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Online Recruiting System — PeopleAdmin 7
Search Committee Member and Guest User Guide

The following information is being provided in order assist/inform the committee members with the roles,
responsibilities and instructions of the search process. It is important to understand the important role of the
committee prior to beginning the applicant review/screening process in the Online Recruiting System:

Search Excellence: http://hr.oregonstate.edu/search-excellence

Roles in the Search Process
Position Descriptions

Recruiting
Screening Applicants

Interviewing
Reference Checking & More

Making an Offer
Communicating with Applicants
. Integrating the New Employees
0. Questions or Concerns?

BOo~NOOA~ONE

All search related information must remain confidential, and only shared with the search committee members and the
search administrator (support person managing the administrative functions of the process).

Please carefully review the OSU veterans preference procedure prior to starting the screening process.
a) All minimally qualified veterans must be interviewed
b) All minimally qualified veterans must receive a preference at each stage to which they have been advanced.
c) No verbal offers may be made if a veteran was interviewed without HR Business Partner approval
d) Search committees are responsible for the completion of the Veterans’ Preference Worksheet as well as the
Applicant Disposition Worksheet.

General Login Process

» Click link: https://jobs.oregonstate.edu/hr

Oregon State University

Online Recruiting System Login - Click
Here

Guest User Only Login

There will be two options for login depending on whether you received a Guest User or Search Committee
Member email notification:

Guest User notification:
Enter your Guest User login credentials and click the LOGIN button
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Search Committee Member notification:

e Select “Online Recruiting System Login — Click Here”

e You will either be taken to the OSU Login screen where you will enter your ONID username and password;
or

o If you are already logged in to an OSU service that uses SSO Authentication the Online Recruiting System
(PeopleAdmin 7) will open to the Home Screen.

o If you have multiple roles in the system, select the “Search Committee Member” role from the drop down

menu
e
W Oregon State .
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Postings - Shortcuts =

Selecting the Posting
Guest User: after logging in, the Posting you were granted access to will automatically come into view.

Search Committee Member: To navigate to the postings you have been assigned click the “Postings” tab at the
top of the screen. Then select the position type the posting would be found in.

ClassifiedTemporary Staff
Unclassified Faculty
Student

Academic Wage

The next page will display all of the postings you have been assigned to. You can access the posting in several
ways: click on the “Posting Name” to be brought to the posting, or toggle over the “Actions” link and click
“View Posting”. (Note: If you want to go directly to the “Applicants Tab” click “View Applicants” under the
“Actions” link)

Reviewing the Posting Summary and Applications

The Posting summary page will display information about the posting; the position details, qualifications, and
other information related to the posting. To view the applications click on the “Applicants Tab”.

|‘ l Posting: Info Technology Consultant
(Classified/Temporary Staff)

Current Status: Closed

Fasition Type: Created by: Robbin Sim
Classified/Temporary Staff Owner: HR Consultant 1
Department. Academic

Technologies (JIS) (122100}

Summary History Reports
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To select an individual applicant, click on their name, you will be able to view their application and documents

All Applicants

& Saved Search® "All Applicants” Actions
Applicant Last Name Applicant First Name Documents Posting Number Workflow State (Internal) Application Date (Actions)
Robbin POOO1ECT Recommend for Hire November 10, 2015 at 05.36 PM Actions¥

You may select the applicants in bulk checking the check box at the top of the table and clicking the ACTIONS
button to perform bulk functions

All Applicants
& Saved Search: "All Applicants" ns
pplicant Last Name Applicant First Name Documents Posting Number Workflow State (Internal) Applici ening Question )

VI sieg Robtin POO01BCT Under Review by Unt/Committee: Novemiy

Export results

BULK
Download Applications as
FDF

Create Document POF per
Applicant

BULK FEATURES DEFINITION:

Review Screening Question Answers Displays each supplemental question applicants
answered and includes a link per question to view
which applicants answered a certain way.

Download Supplemental Question Answers Creates an excel spreadsheet containing the
supplemental questions and how the pool of
applicants answered them.

Export Results Creates an excel spreadsheet with all of the data
from the selected applicants on the current screen.
Download Applications as PDF Creates a PDF of All Documents applicants have

uploaded into one single PDF. You may download
all document or select only specific documents you
want to see.

Create Document PDF per Applicant Creates a single PDF document for each applicant
selected that contains their application and
documents. *This feature is dependent on adding
the “Combined Document” column to the table (see
screen shots below).

To “Create Document PDF per Applicant”

1. Check the box(es) for specific applicants on the left side of the screen or at the top of the list to select all

2. Add the “Combined Document” column to the table by selecting the “More Search Options” at the top of
the table.
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conmad [ Add Column
Business Phone:
ALY
Combined Document
[ T .
3. Select the “Create Document PDF per Applicant” option
4. The combined document column will appear with each applicant’s combined materials
Ad hoc Search (3 ltems Found) Save this search? [ Actions |
7] Applicant Last Applicant First Posting Workflow State Application (Actions)
Name Name Documents Number (Internal) Date
[ Jennings Tamara POOD1ZUF Under Review by UntiCommitee ::wmher 0, 2015812090 Actonsy
D Hickman Megan POOD12UF Under Review by Unit/Committee i:‘cember 05, 2015 at 11:32 Wiew REISTDT
D Sieq Robbin POOD1ZUF Under Review by Unit/Committee E;cemner 08, 2015.al 1230 iew Actonsy

Revised: October 15, 2020, Employment Services 4



