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APPLICANT REVIEW - SEARCH COMMITTEE CHAIR
Reviewing Applicants: Search Committee Chair

1. Once successfully logged into the system and in the Applicant Tracking module; you
will be presented with the home screen below.

W (D | PeopleAdmin
OLD DOMINION [ watch List 1 e L

Postings  Hiring Proposals | MyProfile  Help
Loccini Rondivamnelial S David Hawkins, you have 2 messages.  Search Commitee Chair v € logaut
Faculty
Welcome to your Online Recruitment System
£ InboX (19 items need your attention) Shodtcuts
Dispiaying tems for group “Search Commitiee Chair”
Postings (10+) | Hiring Proposals (3)  Adlions (0)  Special Handiing Lists (0)
Job Title Type Current State Owner
See more My Links
Useful Links
Training Videos
(Go here for helpful videos for staff training on the use of
PA7)
£3 Watch List (s iems) Yout Applicant Portal
(How Applicants access your PeopleAdmin system)
Postings (5) | Hiring Proposais (0)  Actions (0] PeopieAdmin MOPAC - Customer Portal Login
(best practice library, customer support portal, customer
Type Current State. State Owner community)
Administrative/Professional Faculty Retum to HR Recruiter HR Recruiter
Administrative/Professional Faculty Budget Unit Director Budget Unit Director (Brian Dunn)
Administrative/Professional Faculty Retum to HR Recruiter HR Recruiter
Administrative/Professional Faculty Closed Human Resources
Administrative/Professional Faculty Budget Unit Director Budget Unit Director (Brian Dunn)

2. To verify you are in the Applicant Tracking Module and logged in as the Search
Committee Chair, look to the upper right side of the screen.

D | PeopleAdmin
sy | APPLICANT TRACKING

ins, you have 2

3. Inthe banner at the top of the screen, select Postings and then the
Administrative/Professional Faculty link.

4
Hiring Proposals

Postings | My Profile
Teaching and Research Faculty

Administratve/Professional Faculty

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR
4. The following screen will provide you with all of the postings in your area. Find the
posting for which you wish to view the applicants. Then click on the blue Position
Number, Position Title or the actions text.

an (D | PeopleAdmi
OLD DOMINION A CKING

Hiring Proposais | MyProfie  Help
David Hawkins, youhave 2 messages. Search Commitiee Chair  + € log

Postings | AdministrativeProfessional Faculty

Administrative/Professional Faculty Postings

Search: Search More seareh options
Custom Test Search o
& Saved Search “"Custom Test Search™ (11 /i: o Ectons
Position Number Job Titie Active Applications Workflow State Search Committoe Chair (Actions)
P s Retum to HR Recruiter Davd Hawkins ACOr
Canceled David Hawkins
Budget Unit Director September Sanderlin
Draft Joseph Bel
Return to HR Recruiter David Hawkins
Drat
Closed Davd Hawions.
Dran
Canceled Davia Hawkins
Drat Daid Hawkins

5. Selecting the blue Actions text will open up a dialogue box offering additional
options. Select the blue text View Applicants to see a list of those who’ve appliedto
this positing.

‘ Actions ‘
Workflow State Search Committee Chair {Actions)
Return to HR Recruiter David Hawkins Actions ¥
Canceled David Hawkins Actionsv
Budget Unit Director September Sanderlin Actions ¥
Draft Joseph Belk Actions v
Return o HR Recruiter David Hawkins Actionsy
Draft Actions¥
Closed David Hawkins Actions v
Draft GENERAL
Canceled David Hawkins View Posting
Draft David Hawkins View Applicants b
Budget Unit Director David Hawkins TRACKING

Stop Watching

6. Once this has been selected, the Search Committee Chair will see all the active
candidates in the applicant pool. Once on this page Search Committee Chairs may
opt to view the applicant information either individually or in bulk.

li*} Posting: PAPERS 7 INSTRUCTOR - Sample Job
~  (Administrative/Professional Faculty)

See how Posting looks to Applicant
Current Status: Reposted = ow-Fosting looks to-A\pphcant

& Print Preview (Applicant View)

Position Type Created by: David Hawkins
Administrative/Professional Owner: HR Recruiter & Print Preview
Faculty e

Department: HUMAN RESOURCES

Summary History Applicants Reports Hiring Proposals

Open Saved Search v Search: | search More search options
Applicants-Active (<]

@ Saved Search: "Applicants-Active™ (4 llems Found M\

[ A-LastName A-First Name Activelinactive Status. Workflow State Owner Last Updated (Actions)

O sar Joseph Active Under Review by Search Committee Chair Search Committee Chair January 20, 2015 at 11:29 A Actions v

B witler Alison Active Under Review by Search Committee Chair Search Commitiee Chair January 20, 2015 at 11:36 Al Actionsy

Tate Philip Active Under Review by Search Committee Chair Search Committee Chair January 20, 2015 at 11:43 Al Actionsy

E1 Tucker Alisha Active Under Review by Search Committee Chair Search Committee Chair January 20, 2015 at 11:48 AM Actionsv

Department of Human Resources -3



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

7. To view the individual applicants, scroll down the page and then either click onthe

blue text A-Last Name that appears in the first column.

’i'l Posting: PAPERS 7 INSTRUCTOR - Sample Job

(Administrative/Professional Faculty)
Current Status: Reposted

Position Type: Created by: David Hawkins
Administrative/Professional Owner: HR Recruiter
Faculty

Department: HUMAN RESOURCES

SUmmEL History Applicants Reports Hiring Proposals
Open Saved Search v Search:
Applicants-Active 0

& Saved Search: "Applicants-Active™ (4 ltems Found

| A-LastName A-First Name Activellnactive
Fl Bar Joseph Active
B milter Alison Active
B Tate Philip Active
[ Tucker Alisha Active

8. Clicking on the applicant last name will open the next page where you will seemore

detailed information about the applicant.

Postings | .. | PAPERS 7 INSTRUCTOR - Sample Job (Reposted) / Applicant Review | Joseph Barr Under Review by Search Committee Chair

Job application: Joseph Barr

(Administrative/Professional Faculty)
Current Status: Under Review by Search Committee Chair

[

form: Application
Full name: Joseph Barr Created by: Joseph Barr
Address: Owner: Search Committee Chair
4241 Steamboat Road

Lexington , KY

Usemame: Joseph22
Email: emailaddress@zed.zed
Phone (Primary): (859) 396-1414
Phone (Secondary): (859) 3961414
Phone (Work): (859) 396-1414
Position Type:
Administrative/Professional
Faculty

Department HUMAN RESOURCES

Summary Recommendations (0 of 0) History

& Personal Information

Personal Information

First Name Joseph

Middle Name Michael

Last Name Barr

Address 4241 Steamboat Road

Apartment/Condo Number

David Hawkins, you have 2 messages.  Search Committee Chair v & logout

Search Results: Next

Take Action On Job Application v

View Posting Applied To

Preview Application

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

9. Scrolling down the page will allow you to view the responses to the supplemental
questions.

& Supplemental Questions

Required fields are indicated with an asterisk ().

1. * How did you hear about this employment opportunity?

1. © Public Job Posting
c =: > Intemal Job Posting
Agency Referal

Advertisement/Publication
Personal Referral
Website

Other

8. NoAnswer

Nomewn

2. * Please list the RMS systems you have had experience with and describe your involvement in the implementation of training materials related to them?

test

& Miscellaneous Information
Miscellaneous Information

Have you ever been convicted
of any violation(s) of law,

10. You may also view any documents uploaded by the applicant such as a resume
and/or cover letter

Required Documents
Document Type Name Conversion Status
& Resume Resume 01-20-15 10:30:20 (9.77 KB) POF complete
=> & Cover Letter/Letter of Application Caver Letter/Letter of Application 01-20-15 10:31:34 (9.78 KB) PDF complete
Optional Documents
Document Type Name Conversion Status
& Other Document Qther Document 01-20-15 10:31:53 (9.77 KB) PDF complete
Recommendation Documents
No recommendations submitted.
PDF Documents
Document Type Actions
Appl 1 View
Combined Document Generate

11. To view the attached documents, click on the blue text under the name column to
open the file.

Required Documents

Document Type Name Conversion Status

© Resume Resume 01-20-15 10:30:20 (3.7 KB) = PDF complete

& Cover Letter/Letter of Application Caver Letter/Letter of Application 01-20-15 10:31:34 (9.78 KB) = PDF complete

Optional Documents

Document Type Name Conversion Status

& Other Document Other Document 01-20-15 10:31:53 (9.77 KB) = PDF complete

Recommendation Documents
No recommendations submitted.

PDF Documents

Document Type Actions
Application View
Combined Document Generate

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

12. Looking to the bottom of the page under PDF Documents, you will see links to View
the application as a PDF file or Generate a combined document which would include
all of the documents associated with this applicant. Click on the blue text to initiate
the action. When you are done, use the browsers back button to return to the list of

applicants.

PDF Documents

Document Type

Application
Combined Document

Actions

View
Generate

13. To view multiple applications in bulk, check the boxes next to the last name ofthe
applicants you wish to view, or if you wish to see them all, check the box in the
column header next to A-Last Name.

View Multiple

Summary History

Applicants Reports

Search:

Hiring Proposals

Applicants-A/l @ Applicants-Active Applicg
@ Saved Search: "Applicants-A/l" (4 ltems Found)

[[]  A-LastName A-First Name Activellnactive
=$ Barr Joseph Active
O wmilter Alison Active
=$ Tate Philip Active
O Tucker Alisha Active

View All
Summary Histary Applicants Reports Hiring Proposals
Search:

Applicants-A/l

A- Last Name
Bamr

Miller
Tate

EEEEE

Tucker

P

Applicants-Active

W@ Saved Search: "Applicants-A/l" (4 ltems Found)

A-First Name
Joseph
Alison

Philip

Alisha

Applicg
Active/lnactive
Active
Active
Active
Active

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

14. Then click on the Actions button at the right hand side of the page andselect
download applicants as PDF.

LActions | Lo———)
GENERAL
Last Updated Rewview Screening Question )

! Answers
Aensen S50 Download Screening
January 20, 2015al Question Answars
January 20,2015al  Export results
January 20, 20153 suLk
Move in Workflow

Download Applications as

: <— ey
Create Document PDF per
Applicant

15. You then see a dialogue box asking which, if any, of accompanying documentsyou’d
like to include for each of the selected applicants. Then click Submit.

Select the document type(s) to use.

© Apphcation and All Documents
Only These Document Types

Ll Apphication Data
L Resume
[ Cover Letter/Letter of Application
7] Other Document
Letter of Recommendation

16. The next dialogue box explains that the system is generating your request. Afterthe
file has been complied, you will be prompted as to where you’d like the filesaved.

Generating File... Status: Requesting Documents . (status will update
automatically)

Please do not close this window until the download has started.

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

17. A dialogue box will open to allow you to navigate the available drives onyour
computer to save the file.

Organize v New folder = -

Name Ttem type Date modified

¢ Favorites
Bl Desktop @ onlineEducation.jsp Internet Shortcut 11/6/2014 11:53 AV|
& Downloads 3 (2]} SAS Output Internet Shortcut 6/3/201310:05 AM |=
‘%] Recent Places (21] Cost of Living Wizard Salary.com Internet Shortcut 4/26/20137:53 AM
23 Dropbox (@] Cost of Living Calculator Compare the Cost of Living in Two Cities - CNNMoney Internet Shortcut ~ 4/26/20137:49 AM | |

@ Cost of Living comparison calculator Internet Shortcut 4/26/2013 7:49 AM

4 Libraries {21 Virginia 511 Web Internet Shortcut 6/22/2012 4:21 PM
[ Documents @ Richmond, VA - May 2010 OES Metropoli politan Area Occu... Internet Shortcut 11/8/2011 4:52 PM
o Music [ Old Position Descriptions Shortcut 11/2/2011 4:42 PM
[=] Pictures |

[T ET =Ml combo_74 1421791073

Save as type: [Mobe Acrobat Document

“ Hide Folders

Department of Human Resources



APPLICANT REVIEW - SEARCH COMMITTEE CHAIR
Creating the Screening Matrix: Search Committee Chair

A new feature within PAPERS 7 is the ability to create an applicant screening matrix
from the information collected by the system. The search committee chair can prepare
this matrix ahead of the applicant review and use it to document the progress of
candidates during the review process and assist search committee members with the
evaluation of the applicants against the minimum/preferred qualification criteria.

1. From the applicant search screen of the posting, select the applicants you wishto

the box next to their name.

export the data of by checking

W i 3

)
OLD DOMINION

Hiring Proposals

1 MyProfile  Help

APPLICANT TRACKING ¥

David Hawkins, you have 2 messages.  Search Committee Chair ~ € logout
Postings | tive/Professional Faculty ly | PAPERS 7 - Sample Job (Reposted) | Applicant Review
’i] Posting: PAPERS 7 INSTRUCTOR - Sample Job
(Administrative/Professional Faculty)
See how Posting looks to Applicant
Current Status: Reposted
Position Type: Created by: David Hawkins & Print Preview (Applicant View)
Administrative/Professional Owner: HR Recruiter £ Print Preview
Faculty = et
Department: HUMAN RESOURCES
Summary History  Applicants | Reports Hiring Proposals
Open Saved Search v search:| | | Search |  More search options
Applicants-A/l © | Applicants-Active Applicants-Campus Interview Applicants-Certify/SC Lo
© Saved Search: "Applicants-A/l" (4 llems Found) | Actions. (‘
GENERAL
[l A-LastName A-First Name Active/inactive Status ‘Workflow State Owner Last Updated Review Screening Question )
nswers
Barr Joseph Active Under Review by Search Committee Chair Search Committee Chair January 20, 2015 al :
= Download Screening
@ witler Alison Active Under Review by Search Committee Chair Search Committee Chair January 20,2015al  Question Answers. A
Tate Philip Active Under Review by Search Committee Chair Search Committee Chair January 20,2015 af  Export results L ¢ J
o hJ
@ Tucker Alisha Active: Under Review by Search Committee Chair Search Committee Chair January 20,2015al  BuLK
Move in Workflow
Download Applications as
PDF
Create Document PDF per
Applicant

2. Then click on the Actions button on the right hand side of the screen. When the
dialogue box appears click on the blue Export results text.

Last Updated

January 20, 2015 al
January 20, 2015 a
January 20, 2015 ai
January 20, 2015 al

| Actions |

GENERAL
Review Screening Question )
Answers

Download Screening
Question Answers

Export results
BULK

Move in Workflow

Download Applications as

Create Document PDF per
Applicant

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR
3. Next the system will prompt you to select either to open the file or the save the file to
a location on your computer for future manipulation. Check the appropriate radio
button and the click on the OK button.

b peopleadmin.com:

(1))
OLD DOMINION

Postings  Hiring Proposals | My Profile

Cinnox]

PeopleAdmin
APPLICANT TRACKING

David Hawkins, you have 2 messages.  Search Committee Chair v & logout
Postings / Administrative/Professional Faculty | PAPERS 7 INSTRUCTOR - Sample Job (Reposted) / Applicant Review
F] Posting: PAPERS 7 INSTRUCTOR - Sample Job
(Administrative/Professional Faculty)
See how Posting looks to Applicant
Current Status: Reposted :
B3 a ’

Positon Type Created by: David Hawkins Opening job_applications_export_ 20150120_134921.xls &4 Print Preview (Applicant View)

‘F\:gl':lv:ylslm'lvd"rokss'o"ﬂl Owner: HR Recruiter You have chosen to open & Print Preview

Department: HUMAN RESOURCES ] job_applications_export_20150120_134921.xls

whichis a: Microsoft Excel 97-2003 Worksheet
Summary History Applicants Reports Hiring Proposals from: https://odu-sb.peopleadmin.com
What should Firefox do with this file?
© QOpen with (default) =
Open Saved Search v search:| | )4
3| © SaveFile
[7] Do this automatically for files like this from now on.
Applicants-A/l ©  Applicants-Active Applicants-Campus Intervie: a
g oy o oK (At
& Saved Search: "Applicants-A/l" (4 ltems Found) \£chions, }

[ A-LastName A-FirstName Activelinactive Status. Workflow State Owner Last Updated (Actions)
Barr Joseph Active Under Review by Search Committee Chair Search Comitiee Chair January 20, 2015 at 11:29 AM Actions ¥
@ witler Alison Active Under Review by Search Committee Chair Search Comitiee Chair January 20, 2015 at 11:36 AM Actions ¥
Tate Philip Active Under Review by Search Committee Chair Search Comitiee Chair January 20, 2015 at 11:43 AM Actions ¥
@ Tucker Alisha Active Under Review by Search Committee Chair Search Comittee Chair January 20, 2015 at 11:48 AM Actionsy

i

4. Ifyou selected the save radio button and clicked ok, The next screen will guide you
through locating the place on your computer where you’d like the save the file. When
you have identified the appropriate folder, you may name the file and that click the
save button.

D | PeopleAdmin
(TSI | APPLICANTTRACKING v
g M Desitop » = [ 49 | search Deskto £ Jearch Commitiee Chait ~ ~ & logout
Postings | Administrative/Professional Faculty / PAPERS 7 INSTRU Organize v New folder @
o— 4 Name Size Ttem type Datemodified  ~|
. B Desktop ‘ [#] onlineEducation.jsp 1KB IntemetShortcut  11/6/2014 11:53 AM|
= J& - E |
r ] Posting: PAPERS 7 INSTRUCTOR 16 Downloads ] [al) SAS Output 1K IntemetShortcut  6/3/20131005 AM |=
~—  (Administrative/Professional Faculty) % RecentPlaces | | (3] Cost of Living Wizard Salary.com KB IntemetShorcut  4/26/203753AM | I b1y anican
Current Status: Reposted 22 Dropbox [8]] Cost of Living Calculator Compare the Cost of Living in Two Cities - CNNMoney 1KB IntenetShortcut  4/26/20137:49 AM | |
Position Type: Created by: D) @] Cost of Living comparison calculator 1KB IntemetShortcut  4/26/2013749 AM | fpplicant View)
Administrative/Professional Owner- HRR¢|  Libraries [#1] Virginia 511 Web 1K8 IntemetShortcut  6/22/20124:21 PM
Faculty % Documents &) Richmond, VA - May 2010 OES Metropolitan and Nonmetropolitan Arez Occu... 1KB IntemetShortcut  11/8/20114:52PM
Department: HUMAN RESOURCES & Music [# Old Position Descriptions 1KB  Shortcut 11/2/2011 442 PM +
= i i v
e ; . = Pictures [ |
IRy, batdry Applicy D Filename: job_applications_export 20150120 154523 v
¥ save astype: [Microsoft Excel 91-2003 Worksheet -
| A
Open Saved Search v Search:| ) Hide Folders Save w
Applicants-A/l © Applicants-Active Applicants-Campus Interview Applicants-Certify/SC
© Saved Search: "Applicants-All" (4 lierms Found) [ Actons |
[ A-LastName A-First Name: Activefinactive Status Workflow State Owner Last Updated (Actions)
@ Bar Joseph Active. Under Review by Search Committee Chair Search Commitiee Chair January 20, 2015 at 11:20 AM Actions v
@ wier Alison Active Under Review by Search Committee Chair Search Commitee Chair January 20, 2015 at 11:36 AM Actionsy
@ Tate Philip Active Under Review by Search Committee Chair Search Commitiee Chair January 20, 2015 at 11:43 AM Actions v
@ Tucker Alisha Active Under Review by Search Committee Chair Search Committee Chair January 20, 2015 at 11:48 AM Actionsy

I

Department of Human Resources
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APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

5. When you open the file in Excel, you will see the applicant data is provided in rows.
The system captures the Applicants last name, first name, the applicants status atthe
time the report was saved, the workflow owner and the last date the information was
updated. Using Excel, you could add more columns such as the criteria you are using
for screening the applicants for phone interview and your evaluation of how well
each candidate met each criterion.

™ - %

Home Insert Page Layout Formulas Data Review View DYMO Label

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. | Enable Editing ‘

AL - £ | A-LastName

A B C

1
2 |Barmr Joseph Under Review by Search Commitiee Chair Search Committee Chair  January 20, 2015 at 11:29 AM

3 Miller Alison Active Under Review by Search Committee Chair Search Committee Chair  January 20, 2015 at 11:36 AM
4 |Tate Philip Active Under Review by Search Committee Chair Search Committee Chair  January 20, 2015 at 11:43 AM
5 | Tucker Alisha Active Under Review by Search Committee Chair Search Committee Chair  January 20, 2015 at 11:48 AM
6

6. Just as the system allows the export of applicant data, it also provides a way for
Search Committee Chairs to download the applicants answers to Supplemental
Questions. Follow the steps above to select the applicants, click the Action button
and then click on the blue text Download Screening Question Answers.

o @D | PeopleAdmin
OLD DOMINION APPLICANT TRACKING ¥

Postings  Hiring Proposals | MyProfile  Help

David Hawkins, you have 2 messages.  Search Commitee Chair ~ » € loge|

Postings | | PAPERS7 - sampl | Applicant Review

D Posting: PAPERS 7 INSTRUCTOR - Sample Job
(Administrative/Professional Faculty)

See how Posting looks to Applicant
Current Status: Reposted & See how Posting looks to Applican!

Position Type: Created by: David Hawkins M Print Previaw (Applicat View)
Administrative/Professional Ouner HR Recruitor
Faculty

Department: HUMAN RESOURCES

& Print Preview

Summary History Applicants Reports Hiring Proposals
Open Saved Search v search:| | ["search More search options
Applicants-A/l © Applicants-Active Applicants-Campus Interview Applicants-Certify/SC
© Saved Search: "Applicants-All" (4 lfems Found) [ Actions <=
GENERAL
] A-LastName A-First Name Active/nactive Status Workflow State Owner Last Updated Review Screening Question )
Answers
@ Bar Joseph Active Under Review by Search Committee Chair Search Committee Chair January 20, 2015 al
= Download Screening =
N & mitler Alison Active Under Review by Search Committee Chair Search Committee Chair January 20,2015al  Question Answers
_Q @ Tate Philip Active Under Review by Search Committee Chair Search Committee Chair January 20,2015l Export results
@ Tucker Alisha Active Under Review by Search Committee Chair ‘Search Committee Chair January 20,2015 suL

Move in Workflow
Download Applications as
PDF

Create Document PDF per
Applicant

7. Check the appropriate radio button and the click on the OK button.

Opening Supplemental Answers for PAPERS 7 INSTRUCTOR - Sample J.. %%

You have chosento open

for PAPERS 7 INSTRUCTOR - Sample Job.xis

a Mi el 97-2003 Worksheet
from: https://edu-sb. peopleadmin.com

What should Firefox do with this file?

Microsoft Excel (default) -

[Z] Do this gutematically for files like this from now on

=

Department of Human Resources -11 -



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

8. Locate the place on your computer where you’d like the save the file. Identifythe
appropriate folder, name the file and click the save button.

e rame o le 10 save (-
uu (M Desktop »

Organize v Newfolder
4 Name
job_applicatio
“| @) onlin
&l
@) Cost of Livi

=
a

't Favorites
B Desktop
18 Downloads

%] Recent Places
23 Dropbox

4 Libraries

5| Documents. )
& Music (21 Richmond, VA - May 2010 OS Metropolitan and Nonmetropolitan Area Occu...
=] Pictures A .

D i name: Supplemental Answers for PAPERS 7 INSTRUCTOR - SampleJob
L 4
:1 Save astype: | Microsoft Excel 97-2003 Worksheet -

4 Hide Folders Save

9. This export will give you the applicants first and last name. It also provides the
username, text of the supplemental questions and the responses provided byeach
applicant. This information can be copied and pasted to the other exported report
the add to the matrix you've created.

| Y = Supplemental Answers for PAPERS 7 INSTRUCTOR - Sample Job [Protected View] - Microsoft Excel
File Home Insert Page Layout Formulas Data Review View DYMO Label

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. 1 Enable Editing

AL - J= | First Name

A B c E F G H
1 First Name Last Name Username Special Handling Question 1. How did you hear Question 2. Please list the R\ Overall Score Is Disqualified?
2 Joseph Barr Joseph22 Public Job Posting test 0 No
3 Alison Miller mille674 Public Job Posting test 0 No
4 Philip Tate tate9476 Personal Referral test 0 No
5 |Alisha Tucker mslishaal Personal Referral test 0 No
6
7
8

Department of Human Resources



APPLICANT REVIEW — SEARCH COMMITTEE _CHAIR
Dispensing Applicants in the Workflow: Search Committee Chair

We will assume that you have a grasp of logging into the system, navigating to the
correct posting, have reviewed the applications and are now ready to dispense them in
the workflow. It is best to begin by dispensing the applicants that are not being
recommended for phone interviews.

1. Begin by navigating to the applicant’s page of the position. Then select theapplicants
that will not be recommended for phone interview. You may select multiples
applicants by clicking on the check box next to the applicants’ last name.

W (D | PeopleAdmin
OLD DOMINION APPLICANT TRACKING ¥

Postings  Hiring Proposals | My Profile  Help

David Hawkins, you have 2 messages.  Search Committee Chair v € logout

Postings | Administrative/Professional Faculty | PAPERS 7 INSTRUCTOR - Sample Job (Reposted) | Applicant Review

E‘ Posting: PAPERS 7 INSTRUCTOR - Sample Job
(Administrative/Professional Faculty)

Current Status: Reposted

& See how Posting looks to Applicant

& Print Preview (Applicant View)

Position Type: Created by: David Hawkins
Administrative/Professional Owner- HR Recruiter & Print Preview
Faculty

Department: HUMAN RESOURCES

Summary History Applicants Reports Hiring Proposals
Open Saved Search v Search: | ['Search |  More searcn options
Applicants-A/l © | Applicants-Active Applicants-Campus Interview Applicants-Certify/SC
& Saved Search: "Applicants-A/l" (4 tems Found) | Actions |
GENERAL
[ A-LastName A-FirstName Activelinactive Status Workflow State Owner Last Updated Review Screening Question )
; Answers
7 Bar Joseph Active Under Review by Search Committee Chair Search Committee Chair January 20,2015 al
Download Screening
& willer Alison Active Under Review by Search Committee Chair Search Committee Chair January 20,2015al  Question Answers
@ Tate Philip Active Under Review by Search Committee Chair Search Commitiee Chair January 20,2015af  Export results
@ Tucker Alisha Active Under Review by Search Committee Chair ‘Search Committee Chair January 20,2015al  BULK

Move in Workflow
Download Applications as
PDF

Create Document PDF per
Applicant

2. Then click on the Actions button and click on the blue Move in Workflow textunder
bulk actions in the dialogue box.

| Actions | ———

GEMERAL

d Review Screening Question )
Answers

2015 al .
Download Screening
PO15al  Question Answers

po15al  Export results

P015al  BuLk

Move in Workflow =

Download Applications as
PDF

Create Document PDF per
Applicant

Department of Human Resources -13



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR
3. The next screen will present you with the workflow state options available for each
applicant. Clicking on the downward facing black triangle will call up the pick-list for
the statuses of each applicant. Click on the “Not Minimally Qualified-Not
Selected for Phone Interview” option and once all the applicants have been

updated, click the orange ‘Save Changes’ button.

Postings | .. / PAPERS 7 INSTRUCTOR - Sample Job / Applicant Review / Bulk Workflow Status

& | Editing: Workflow States for 4 Applicants

Applicant Current State

Joseph Barr Under Review by Search Committee Chair
Alison Miller Under Review by Search Committee Chair
Philip Tate Under Review by Search Committee Chair

Alisha Tucker Under Review by Search Committee Chair

oriGancel

Change for all applicants

Change

Select a workflow state.
Select a workflow state...

—

Phone Interview, Recommended for Campus Interview

Not Selected for Phone Interview
Phone Interviewed. Not

Reason

Select a workflow state.

Select a workflow state.

Selecta workflow state.

Selecta workflow state.

Selecta workflow state...

Not Minimially Qualified-Not Selected for Phone Interview
Qualified-Not Selected

=

=}> G

4. The system will then return you to the applicants search results page where you will
see that the applicants not selected for phone interview have been removed from the
list. The remaining applicants should represent the group you intend to interview by
phone to determine which will progress to the campus interview stage.

**NOTE: After completing your phone interviews, the remaining applicants should
be dispensed individually. Bulk dispensing, as shown previously, should only be used
when the same workflow state applies to all of the applicants selected.

5. From the Applicants page of the posting, click on the blue text of the candidate’s

name you wish to dispense.

D (Administrative/Professional Faculty)

Current Status: Reposted

Department: HUMAN RESOURCES

Summary History Applicants Reports

Open Saved Search v Search:
Applicants-Active
& Saved Search: "Applicants-Active™ (4 liems Found)

] A-LastName A-First Name

O Bar Joseph

[ wier Alison
Tate Philip
Tucker Alisha

Posting: PAPERS 7 INSTRUCTOR - Sample Job

Position Type: Created by: David Hawkins
Administrative/Professional Owner HR Recrulter
Faculty

Hiring Proposals

Search

Activellnactive Status
Active
Active
Active

Active

Under Review by Search Committee Chair
Under Review by Search Committee Chair
Under Review by Search Committee Chair

Under Review by Search GCommitiee Chair

More search options

Workflow State Owner
Search Committee Chair
Search Committee Chair
Search Committee Chair

Search Committee Chair

Department of Human Resources
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APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

6. The system will open up the application for you to view. Click on the orange Take
Action on Job Application button.

W @@ | PeopleAdmin
OLP\Q?I}VI}I”I\ON APPLICANT TRACKING ¥

Postings Hiring Proposals | My Profile Help

David Hawkins, you have 2 messages.  Search Committee Chair v & logout

Postings /| ... | PAPERS 7 INSTRUCTOR - Sample Job (Reposted) | Applicant Review | Joseph Barr Under Review by Search Committee Chair Search Results: Next

D Job application: Joseph Barr P e—
(Administrative/Professional Faculty) \

Current Status: Under Review by Search Committee Chair
icati : Administrati ional Application

=

& View Posting Applied To

& Preview Application

Full name: Joseph Barr Created by: Joseph Barr
Address: Owner: Search Committee Chair
4241 Steamboat Road

Lexington , KY

Usemanme: Joseph22

Email: emailaddress@zed.zed
Phone (Primary): (859) 3961414
Phone (Secondary): (859) 396-1414
Phone (Work): (859) 3961414
Position Type:
Administrative/Professional
Faculty

Department: HUMAN RESOURCES

Summary Recommendations (00f0) | History

7. The system will give you a drop down menu with the work flow states. Select
“Phone interviewed, Not Recommended for Campus Interview”.

Select a workflow state...

Select a workflow state...

Not Minimially Qualified-Not Selected for Phone Interview
Qualified-Not Selected

Phone Interview, Recommended for Campus Interview ¢ ]
Phone Interviewed, Not Recommended

8. The system will then present you with a dialogue box requiring you to providea
reason.

Take Action

Phone Interviewed, Not
Recommended for Campus Interview
(move to Phone Interviewed, Not
Recommended)

Reason (required)

Please select

Department of Human Resources -15



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

9. Click on the black triangle and select the appropriate reason from the list provided
and then click submit.

Reason

Please select.. —

Applicant Declined/Withdrew
Experience Not Applicable

Limited Experience Réason
Poor Oral Communication Other .
Lack of Supervisory Experience e

Lack of Demonstrated Ability
Does Not Have Proper Certifications/Licensure
Other. <€ >

e

**NOTE: Selecting “Other” will prompt the system to provide you with a text box to
enter in a reason.

= Submit Cancel

W

10. Use the web browsers back button to return to the Applicants page of the posting and

repeat the process above until all of the candidates that were “Phone Interviewed.
Not Selected for Campus Interview” are dispensed.

11. The remaining applicants should be those that were “Phone Interviewed.
Recommended for Campus Interview”. They may be dispensed in the same
way as you previously did for those not being recommended for campus interview.
This time, when you will select from the menu list of work flow states, chose “Phone

Interviewed. Recommended for Campus Interview”.

WORKFLOW ACTIONS

Keep working on this Job
application

Phone Interviewed, Recommended
for Campus Interview (move to ¢=

Phone Interview, Recommended for
Campus Interview)

Not Selected for Phone Interview
(move to Not Selected for Phone
interview)

Phone Interviewed, Not
Recommended for Campus
Interview (move to Phone
Interviewed, Not Recommended)

Department of Human Resources

-16



APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

12. The system will then present you with a dialogue box requiring you to provide a
reason for the decision. This field is open text. Enter the information supporting the
decision and click the submit button.

Take Action x

Phone Interviewed, Recommended for
Campus Interview (move to Phone
Interview, Recommended for Campus
Interview)

Reason (required)

Reason: K4

Explanation

lf | =

=> Submit = Cancel

| B

13. Use the web browsers back button to return to the Applicants page of theposting and

repeat the process above until all of the remaining candidates selected for campus
interview have been dispensed.

14. The last step is for the Search Committee Chair must now take action on the posting
to send it to the HR Recruiter so that the candidates for campus interview may be
reviewed. Click on the orange “Take Action on Posting” button.

(V] D | PeopleAdmin
OLD DOMINION APPLICANT TRACKING ¥

Postings Applicants Hiring Proposals | My Profile Help
David Hawiins, you have 2 messages  Seaech Commaiee Chaw - Cc
Postings / Administrative/Professional Faculty / PAPERS 7 INSTRUCTOR - Sample Job (Reposted) / Applicant Review
ﬁ Posting: PAPERS 7 INSTRUCTOR - Sample Job =
—' (Administrative/Professional Faculty)

See how Posting looks to Applicant
Current Status: Reposted ee how Posting looks to Applicant

Position Type: Created by: David Hawkins & Print Preview (Applicant View)

Administrative/Professional Owner: HR Recruiter & Print Preview
Faculty

Department: HUMAN RESOURCES

18. From the drop down menu, select “Send to HR Recruiter (Move to Send
Recommended to HR Recruiter)”.

David Hawkins, you have 2 messages.  Search Committee Chair

Take Action On Posting v

WORKFLOW ACTIONS
Keep working on this Posting
Canceled (move to Canceled)

Send to HR Recruiter (move to Send ¢
Recommended to HR Recruiter)

Department of Human Resources
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APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

19. You are then presented with a dialogue box, allowing you to place comments ifany.
When ready, click on the submit button.

Take Action

Send to HR Recruiter (move to Send
Recommended to HR Recruiter)

Comments (optional)

This posting is currently in your watch list.
Uncheck this box to remaove it.

— Submit Cancel
A

20.The Search Committee Chair may now log out of the system. Once the HR Recruiter
has reviewed the pool, the search committee chair will receive an email for the HR
Recruiter notifying them that the candidates are certified for a campus interview.
The search committee chair may proceed in scheduling candidates for the on-
campus interviews.

Department of Human Resources
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APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

Dispensing Applicants: (Post-Campus Interviews) Search Committee

Chair

1. Once the Campus Interviews are completed, the search committee chair logs into
PAPERS 7 and navigates to the applicants page for the right posting. Then clickon
the blue text of the candidate’s last name to view the application.

O
OLD DOMINION

Postings Hiring Proposals | My Profile Help

Postings / Administrative/Professional Faculty / PAPERS 7 INSTRUCTOR - Sample Job (Reposted) | Applicant Review

Posting: PAPERS 7 INSTRUCTOR - Sample Job

(Administrative/Professional Faculty)
Current Status: Reposted

Position Type Created by- David Hawkins
Administrative/Professional Owner- HR Recruiter
Faculty

Department: HUMAN RESOURCES

Summary History Applicants Reports Hiring Proposals
Open Saved Search v Search: | | | search |  More search options
Applicants-Active o

& Saved Search: "Applicants-Active™ (2 ltems Found)

A-Last Name A-First Name Active/lnactive Status Workflow State Owner

@ miller Alison Active Certify for Campus Interview Search Committee Chair
@ Tate Philip Active Certify for Campus Interview Search Committee Chair

David Hawkins, you have 2 messages.

& See how Posf
Print Preview

=
& Print Preview

Last Updated
January 20, 2015 at 11:3|
January 20, 2015 at 11:4]

2. Once on the candidates application page, click on the orange “T'ake Action on Job

Applicant” button to view the drop down list of choices.

Home [EXEWPH  Hiring Proposals | MyProfle  Help

David Hawkins, you have 2 messages.  Search Committee Chair ~ ~ & logout

Postings / ... | PAPERS 7 INSTRUCTOR - Sample Job (Reposted) | Applicant Review | Joseph Barr Under Review by Search Commitiee Chair

Current Status: Under Review by Search Committee Chair

Usemame: Joseph22
Email: emailaddress@zed.zed
Phone (Primary): (859) 396-1414
Phone (Secondary): (859) 396-1414
Phone (Work): (859) 396-1414
Position Type
Administrative/Professional
Faculty

Department: HUMAN RESOURCES

Summary Recommendations (0 of 0) History

“ Job application: Joseph Barr - _\ction On Job Application v
(Administrative/Professional Faculty) 2
Wiew Posting Applied To

Application form: Administrative Professional Application Proview Application
Full name: Joseph Barr Created by: Joseph Barr

Address Owner: Search Committee Chair

4241 Steamboat Road

Lexington , KY

Search Results: Next

3. Select the appropriate workflow actions from the list.

Take Action On Job Application v

WORKFLOW ACTIONS

Keep working on this Job
application

Finalist (move to Alternate)

Recommend for Hire (move to
Recommend for Hire)

Campus Interviewed Mot
Recommended (move to Campus
Interviewed Not Recommended)

Department of Human Resources
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APPLICANT REVIEW — SEARCH COMMITTEE CHAIR

4. When selected, each of the workflow actions will trigger a “T'ake Action” dialogue
box to appear. The Search Committee Chair will need to enter the reason for the
selection of that particular workflow action. Once the appropriate reason has been
entered, either in the provided text field or by selecting from the available options,
the Search Committee Chair clicks on the “Submit” button.

‘ Take Action

‘ Take Action

Recommend for Hire (move to Finalist (move to Alternate)
Recommend for Hire)

. Reason (required)
Reason (required)

. - Reason for Selection ~
Describe reason for selection ~

Explanation: Explanation:

<=|

Submit Cancel Submit Cancel

| Take Action Take Action

Keep working on this Job application Campus Interv!ewed Not Recommended (move to
Campus Interviewed Not Recommended)
Reason (required .
(req ) Reason (required)
Please select E] Please select [~
Plaass selact
Applicant Declined/Withdrew Applicant Declined/withdrew
Insufficient Experience Insufficient Experience
Limited Experience Limited Experience
Experience Not Applicable Experience Not Applicable
Poor Oral Communication Poor O@‘ Communication
Poor Written Communication Paor written Communication
. Lack of Supervisory Experience
Lack of Supervisory Experience Lack of Demonstrated Ability
Lack of Demonstrated Ability Does Not Have Proper Certifications/Licensure
Does Not Have Proper Certifications/Licensure Poor References
Poor References MNegative Background Check
Negative Background Check Unable To Contact For Interview
Unable To Contact For Interview Applicant Did Not Report For Interview
Applicant Did Not Report For Interview Applicant Declined Interview
Applicant Declined Offer
Applicant Declined Interview
| ined OFf Recruitment Cancelled
Appl \:_ant Declined Offer Other
Recruitment Cancelled
Other

Submit Submit Cancel

_

5. Repeat these steps for the remaining candidates until all have been dispensed. The
candidates that have been recommended for hire and selected as finalist (Alternate)
will be submitted to the Dept Chair/HM for review.

Summary History Applicants Reports Hiring Proposals

Dpen Saved Search v Search| | [ Search } More search options

Applicants-Active (x]

W Saved Search: "Applicants-Active" (2 lfems Found)

[l A-LastName A-First Name Activeinactive Status Workflow State Owner
B witer Alison Active Recommend for Hire Dept Chair/ HW
O 1ate Philip Active Alternate Dept Chair/ HW

Department of Human Resources
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APPLICANT REVIEW — SEARCH COMMITTEE CHAIR
6. At this point the Search Committee Chair should send an email to the Dept
Chair/HM that the applicants have been dispensed and that the recommended

candidate and the alternate are available for review. The Dept Chair/HM will review
the candidates and initiate the Hiring Proposal.

=5-88-8-8-8

_\4"
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