PA-How to create an Adjunct Posting rvsd 04-28-21

PeopleAdmin is part of Radford University’s single sign-on. This means that it is accessible through your
OneCampus Portal.

1. Loginto your OneCampus Portal, using your Radford credentials
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2. On the landing page of your Portal, select or search for PeopleAdmin. Click on the tab to open.
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Welcome, Ruby Dwyer My Profile Help logout

User Group:

3. Once you have logged into SelectSuite, select your correct Employee v
User Group according to your access.

Administrative Management
Applicant Reviewer

Operational Management
Originator

Search Committee Member
Senior Management

4. Navigate to the Applicant Tracking Module by clicking on the three
blue dots in the upper left-hand section of your screen and

selecting Applicant Tracking System.

O Position Management

Applicant Tracking System

@ Employee Records

5. Select the Postings tab at the top of your v

6. Select Adjunct Posting Templates
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7. Search for and select your approved department template by clicking on View Posting Template under
the yellow Actions button.

g

Adjunct Posting Templates

To add a new column to the search resules, select the column from the drop down list

Saved Searches v Q ilide Search Options v

Add Column: | Add Golumn ]

Department Department

Status ‘ Approved v |

Posting Templates x

"Posting Templates" ) ** Delete this search? m

(Actions)
(] Posting Name Department Status Last Status Update /\
(] Adjunct Faculty Academic Affairs-10 approved August 18, 2017 at 08:39 AM pF ‘
Actions v
O Adjunct Faculty New Student Programs-12108 approved November 09, 2017 at 11:58 AM GENERAL
O Adjunct Faculty Physician Assistant RUC-Physician Assistant, Dept of- 11523 approved April 05, 2019 at 03:04 PM View
Posting
Template

8. If creating from Template — click View Posting Template

9. Make sure the Working Title is correct, then Select Create Posting from this Template

Applicant Tracking System Welcome, Ruby Dwyer My Profile
User Group:
RADFORD UNIVERSITY
Administrative Management v
Home Postings ~ Hiring Proposals ~ Shortcuts ¥

Posting Templates / Adjunct/ Adjunct Faculty / Summary

D Posting Template: Adjunct Faculty (Adjunct)

Current Status: Approved & Print Preview

Position Type: Adjunct

B . O create Posting from this Posting Template
Organizational Unit: Academic

Affairs-10

10. Click Create New Posting

Home Postings ~ Hiring Prop: Shortcuts ~

Postings / Adjunct / New Pasting v

-
15 | New Posting

Working Title * [adjunct Faculty Create New Posting

Organizational Unit

Division * Academic Affairs-10 v
College/Unit * Academic Assessment-1220 ~
Department * Academic Assessment, Office of-12201 v

Applicant Workflow

Review by Search Committee

Workflow State



11. You will now be able to edit/complete the fields for your posting. Required fields are " )
Editing Posting

denoted by a *. These fields must be completed. You can continue to each section by

@ Supplemental Questions
selecting | or you can select each section in the menu on the left hand © Applicant Documents
side. = @ Search Committee Members

@ Reference Letter

The tabs that have exclamation points (!)next to them indicates that there is required © Posting Documents
information missing that must be completed. NOTE* Make sure that you add in your Summary

Search Committee members.
When you have completed all of the screens they will show a 0

12. From the final Summary tab, hover over the Take Action on Posting (Top right hand corner) and select the next

level of approvals in your que. Please see an EXAMPLE below:

Home Postings ~ Hiring Proposals ~ Shortcuts ~

Take Action On Posting v

Keep working on this Posting

Postings  Adjunct / Adjunct Faculty (Draft) / Summary

™| Posting: Adjunct Faculty (Adjunct) Edit

Current Status: Draft

Position Type: Adjunct Creatzd by: Ruby Dwyer WORKFLOW ACTIONS
Department; Academic Owner; Ruby Dwyer
Assessment, Office of-12201 Cancel (move to Canceled)
Summary | History | Sewngs | Hiring Proposals Submit (move to Senior
Management)
Please review the details of the Posting below. Page titles prefaced with an X and highlight=d in RED have errors or missing data. F .
for this posting pane. Submit (move to Sponsored
Programs
@ Posting Details  Edit g )
emark and highlighted in GREEM have valiciated successfully. Once all pages nave valicated surcesshy Return (move to OpE rational
Posting Details
Management)

Employment Classifications. Adjunct Teaching & Research Faculty o
Rank Instructor Return (move to Originator)
‘Working Title Adjunet Faculty

Posting Number

FROM TO
Originator| > |Operational Management

Operational Management| > |Administrative Management

Administrative Management| > |Senior Management

13. Enter any comments here and select Submit

Submit (move to Senior Management)

NOTE* Please keep in mind these comments appear in the email Comments (optional)
|

message sent to the next approver in the workflow and also become a

permanent part of the recruitment record and cannot be removed.
v

Submit Lancel

Tips and Tricks

e Remember to keep track of the Adjunct posting by selecting Add to watch list and it will show under your home
page. .
] Add to Watch List
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