.

= Create Mew Posting |

9. Complete the tabs and required fields on the posting. All fields marked with an asterisk are
required.

Editing Posting
& Funding Information
& Supplemental Questions
& Applicant Documents
& Guest User
& Internal Posting Docum...
@ Search Committee
& Evaluative Criteria
& Reference Letter

Summary

» The Advertised Salary Range field will accept alpha and numeric characters. If a numeric
character is entered, a dollar sign will need to be added.

> In the Applicant Reviewer field, the person who will be moving the applicants through the
dispositions or applicant statuses must be added. More than one applicant reviewer can
be added.

> If you are creating a staff FTE position, you will need to select NO to all of the benefits
located in research grant (RGP)/time-limited (TL) benefits area in the position summary
section.

10. Supplemental Questions: The system will allow you to add qualifying questions for applicants
to complete. Refer to our Quick Reference Guide, Adding Supplemental Questions.
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11. Applicant Documents: You can select document types that you would like applicants to
upload in addition to their application. (i.e. cover letter, resume, cv, etc.)

[ Unwversity of South Care. X

<« C | @ secure https//sc-sb.peopleadmin.com/hr/postings/6188/edititab=4 Qw3

UNIVERSITY OF { inbox PeopleAdmir
SOUTH CAROLINA Watch List I [ e )

Postings Hiring Proposals | My Profile Help

People Admin, you have 0 messages. College/Division HR Contact ¥ logout

Postings / Staff / Director of Housing (College/Division HR Contact) / Edit: Applicant Documents

Eaung ot sopcanDocumers

@ Posting Details

@ Funding Information Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used"

> cannot be attached to this item.
@ Supplemental Questions

Applicant Documents Order Name Not Used Optional Required

@ Guest User

1 Resume/Curriculum Vitae ©
@ Internal Posting Docum...
© Search Committee 2 Cover Letter @
© Evaluative Criteria
© Reference Letter 3 Transcript(s) .
Summary
4 Letter of Recommendation 1 ®

Curriculum Vitae

12. Guest Users: Can be added to the system to review applications. This functionality is for
individuals outside of the university serving on interview panels.

13. Internal Posting Documents: If you are creating a FTE staff position and posting externally,
you are required to upload the external advertisement for review and approval prior to posting
externally.

70 mamsssn

“

C | @ Securs | b

& | UNIVERSITY OF D PeopleAdmin

Watch List APPLICANT TRACKING Vv

Go to University of South Carolina
Home Postings Hiring Proposals | My Profile Help

Alexandria Flippins, you have 5 messages. | pepartment HR Contact v | logout

Postings / Staff / Student Services Coordinator (Draft) / Edit: Internal Posting Documents

Posting Details
@ Funding Information To add a document to the posting, hover over the blue Action text link to the right of the document name.
I I i
O supplemental Questions Documents can be uploaded by browsing for the document or a document can be written or previously
@ Applicant Documents selected. Document types that are supported as attachment include .doc, .docx, .pdf, .rtf, .rtx, .txt, _tiff, .tif,

oG Jjpeg. .jpe, .jpg., png, .xIs and .xlIsx. All documents uploaded will be converted to .pdf for security.
uest User

PDF conversion must be completed for the document to be valid when applicable.
Internal Posting Docum...

D t Ty N Stat: (Actions]
@ Search Committee SOHUMeIT VRS ame atus ( )
@ Evaluative Criteria External Advertisements Actions »
@ Reference Letter ot Actibne ~
Summary
Academic Position Request/FTE Form (for Faculty) Actions v
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14. Adding Search Committee: You can now identify and invite members of your search
committee to review and evaluate applicants through the system. Click on Add Existing User, this
will bring you to a screen where you can select an existing user. You can search by name or
department. Locate the member you want to add and click on Add Member. Refer to our Quick
Reference Guide on Adding Search Committee Members and Evaluative Criteria.

15. Adding Evaluative Criteria: You can add criteria that you would like your search committee
members to use to assess each candidate. This works similar to supplemental questions. Click on
Add a Criterion - Select Category — select the questions you want the committee to assess the
applicant on, and click submit. Refer to our Quick Reference Guide on Adding Search Committee
Members and Evaluative Criteria.

16. Reference Letter: You can enter the minimum number of reference letter requests you
would like to receive electronically and or the maximum number of reference letter requests you
would like to receive. A recommendation deadline can also be created as well as any special
instructions or messages you would like to send to the reference letter providers.

People Admin, you have O messages. | coflege/Division HR Conta

Postings / Staff / Director of Housing (College/Division HR Contact) / Edit: Reference Letter

Editing Posting

@ Posting Details
@ Funding Information
© Supplemental Questions "5 Check spelling
@ Applicant Documents 2 ez =
Reference Letter Collection
© Guest User
Minimum Requests
@ Internal Posting Docum. o
© Search Committee Maximum Requests
@ Evaluative Criteria
Recommendation

Summary

Provider Special
Instructions

Confirmation Message To

17. Review all of your information. When you reach the Summary Tab, any tab that has an
orange exclamation point (!) next to it indicates required information is missing and must be
completed before moving forward.
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18. Hover over the Take Action on Posting tab and select the appropriate next workflow state
depending upon your departmental approval structure.

ts://se-sb peopleadmin. com/hr/postings/613 @ | :

:
UNIVERSITY OF PeopleAdmin
SOUTH CAROLINA

APPLICANT TRACKING

TPl Hiring Proposals | My Profile  Help
People Admin, you have 0 messages. | Gollege/Division HR Gontact ¥ | legeut

Postings / Staff / Director of Housing (College/Division HR Contact) / Summary

™| Posting: Director of Housing (Staff)  Edit

Current Status: College/Division HR Contact Keep working on this Posting
Pasition Type: Staff Created by: People Admin WORKFLOW ACTIONS
Department: Director Student Owner: College/Division HR Return to Initiator (move to
Development and Housing Contact Initator)

Return to Dept. HR Contact
(move to Department HR

Summary History Settings Applicants Reports. Hiring Proposals Associated Position Descri
Contact)
Submit to Budget (move to

Please review the details of the Posting below. Page titles prefaced with an X and highlighted in RED have errors or missing dar  Budget) and
highlighted in GREEN have validated successfully. Once all pages have validated successfully, you may take action on the Pos®

Submit to HR Recruitment (move W
actions for this posting pane.

to HR Recruitment)
@ Posting Details Edit

Posting Summary

STADOO2BPO17

Posting Number

19. Add any comments in the Comment Box, keeping in mind these comments appear in the
message sent to the next approver in the workflow and become a permanent part of the
recruitment record and cannot be removed.

> If you would like to add this posting to your watch list, it can be selected at this time.

=]

Submit to College/Division HR Contact (move
to College/Division HR Contact)

Comments (optional)

€

=

¥ Add this posting to your watch list?

Submit Cancel
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20. Once the action is complete, you will receive a message that explains the posting was
successfully transitioned.

[} Unsvaraity of South Cave. 3

« C | & Secure | hitpe

o Posting was successrully@

Postings Hiring Proposals | My Profile Help

People Admin, you have 0 messages.  College/Division HR Contact ¥

Postings / Staff / Director of Housing (HR Recruitment) / Summary

™| Posting: Director of Housing (Staff)

Current Status: HR Recruitment * See how Posting looks to Applicant
Position Type: Staff Created by: People Admin &= Print Preview (Applicant View)
Department: Director Student Owner: HR Recruitment &= Print Preview

Development and Housing

Summary History Applicants Reports Hiring Proposals Associated Position Description

Please review the details of the Posting below. Page titles prefaced with an X and highlighted in RED have errors or missing data.
Page titles prefaced with a checkmark and highlighted in GREEN have validated successfully. Once all pages have validated
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