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How to use People Admin — STUDENT POSTINGS

Log in address: https://jobs.nku.edu/hr (be sure the “hr” is on the end or else you will be on the applicant
side)

Use your NKU username and password.

Northern Kentucky University

Username

Password

Once logged in, your screen may look like the one below. If the “Home” stripe is gray, click on the 3 dots in
the upper left corner and select “Applicant Tracking System” and the stripe will turn blue. If the “Home”
stripe is blue, go next step.
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Admin Welcome, Ophelia Marks My Profile Help  logout

N.q:! User Group:

Home strip

Be sure you are in the proper “role” to view/create postings. Make sure the user group box displays the
correct role for you. Use the dropdown arrow in the upper right corner of the page to select the correct role
(i.e. Search Committee Member, Faculty Hiring Manager, Staff Hiring Manager, Student Hiring Manager,
etc.).

Apphcart Tracking System, Welcoims, Ophelia Marks  logout

N':.U Uisesr Group
= E— Shuent Hiring Supenisor w

Home Postings = Hiiring Proposaks = Shortauts =

Welcome to your Online Recruitment System


https://jobs.nku.edu/hr

Next, click on the “postings tab” and select “student”. Note: those with multiple roles will show different
posting types.

E LT

Postings [\ ude Student

W

Student Postings ot
I

You will see ared “create new posting” button to the right of the page. Click that. Next, select “create from
Position Type” for brand new postings; if you want to re-open a previous posting, send an email to
marks@nku.edu.

Home Postings ~ Pools » Applicanss ~ Hiring Proposals ~ Shortcuts ~

Postings / Student Ye

Student Postings
= ey

Add Column:; |Add Column ! ‘

What would you like to use to create this
new posting?

Create from Position Type

Includes only the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Title

Copies in general information from a title. You will need to provide specific
information inside the posting.

Create from Posting

Uses an existing posting as a template and automatically copies in most
information.
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Enter the name of your posting in the “working title” box. Select your department information in the VP,
College Organization and Department sections (as indicated). Applicant Workflow —select “Application
Referred to Dept Hiring manager”. Skip the reference sections and click create posting at the bottom of the
page.

Applicants ~ Hiring Proposals ~

Poslings / Student / New Posling ¥

\ New Posting )
Create New Posting

* Required Information

Working Title * Working Title

Organizational Unit

Vice President Area *

Select a Vice President Area v
College Org. * -
Department * -
Applicant Workflow
workflow State Application Referred to Dept Hiring Manager v

When an application is submitted for this job, it should move to which state in the Candidate Process workflow?

References SKIP

Reference Notifi CamoTT
A\

Request References to submit Recommendations when candidate reaches selected workflow state:

Recommendation Workflow

v

When all Recommendations have been provided, move to selected workflow state?

Recommendation Document Type No Document v

Allow a document upload when a reference provider submits a Recommendation?

Online Applications

¥ [Accept online applications?

Special offline application instructions Federal legislation requires institutions of higher a
education to inform prospective members of our
community about its most recent crime/incident
statistics; crime prevention; security programs and
activities; policies concerning the reporting of crime;
and related information in accordance with the
Campus Security Act, commonly referred to as the
Clery Act. Upon request, you can obtain a paper copy
of the university's Annual Campus Security Reports by «
contacting the NKU Police Department, 419 Old Johns |

CLICK CREATE POSTING



The next few pages will look similar to the one below. You must provide information in the red highlighted
sections (with the exception of position number if you do not have it. You can enter “tbd” for now.
However, follow-up with Student Financial Assistance to obtain a position number). Fill in as much info as
possible in remaining areas pertaining to your posting. Click “Next” at bottom of page.

Home Postings ~ Pools ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Student / Testing purposes only (Draft) / Edit: Posting Details

Editing Posting

Posting Details Save
Posting Details

® Posting Documents

@ Supplemental Questions [5: Check spelling

® Applicant Documents To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left hand
navigation menu. Proceed through all sections completing all necessary information. To submit the Posting to Human Resources,
you must go to the Posting Summary Page by clicking on the Next button until you reach the Posting Summary Page or select
Summary Posting Summary Page from the left navigation menu. Once a summary page appears, hover your mouse over the orange Action
button for a list of possible approval step options.
* Required Information

Position Information

@ Guest User

+ Working Title [Testing purposes only
Department [Human Resources
O Federal
O Select the type of work study for the
Type of Work Study Institutional o
O Graduate position.
Select Some Options
*  Hiring Coordinator l I

This field is required.

Student Hiring l Select Some Options ]
Supervisor

This field is required.

Pay Rate [ ]
i : H Please select "ﬂ
+  Building/Office Location

This field is required.
Hiring supervisor's contact information.

Contact Information (Will not show on live posting- for HR purposes
only). y

+ Position Number IEmer # if known or thbd I

This field is required.

Enter planned work schedule desired.
* Work Schedule

This field is required.

Job Description Can enter "Student Employment".

Primary Responsibilities Briefly list job responsibilities.

Qualifications Briefly enter job qualifications.

Minimum Education Please select

5



Posting Detail Information

Requisition Number
Job Open Date

Job Close Date

Thank you for your interest in this position. The screening and selection process is currently
* Pass Message underway and will continue until a successful candidate is chosen. Should review of your
qualifications result in a decision to pursue your candidacy, you will be contacted.

Thank you for your interest in this position. Based on your responses to the questions on the
+ Fail Message employment application, you do not meet the minimum qualifications for this position. Please do not
let this discourage you from applying for other positions that interest you.

5|

Quick Link http:/fjobs.nku.edu/postings/7478

= ==

SKIP “POSTING DOCUMENTS” SECTION

SUPPLEMENTAL QUESTIONS PAGE:

You can add questions to assist with the screening process. There is a database of questions available for
use or you can create your own. You can also send an email to marks@nku.edu to have a question added.

1) Adding an existing database question — click “add a question” button.

Postings ~ Pools ~ Applicants ~ Hiring Proposals Shortcuts ~

Postings / Student/ TUTORIAL PURPOSES (Draft) / Edit: Supplemental Questions

Editing Posting

Supplemental Questions
@ Posting Details

@ Posting Documents

Supplemental Questions Adding New Posting Questions: Click an the button labeled "Add a Question". A pop up section will appear where you can add an existing question or create a new one.

Applicant D t
@ Applicant Documents Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter using the key word search or
© Guest User filter by question category.

Summary Assign Points or Disqualifying Responses: Click on the question that has been added and a dropdown menu will appear where points and disqualifying responses can be

associated to the posting question.

Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each question; checking these boxes will make
a question required.

Included I tal i
ncluded Supplemental Questions

Position Required Category Question Status
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2) Type question in the “Keyword” box and hit enter. If any words in your question is in the database, the
question will appear on the screen. Click the small box next to the question to add it to your posting then
submit. See next page for instructions to add a newly created question.

Available Supplemental Questions

Category: | any
Add Category

Education
Education

Education

Education
Education
Uncategorized

Education

v | Keyword: [nku student

Question

Are you an MNKU student with 30 or more earned semester credit hours?
Are you a current NKU student?

Do you expect to be an NKU student with at least 30 accumulated credit hours by the time the
position starts?

Are you a current NKU student or will attend next semester?
Are you an NKU Student?
Are you a NKU Student?

Are you an NKU student with 30 or more earned semester credit hours?
Can't find the one you want? Add a new one

Submit Cancel

If the question does not exist, click “Add a new one” at the bottom of the page to create a brand new one.

Available Supplemental Questions

Category: Any
Add Category

Education
Education

Education

Education
Education
Uncategorized

Education

v | Keyword: Inku student]

Question

Are you an NKU student with 30 or more earned semester credit hours?
Are you a current NKU student?

Do you expect to be an MKU student with at least 30 accumulated credit hours by the time the
position starts?

Are you a current NKU student or will attend next semester?

Are you an NKU Student?

Are you a NKU Student?

Are you an NKU student with 30 or more earned semester credit hours?

Can't find the one you want? Add a new one

Submit Cancel



Questions defined here will be "pending” approval and will not be available for use in other areas of the
system until they have been approved.

Name *

Status * pending v

Category Please select a category
Question *

Possible Answers

Open Ended Answers

®* Predefined Answers

Empty answers will be excluded.
Click and drag possible answers to reorder them.

Possible Answer 1:

Possible Answer 2:

Next: To make questions valid, click on the title of the question, check the boxes activate disqualifications,
then click SAVE, then next.



Editing Posting Supplemental Questions

osting Detalls

@ Posting Documents

Supplemental Questions

@ Applicant Documents

Adding Existing Posting Questions: There are two ways to search for approved posting questions to add to the job being posted. You can filter using the key word search or
@ Guest User filter by question category.

Adding New Posting Questions: Click on the button labeled "Add a Question". A pop up section will appear where you can add an existing question or create a new one.

Summary

Assign Points or Disqualifying Respanses: Click on the question that has been added and a dropdown menu will appear where points and disqualifying responses can be
assaciated to the posting question.

Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes to the left of each question; checking these boxes will make

a question required.

Included Supplemental Questions

Position Required Category

Question Status
D = Education Are you an NKU Student? active
Position Required Category Question Status
O Education Are you an NKU Student? active

Passible Answers: Predefined Options

Answer Points Disqualifying

1. Yes L

[]
2 No |:| 77
]

Save << Prev Next >>

3. No response

Applicant Documents Section on next page.



APPLICANT DOCUMENTS SECTION:

You can select any documents you wish the student to upload. Simply click the radio button of documents
to be optional or required to apply. Then click save. If the document title is not listed, send an email to
marks@nku.edu with your request and we can add to the list.

Postings ~ Pools ~ Applicants > Hiring Proposals ~ Shortcuts ~

Postings / Student / TUTORIAL PURPOSES (Draft) / Edit: Applicant Documents

Editing Posting Z

@ Posting Details
® Posting Documents
Supplemental Questions Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used" cannot be attached to this item.

Applicant Documents Order  Name Not Used Optional Required

@ Guest User

Summary 17 Resume 0
2 | Cover Letter/Letter of Application O
3 | Transcripts O
L Letter of Recommendation 1 O
5 | Letter of Recommendation 2 O
:67 Letter of Recommendation 3 O

GUESS USER (not mandatory)

Create a guest user account for additional individuals to view applicants. There is no limit to the number of
individuals using the guest user login. If no guest user is required, you can continue on to the next page.

To create a guest user account, click the “Create Guest User Account” button.

Home Postings ~ Pools ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

Postings / Student / TUTORIAL PURPOSES (Draft) / Edit: Guest User

Editing Posting

& Posting Details
& Posting Documents
Supplemental Questions Click on the Create Guest User Account button. The system will automatically generate a Guest Username. Guest Users will still need to contact the Hiring Manager or HR to

@ Applicant Documents receive the Guest User Password. You may update the password if needed.

Guest User You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be on a
= separate line. Once you have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users.
ummary

When finished or to skip this section, click the Next button.

Want to give guests access to view this posting?

Create Guest User Account
o

10
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Note: A system-generated username and password are given. You cannot change the username; however,
we suggest you change the password to something relative to the posting name/department. To change the
password, enter the new password in box and click “update password”.

Next, enter the email addresses of individuals you want to have access to the applicant pool and click
“update Guest User Recipient List”. Click “save” and “next”.

Applicants > Hiring Proposals ~ Shortcuts ~

Postings / Student / TUTORIAL PURPOSES (Draft) / Edit: Guest User

Editing Posting
@ Posting Details

@ Posting Documents

Supplemental Questions Click on the Create Guest User Account button. The system will automatically generate a Guest Username. Guest Users will still need to contact the Hiring Manager or HR to

@ Applicant Documents receive the Guest User Password. You may update the password if needed.

You can also notify the members of the review committee by adding their email address in the Email Address of Guest User Recipients. Each email address must be on a

separate line. Once you have added all of the email addresses, click on the Update Guest User Recipient List to notify the review committee users
Summary

When finished or to skip this section, click the Next button.
Guest User Credentials

Guest users may view this posting by using these credentials.
Username

qu120833
Password

C2NKSr Update Password

Email Addresses of Guest User Recipients
Email addresses (one per line)

Click “next”. You will now view the finished version of the posting. HR will review and open the posting.

For selection and hiring process, see section “How to view student applicants in People Admin” on page 12.

If you have any additional questions, please contact Ophelia Marks, Employment Coordinator at 859-572-
6385 or marks@nku.edu.

11
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How to View Applicants

Be sure you are in the proper “role” to view postings. Make sure the status box displays the correct role for
you. Use the drop-down arrow in the corner of the user group box to select the correct role (i.e. Student
Hiring Manager). If no postings listed, click the “postings” drop-down tab and select “student” and the
posting title will appear. Click the posting number to open the posting.

Home Postings ~ Hiring Proposals ~ Shortcuts ~

Postings / Student Yy

i ite New Posti
Student Postings
=

Add Column: | Add Column v

Posting Search x

"Posting Search" @ Selected records (@) Clear selection?

:nz 3|45 67| Nex—

(Actions)
Posting Active Workflow  Responsible Hiring
Number Posting Name Close Date Department Applications State Manager
(None) student Phone-a-thon Caller (multiple positions available) Sep 02 Hg";sgﬂ;y BDegelopment & Alum] 25 Closed E\;ZES;‘?&’S& Actions v
(None) Academic Tutor (student employment) Nov 11 Learning PLUS 16 Closed Paul Ellis Actions ~
. g . “« . ” . .
You will see additional tabs. Click on the “applicants” tab to view applicants.
Home g Proposals » Shortcuts ~
Postings / Student/ Student Specialist (Opened) / Summary
= g o nt
. . = .
™| Posting: Student Specialist (Student) Edit Take Action On Posting v
Current Status: Opened W see how Posting looks to Applicant
Position Type: Student Created by: Ophelia Marks = Print Preview (Applicant View)
Depﬁrtment: Procurement Owner: Student Hiring Supervisor B Print Preview
Services
[ Add to Watch List

] lin}

Summary History Settings Applicants Reports Hiring Proposals

Please review the details of the posting carefully before continuing.

To take the action, select the appropriate Workflow Action by hovering over the orange "Take Action on this Posting” button. You may add a Comment to the posting and also add this posting to your Watch
List. in the popup box that appears. When you are ready to submit your posting, click on the Submit button on the popup box.

To edit the posting, click on the Edit link next to the Section Name in the Summary Section. This will take you directly to the Posting Page to Edit. If a section has an orange icon with an exclamation point, you
will need to review this section and make necessary corrections before moving to the next step in the workflow.

@ Posting Details  Edit
Position Information

Working Title Student Specialist

Department Procurement Services

12



Once you accumulate applicants, they will appear listed below:

Postings / Student / Student Specialist (Opened) / Applicant Review

~| Posting: Student Specialist (Student)  Ecit

Current Status: Opened W seehow Posting looks to Applicant
Position Type: Student Created by: Ophelia Marks & Print Preview (Applicant View)
Dep..artment: Procurement Owner: Student Hiring Supervisor & Print Preview
Services

[ Add to Watch List
Summary History Settings Applicants Reports Hiring Proposals
Saved Searches v @ Q More Search Options v

All Applicants

"All Applicants” 0 Selected records o Clear selection?

(Actions)
Last Name First Name Job Title Workflow State (Internal) Application Date

You will then click on the applicant’s name to open the application for review.

SUMImary Hiztary Apnlcancs Fepores Fingg Faog

m - D SRR

Add Columie | a4 Cokumn
DegreaiDiploma
Confrmation Mumiber

A AppElcans

Emai @)  Delete this search? Selected records ) ¢ Clear selection?

[Actiars)
Last Marmse  First Name  Job Tite Werkflow Srate (Irernal) Application Date Ernail

Student Phonathon Caller !n'l.lll-g!h?pnl:lrlm& plication Referred to [ept Hiring o = 2 _ AcTioa
_ Student Phanathon Caler {mulbple positions splicanon Referred [a Dapt Hiring SJ.'E.II‘.‘I"ILH‘I 06, 2018 at (425 _ Mooy
arvaable) Manages Py b
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Selecting for Hire (Hiring Proposal)

After reviewing applicants and conducting interviews, you are now ready to start the hiring process. To do
so, re-open the application of the individual you wish to hire by clicking on their name.

Saved Searches w

Add Columne | agq Cotumn
Degres/MHpboma
Confrmation Nurmber:

Al Applcanis

Emai* @)+ Delete thes search? Selected records () Clear salecion?

Last Marme  First Name  ob Tite

Student Phonathon Caler (miulople positions Applicanion Referred o Dept Hiring

awallable) Manager

rages

10 Hide Search Oplions s

[Actions)

Wierkflow State {Internal) Application Date Ernail

Student Phonathon Caller (multple positions plicabion Referred to Dept Hiring 3 “ 5 _
I A AugUSt 22, 2018 at 12:10 A

Student Phonathon Caler (mulople positions plicanon Referred to Dept Hining S-!‘;.II‘_‘HILDFI 0, 2018 an 0825 _
araad K P

avadable) anagers

After clicking the name, you will see the screen below. Click on the orange “Take Action on Job Application”

button.

Horme

Postngs § .. ¢ Student Assiscand (Closed] # Applcant Review

Job application: _
Current Stagus: Applicanon Referred 1o Dep Hinng Manager
Application farm: Siidern r-\,|

Student Mirkng Supensdsor

From the drop-down list, select “Recommend for Hire”

Applicants = Hiring Proposals

erred 1o Dept b

At

ALTi

Shortouts =

wang Rlanager

i

o

5w

Postngs ¢ _. / Student Assistant (Closed) # Apphic

Job appllcatlcn _"‘C}

Current Status: Apoplcatic d to Dept Hiring Manage:
Application form: Studer n;:._u.

Ful narne: I Creat=d b [

Acdress Crwrier: Student Hiring Supendsor

Secomds
o o Type: Student
Depariment Human Resources

Suamrenany Documenss Recommendatsons {0 of 0 [——

@& Personal Information  Edit

14
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You will see a pop-up box.... Click “submit”.

>

Recommend for Hire (mowve to Recommend
for Hire)

NEXT STEPS

Students (No prior NKU work experience)

Students who have never worked on campus must complete the student new hire packet, background
check and I-9 Form. Hiring officials may complete the I-9 Form verification; or students can go to Human
Resources with IDs for the I-9 Form verification. Student hiring paperwork can be found on the Student
Employment (HR) website.

Submit the completed student new hire packet and Student PAR to Student Employment.

Students with prior NKU work experience or current assighments (paid by NKU)

If the student HAS worked on campus before or has a current assignment, ONLY submit a Student PAR to Student
Employment.

Background Check Process

If the student is required to complete a background check, the student will be notified via email from
RiskAware to complete this process. For questions regarding the background check, contact Student
Employment.

Once the background check clears (returns) AND the student new hire packet AND PAR has been submitted,
the paperwork will be processed.

Student New Hire Packet and Student PAR can be found on the Student Employment (HR)

website. You will be notified when your student has been fully hired in SAP.

STUDENTS CANNOT BEGIN WORK UNTIL STUDENT
EMPLOYMENT HAS PROCESSED THE PAPERWORK.
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