CREATE A PEOPLEADMIN USER ACCOUNT
(8/07)
1. In the upper left corner, click on “Create User Account”
[image: image1.png]=8| x|

Fle Edt Vew Favorkes Tods el | &
Qe - © - ¥ B D Peen Forne: @2 23 U B
ddress [{€] hitps:fjobs.hrc pob.edufuserfilesjspisharedframeset/Frameset. jsp?tine=1187276824028 B ERE
A p
2 :

'CREATE USER ACCOUNT User Login

Please login to the syster sing your User Name and Password., IFyou do not have a User Name and

Password assigned, click Create User Account
o psu HoME

This site is intended for Hiring Managers, Approvers, and search committees. If you are an

* HR HOME applicant, please go to jobs.hrc.pdx.edu

User Name:

Password:

Vou are sbout o log i to a secure system. When
you are finishe, please clck Logout to ensure
that others with access to your computer cannot
view the nformation i the system.
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2. Complete all fields.  Note that any field with the red asterisk is required information.

· The password does not change over time (it is not a “rolling” password).

· You may leave the “Employee ID” field blank.
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‘CREATE USER ACCOUNT. Create User

Users can subrit a user account to HR for approval and will be notified by HR i the account has been
approved. Please fill n the following information to create your account. Click the cancel button to return
© Py HomE 0 the login page.

o HRHOME
*Required information is denoted with an asterisk.

Create User

+ Userame
Must be betuieen 6 and 20 characters

Famplet

.+ Password
Must be betuieen & and 20 characters

* Confirm Password

* First Name. o
* Last Name Bowpe |
Employes ID
Tt [Program Supervisor

Phone umberjextension
Phane numbers must include area cods.
* and 7-digit number [Fos725 1234
.. 5125551212, §12-555-1212, or
(5128551212
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3. Review the information; edit as needed.
4. Click on “Continue”
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User Status

@ Submit o Approval
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5. Click on ‘Confirm”
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TEECR e User Confirmation
CREATE USER ACCOUNT.
Username

Must be between 6 and 20 characters  S2MPIEL

Last Name Sarmple

e ——

Phone Number/extension

et e e

S s 7es- 1234

(512)555-1212

Email samples@pdx.edu

Submtor Approvel
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6. The system will notify Human Resources via e-mail that a user account has been submitted for approval.  An HR representative will review your request.  He/she may call you for additional information.  A system-generated e-mail will notify you when your PeopleAdmin account has been approved.
