HOW TO WRAP UP YOUR HIRING PROPOSAL and

HIRING DOCUMENTS (9/08)
It is important that you perform the following steps in the order indicated below so that you will be able to access and print the necessary documents to complete your new hire.

1. Wait for HR to approve your hiring proposal; once approved, make the offer to your candidate.

2. Print the candidate’s application from PeopleAdmin.

3. Under the first heading (Job Postings) of the menu on the left side of your PeopleAdmin screen, click on “Search Hiring Proposals.”

4. Enter the position number (Dxxxxx).

5. For the column on the right, click “Check All.”
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Click on “Search.”
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7. Locate your hiring proposal and click on “view.”

8. Change the status to “Hiring Proposal Accepted.”  This will connect your new employee’s name to the position description.
9. Click on “Continue.”

10. Click on “Confirm.”
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Under “Job Descriptions,” click on “Search Positions.”
(
12. [image: image4.png][=[ofx]
>

Fle Edt View Favortes Took Help

Qo - © - 1] [B] | Psoneh Srovmes € BB

| Foes

2223989520 ECERIEE
oogle| 3 - st @R B | B D - Wsonm - || & -

ddress [[2] htps:/jjobs.rc.po.edufuserfies{jspishared|framesetFrameset. fprtime

rtland State

UNIVERSITY
The Office of Human Resources

+ Wekcome Karen Abbatt Yelle. You are logged in with Universty View,
Vour User Type: Huan Resources

[creaTE PoSTING

View Positions

Approved Positi

n Descriptions

[CREATE CLASSIFICATIONS 1Record

[FTE— i Working Tite | ClassCode/Number | € postion amber | Y
appuicanTs

Offce Specialist 2

[ Schecking Assistant oot 096733

g
ResTRICTED LisT
[Fo—, |
Eiooe

3 [ et




Enter the position number.

13. Click on “Search.”
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14. Click on “Get Reports List”
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15. Click on “Generate Report.”  Print the position description.
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16. Have your candidate sign (1) the Letter of Offer, (2) his/her Application, and (3) the Position Description.  Submit all to HR on or before the employee’s first day.

