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  INTRODUCTION


Welcome to The University of Mary Washington Online Employment Application System.  The Human Resources department has implemented this system in order to automate many of the paper-driven aspects of the employment application process.

You will use this system to:

· Create and submit Recruitment Postings to HR

· View Applicants to your Postings

· Notify HR of your decisions regarding the status of each applicant
· Modify or create Employee Work Profiles
The system is designed to benefit you by facilitating:

· Faster processing of employment information

· Up-to-date access to information regarding all of your Postings

· More detailed screening of Applicants’ qualifications – before they reach the interview stage  

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

Your Web Browser

The Employment Application System is designed to run in a web browser over the Internet.  The system supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 and 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 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 5.5 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.

GETTING STARTED


After entering the URL, the “login screen” for the system will appear and should be similar to the following screen:
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Before you may enter the site, you must create your own account by clicking on the “Create User Account" link on the left side of the screen (if you have forgotten your user name or password, please contact Human Resources at 654-1214)  After you click this link, the following screen will appear:
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Enter a user name and password, along with the rest of the requested information.  

Please write down your user name and password.  You will need them 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 Human Resources Department, who will approve or deny your account.  Contact Paula Wilder to schedule careers training, 654-2285.
Once HR notifies you that your request has been accepted, you will then be able to log in to the system with your user name and password.  

POSITION DESCRIPTION REQUESTS & POSTING 
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Position Description & Posting options are broken down into different Requests in the online system.  Typical Request options are:

· Establish a Classified/Wage Position 

· Modify Classified/Wage Position

To begin a position description/posting request, click the “Begin New Action” link in the Personnel Action Form section of the navigation bar.  Your Request choices will then appear.  In the following example, New Classified/Wage Position and Request Recruitment was selected. 
Position Details

Once you’ve selected a ‘Classification Tile’ and clicked on ‘Save and Continue to Next’ , you will be looking at the Position Details screen for the Position Description/Posting process.  The information on the Position Details tab will be the core information used by Human Resources in creating your Job Posting. 

A few notes about this screen:

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an error message will appear and you will be required to complete it.

2. VERY IMPORTANT:  A Position Description is Not Saved until after you have selected on of the following: (1) Click Save and Stay on this Page (Note: This will save the Position Description/Posting form in your Pending Actions) or (2) at the end of your form, the final step of the process in completed by clicking Confirm on the final summary page.  If you log out or click a link on the left side before completing these steps, none of the information you have edited will be saved.
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Once you have filled out your Position Details Tab, you may click the “Continue to Next Page” button to go to any additional tabs.  

It is also important to note that you may click the “Preview Action” button at any time in order to save your position description for completion at a later date or to send for approval.

Supplemental Documentation

Along with other tabs customized to your specific organization, you may have additional documentation to support your Position Description/Posting request.  For example, memos or organizational charts may be requested when creating a new Position Description.  You may attach a particular document by clicking the ‘Attach’ link next to the specific type of document you want to attach to your position.
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Once you have selected the document type you wish to upload you will have 2 options:

· You may browse for the file if you have it stored on your computer in one of the following formats:

· Adobe Acrobat

· Microsoft Word

· Microsoft Excel

· You may copy and paste and/or type text into the large text area at the bottom of the screen if you do not have your document in one of the above formats or if you do not have your document saved on your computer.
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Submitting the Position Description

After clicking the Continue to Next Page button from the previous screen, completing the ‘Posting Form’ tab and adding any comments associated with the position description, click on the Continue to Next Page or Preview Action buttons.  You should see a screen similar to the following.  Scroll down through this screen to review the information you entered.
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The last step is to select one of the choices and click the Continue button either at the top or the bottom of this page.  After selecting your choice, click Continue to go to the confirmation page.
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Press Confirm to complete this step. 

The details of your position description are NOT SAVED until you complete this step.
Quick Guide for Creating a Position Description/Posting
1) From the site, click Begin New Action.

2) Select “Start Action” under New Classified/Wage Position and Request Recruitment.

3) Review and edit the information on the Position Details tab.  The information on this tab will be the foundation of the posting advertised.

4) Complete appropriate entries on the remaining tabs using the Continue to Next Page button to navigate through the Request.

5) On the View Summary screen, review the summary information provided.  If the information does not need editing, you may:

a. Save without Submitting (no request will be taken on this unless you submit to the next level).

b. Submit Action to HR for Initial Review.
6) Click on the Continue Button and then the Confirm Button.  If you do not confirm, your request will not be forwarded to the next approval step.  Once approved, the information will create your new Job Posting.

OTHER POSITION DESCRIPTION REQUESTS

Searching Existing Position Descriptions

Other than requests that will create a brand new position description in the system, most requests will be modifications to existing position descriptions.  Whether this involves a change in classification or not, we are still just updating the official position description with new information.
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Select the request you wish to begin.  For this example, Modify Classified/Wage Position has been selected. 

Once you have started your request, you must find the existing position description you wish to modify.  You should see a screen similar to the following:
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Searching Position Descriptions

You may filter your selection by specific search criteria, or you may leave the search criteria blank to retrieve all of the approved position descriptions you have access to in the system.
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Once you have found the position you would like to modify, click the ‘Start Action’ link below the position title.  
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You will be taken back to a tab view where you can modify the details of the position description.  

NOTE: the information is already filled in from the official position you are modifying.  It is not necessary to start from scratch each time you want to modify an existing position.

VIEWING APPLICANTS TO YOUR postings

After logging in to the system, if you have a Posting that is currently accepting applications, you will see a screen that looks similar to the following:  
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Underneath the Open Positions heading on the left navigation bar, you are presented with the option to View Active and View Historical.

Active Postings:  Postings that are Active are either: 

· currently posted on the applicant site, or 

· no longer posted but contain applicants still under review 

Historical Postings:  Postings that are Historical are either:

· Filled and are no longer listed on the applicant website

· Cancelled and therefore not listed on the applicant website

To view the details of a specific Posting, including the description and the Applicants to that Posting, click on the word “View” below the relevant title. This will bring you to a screen similar to the following:

[image: image15.png]JB POSTINGS
'ACTIVE POSTINGS
PENDING POSTINGS.
HISTORICAL POSTINGS
SEARCH HIRING
PROPOSALS

POSITION DESCRIPTIONS
'BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME
Losour

LogouT oF
SUPERVISOR/MANAGER

+ Welcome Sample HR Administrator. You are lagged n a5 Supervisor Sample, Tuesday, Apri 17, 2007

View/Edit Posting

Applicants

Active Applicants

2 Records

Date
applied

Braz, Under Review by

Jeremy 04-17-2007 Supervisor/Committee Inprogress [
View App Change Status

Cooper,
Gary
View App

Under Review by
04-17-2007 Supervisor/Committze:

nProgress [
Change Status

CHANGE MULTIPLE APPLICANT STATUSES

Refresh View Multiple

i VIEW MULTIPLE APPLICATIONS

ctive Applicants VIEW MULTIPLE DOCUMENTS
Include: DA N | O G = TR ||

00 tnactive sppicanes Appcations | documents il apen i 3w window. To
e, selac e » Pt st documens sppear i tht

Yindow,
REFRESH

Documents may take sevaralminutes o load

CONTINUE TO NEXT PAGE >>
SAVE AND STAY ON THIS PAGE

CANCEL | _VIEW POSTING SUMMARY >>





You will notice the posting data is divided into tabs, listed across the top, starting with “Applicants”.  This first tab lists the Applicants who have applied to this Posting. Additional information is also provided on this screen, including their date applied, status, etc.   You may click through the other tabs at the top of the screen to view more details about the Posting, including Screening Questions and Points.

From the screen shown above you may perform a number of tasks, including:

· Sort and view applicants by different criteria

· Print applications and documents

· Change an applicant’s status

Sorting & Filtering Applicants by Different Criteria

To sort applicants by Name, Date Applied, etc., click the arrow at the top of the data column you wish to sort.  The order in which applicants are displayed will change accordingly.
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To filter applicants by score, enter a numeric value in the Minimum Score box, and click Refresh.  Only applicants meeting the score entered (and higher) will be included in your results.  

You may also choose to show Active Applicants, Inactive Applicants, or both.  This is performed by checking the boxes next to “Active Applicants” (active Applicants are those still under review) and “Inactive Applicants” (inactive Applicants are no longer under review).  Click the Refresh button to refresh the screen.

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 following will appear in a new browser window.  It may take a few moments for the information to load into the new window. 
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Select File>Print from your browser’s menu to print the applications. There is a signature line at the bottom of the page for obtaining the applicant’s signature, if necessary.

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 Applicants” screen).

To view and print multiple applications at the same time, perform the following steps:

1. Check the boxes next to the corresponding Applicants whose applications you wish to print (or click the “All/None” link). These boxes are located on the right side of the page.  (See top of next page.)

2. Click the View Multiple Applications button.

3. A new window will appear (it may take several moments to load). This window contains all the applications you selected to print.  

4. Select File > Print from your browser’s menu to print the application(s).

Viewing and Printing Documents

This process is very similar to printing applications, except the documents appear in the Adobe Acrobat Reader software.  This is done to preserve the integrity of the documents’ formatting, and to assist in preventing viruses from entering the system via documents attached by Applicants.

To view and print a single document (such as a resume or cover letter) that the applicant attached when applying for the Posting, click the link of the document under the column labeled “Documents” from the "Active Applicants" screen. 

After clicking the link, a new window will appear (it may take several moments to load) in Adobe Acrobat Reader. This window contains the document for the applicants you selected to print.  Select File>Print from the Adobe Acrobat Reader menu to print the document.  To close the window, click on the “X” in the upper right 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 Posting” screen).

To view and print multiple documents at the same time, perform the following steps:

1. Check the boxes next to the corresponding applicants you wish to print (or click the “All/None” link). These boxes are located on the right side of the page.

2. Click the View Multiple Documents button.

3. Select File>Print from the Adobe Acrobat menu.

 ADMINISTRATIVE FUNCTIONS

Logging Out

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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