PEOPLEADMIN SEARCH CHAIR AND SEARCH COMMITTEE INSTRUCTIONS

1. Access PeopleAdmin: https://perimetercareers.gsu.edu/hr/sessions/new

2. Select: Authenticate with single sign-on? S50 Authentication

Georgia State University | Perimeter
College

Usermame

Log In

Authenticate with single sign-on?550 Authentication

First time here?Request an account

3. Enter your GSU campus credentials. Please note, if you are currently logged into a GSU service with your campus
credentials, you may not be prompted to log into the system. Please continue to the next step.

(}C()l*gla State Unl\'crsu}f \QS’
Please log In.

By logging into this system, you agree to comply with university policies.
When finished, log out and close your browser to end your session

CampusID Username | forgot
Password | forgot

Don't know Your CampusID or password?

4. You will have a welcome message on the top right of the page.

Welcome, Georgia Panther My Profile  Help @ logout (Panther) U]
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5. Onthe top left of the page, click on the three (3) blue dots and select Applicant Tracking System

Applicant Tracking System

O Applicant Tracking System

O Position Management

‘Search Committee Member

Change your User Group from Employee to Search Committee Member.

Shortcuts ¥

e
collecE
Postings ~
Postings | Users '3 | HiringProposals | Position Requests | Special Handing Lists 0 Filled Postings
Last 30 days

Inbox

SEARCH

I Focuty N Part-Time Instructors

There are no results to be displayed.
Position Requests

Postings  Hiring Proposals

Watch List

7. Select the type of postings you will like to view, Part-Time or Faculty.
$»

PERIMETER

GeorpaState
University. | COLLEGE

Postings ~

Faculty
Part-Time Instructors

Inbox

8. The postings to which you are assigned should populate for you.
If the faculty postings you are assigned to show similar to the picture below, proceed to step 9

a.

Faculty Postings x
Clear selection?
(Actions)
Active Applications Workflow State
Actions v

Faculty Postings" @) Selected records (@)
Position Title Posting Number Department
Life & Earth Sciences 0 Draft

Lecturer in Biology
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b. If the faculty postings you are assigned to do not show automatically, your view will look similar to below: You
will need to perform a ONE-TIME SET-UP for your search preference(s) by clicking here.

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

Ad hoc Search x

Ad hoc Search @) Save chis search? Selected records @) Clear selection? m
— Previous 2 Next—

(Actions)
Actions v
Actions v

Actions v

"Faculty Postings" @) Selected records @) @ Clear selection? m

(Actions)
Position Title Posting Number Department Active Applications Workflow State
Lecturer in Biology FOOO04P Life & Earth Sclences 18 Posted ACLIONS v
View Posting
Actions w View Ap -.::ucan[&J
TRAEE
(Actions)
ACtigns » n u m
View Pos:uSEy

view Applicants
TRACKING

Warch

SHARING

Active applications will be listed for your review in the order of application date.

"All Applicants” m Selected records o Clear selection?

(Actions)
Applicant  Applicant Posting Workflow State Application
8] Last Name First N\ame Documents Number (Internal) Date
N Applied - September
(0] Test-Brown Test-Dana  Cover Letter, Resume/CV, Unofficial Graduate Transcripts Incomplete - 11,2018 at Actions v
Pending Letters 02:49 PM
- gesume/CV, Cover Letter, Unofficial Graduate Transcripts, Philosophy of Teaching, Foreign All Letters September
®) egree Transcript Evaluation, Teaching Evaluations, Syllabus Examples, Other Document Received/Under 11, 2018 at AafDTE
1, Other Document 2, Other Document 3, Reference Letter, Reference Letter, Reference ; !
Letter Review 05:26 PM
B - q : Applied - September
8
d ! Pending Letters 07:11 PM
Resume/CV. Unofficial Graduate Transcrints. Teachine Fvaluations. Svllabus Fxamnles Annlied - Sentember
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Applicants with the Workflow State of Applied-Incomplete-Pending Letters cannot be considered until the application
packet has reached the Workflow State of All Letters Received/Under Review. If you find a discrepancy in the application
packet and the Workflow State, please contact Dana Brown.

10. Completed applications can be viewed and accessed three different ways. You can click on:

a. Applicant Last Name and Actions

“all Applicants” elected records () Clear selection?

Applicant Last  Applicant First Posting.
Name Name Documents Number Workflow State (Internal) Application Date

Test-Brown Tesr-Dana Cov

Legter, Resume/CV, Unofficial Graduate Transcripts FOOOD4P Applied - Incomplete - Pending Latters September 11, 2018 ar 02:49 PM

The application summary will provide an overview of the submission.

E User Group:
T FMLIHETIR Saarch Committes Memibsr
e Sl
Home Postings ~ Shortouts =
POSHNES / ... / Lecturer in Biology (Posted] / Applicant Review ¢ Test-D TEst- Brown SKyperFhone Interview Search REsults: Next

Job application: Test-Dana Test-Brown (Faculty)

Current Status: Sk 1ew W e
o,
we
Created by: Test-Dana Test-Brown
Cwner. Human Resources
b
Summary
@ Personal Information
All Applicants x
“all Appiicants” () Selected records ) ¢ Clear selecoon? m
(Actions)
Applicant Last  Applicant First Posting.
Name Name Documents Number Workflow State (Internal) Application Date
Test-Brown Test-Dana Cow ficial Graduate Transcripts FODO04P Applied - Incomplete - Pending Letters September 11, 2018 at 02:49 PM ACTIONS w

An additional window will open for you to review the individual documents submitted with the application.
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11. After viewing the applicant’s packet, you can evaluate the applicant’s packet based on submitted Evaluative Criteria. If
your committee submitted Evaluative Criteria, please click here to proceed with instructions.

&) User Group:

c PERIMETER Search Committee Member v
iy COLLEGE

Home Postings ¥ Shortcuts ~

Postings / ... / Lecturer in Biology (Posted) / Applicant Review / Test-Dana Test-Brown Skype/Phone Interview Search Results: Next

[ Job application: Test-Dana Test-Brown (Faculty)

Current Status: Skype/Phone Interview * View Posting Applied To
Application form: Application
PP PP W Preview Application

W Evaluste Applicant
Full name: Test-Dana Test-Brown Created by: Test-Dana Test-Brown

Address Owner: Human Resources

2157 Shelby Streat

Columbus, GA 31903

Username:

Email: dbrown6@gsu.edu [N
Phone (Primary): (678) 831-2066

Phone (Secondary)

Position Type: Faculty

Department: Life & Earth
Sciences

Summary Documents Recommendations (0 of 3) Supporting Documents History

@ Personal Information

* View Posting Applied To
* Preview Application
* Evaluate Applicant

Proceed to Application and Documents to view the details of the application and documents.
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For challenges maneuvering through the system, please contact Dana Brown or
Karen Gabrielson according to the posting type below:

Posting Type Name

Internal Searches

Tenure-Track, Lecturers Dana Brown

Limited Term

Part-Time Instructors Karen Gabrielson

Contact Information

dbrown6@gsu.edu

678-891-2066

kgabrielson@gsu.edu

678-891-2547
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APPLICATION AND DOCUMENTS

| Jobapplication: Applicant Name (Part-Time Instructors)
Current Staturs: Uncles Riediew by Manage: o Pogng Apptad T
app.lmlm:rmm o i

1oy Applicant Name

Tuener: Human Koo,

pertinent
information.

Sections on the Application include the

e Personal Information

e Contact Information

e General information

e Educational History

e Training and Additional Information

e Employment History

e Reference Information (Need a minimum of 3 Professional References)
e Supplemental Questions

e Certification

See following page for an explanation of the four (4) sections listed below:

e Required Documents

e Optional Documents

e Recommendation Documents
e PDF Documents
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Required Documents

You can view

@ cow cach document
separately. You just click the

e document and it will download F complete

@ Unotiicial G , for your viewing pleasure, BOF cometer

You can also print the
Optional Documents documents individually
from this section.

Name

Stanus

Applicant may or may not add any of the
optional documents. The only exception will be
if the applicant has a degree from a college or
versity outside of the United States. If so,
we do ask them to attach a Foreign Degree
Evaluation.

Recommendation Documents

vl Recommendation Letters are not required for Part Time Instructor Applicants.

PDF Documents

View When you click "view" the system will download a easily printable application Dacument.

If you click "Generate” in the "combined Document Row, the system will download a document that combines the application
and all of rthe supporting documents such aas Cover letter, Resume ar CV, and Transcript. Any of the optional daruments are
included in the download. You can vie om this area

NOTE:

Some of the tools you see on the site are not tools that you will use on a regular basis. If you have
questions to not hesitate to contact Karen Gabrielson (678-891-2547)

Note:
 ——
i | Reviewing Screeening Question Answers provides c P o
(Actions) o . ) W See how Posting look
Answer Statistics for the entire applicant pool

Question Answiers . ) E Print Preview (Applicant View)

Actions v 1 Download Screening Download Screening Quester Answers combines a
Question Answers document comparing everyone's answers to the E Pri

Eynort results supplemental questions

Remove from Watch List

Download Applicationsas You can select this to download all applications and 'i a m

FoF saupporting documents from the entire search pool

Actions v

Create Document PDF per
Applicant

Actions v
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ONE TIME SET-UP
(If faculty posting did not show up automatically)
1. Click on More Search Options

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

Saved Searches v Q More Search Options v

Faculty Postings x

"Faculty Postings" o Selected records o Clear selection?
(Actions)
O Position Title Posting Number Department Active Applications Workflow State

2. Inthe Add Column select Position Title, Posting Number, Department, and Active Applications. As you add these
selections the information will populate.

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

Saved Searches v Q Hide Search Options v

Add Column: ‘Add Column . |

Department: ‘ Department |

Workflow State: ‘ Workflow State |

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

Saved Searches v Q Hide Search Options v

Add Column: | Add Column v|

Department: | 50n Until Filled ‘
Workflow State: |Pass Message ‘
Percentage Funded

Percentage Of Time
Fact position Description
Position End Date (if temporary)

Ad hoc Search o Save this search? Sel

a

Position Title
Position Type
@] Posting Numbe posted Date itions Workflow
Posting Close Date

Posting ID

Posting Name

Posting Number

Posting Template Status

Posting Type

Pre-Employment Requirements

3. Click on Save this Search and proceed with instructions by clicking here.

Ad hoc Search x Faculty Postings

Ad hoc Search ()~ Save this search? election?

(Actions)
If you have any challenges, contact Dana Brown, dbrown6@gsu.edu.
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EVALUATIVE CRITERIA

To assist in identifying the most promising candidates, applications can be evaluated. The search committee will need to
provide PCHR with the discipline specific evaluative criteria and notate at what workflow state the committee will want
to add the criteria. Please note, evaluative criteria consists of interview questions and rubrics.

Evaluative criteria can be added to the applicant’s application at the following workflow states:
o Applied-Incomplete-Pending Letters

e The state before all letters of recommendation are received
e All Letters Received/Under Review

e The state after all letters of recommendation are received
e Skype/Phone Interviews

e The state used when screening applicants before on campus interviews
e On Campus Interview

e The three mandatory questions will be placed in the system.

e If you are utilizing Skype/Phone Interviews, you will need to inform PCHR who will proceed to this
workflow state.

There are two ways to evaluate your applicants, individually or comparatively.

Individually:

1. After viewing the applicant’s packet, you can evaluate the applicant’s packet based on submitted Evaluative
Criteria.

. rinmE s Search Commities Member
Home Postings ~ Shortouts =
PosUr Lecturer in Biology (Posted) / Applicant Review / Test-Dana Test-Brown Skype/Phone Interview

Job application: Test-Dana Test-Brown (Faculty)

Current Status: Skype/Phone
Application form: Application

* 4

y: Test-Dana Test-Brown
aaaaa Resources

i
dbrovwné@gsu.edy 3
(678) §91-2066

* View Posting App!

* Preview Application

aculty
¢ Life & Earth

ey ; ornesal 3 N - . * Evaluate Applicant
,,,,,, ’ : . .

@ Personal Infermation
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2. A small box will appear with the evaluative criteria for the established work state(s). You will be prompted to
Save your scores. If you choose to re-evaluate the applicant, you will need to select Save and Next.

Test-Dana Test-Brown Overall: 58

Educational Fit: How well does this candidate’s education fit with this position?
Superior

Teaching: How do you rank the candidate's teaching experience?

II

Superior T
Quality of References: Please rate the candidate's quality of references.

Above Average Y
Written Communication: How do you rank this candidate's written
communication?

Superior v
Sponsorship2: Will you now or in the future require Georgia State Universtiy to
sponsor you for employment-based visa status?

Save Save and Next Cancel

3. The next applicant’s packet will appear; however, if they are not in a workflow state to evaluate, you will not be
able to score the application packet.

COMPARATIVELY:

1. Click on the Actions button on the top right and select Evaluate Applicants

"All Applicants” @) Selected records @)  Clear selection? ‘

(Actions)
Applicant  Applicant Posting Workflow State Application
[ Last Name First Name Documents Number (Internal) Date
Applied - September :
Test-Brown Test-Dana Cover Letter, Resume/CV, Unofficial Graduate Transcripts Incomplete- 11,2018 at Actions w
Pending Letters 02:49 PM
Resume/CV, Cover Letter, Unofficial Graduate Transcripts, Philosophy of Teaching, Foreign
Degree Transcript Evaluation, Teaching Evaluations, Syllabus Examples, Other Document ;gclgtfﬁumer ??p;%qnsbgz A ioTie
1, Other Document 2, Other Document 3, Reference Letter, Reference Letter, Reference Revi 05:26 PM
Letter SVE d
2] : ; Applied - September
3 gfe%::;ﬁg;' g:’::r;;igﬂ:Ee?‘og::fl:rl;rcaedt[:ttti:ransmpﬁ' Other Document 1, Phulosofhy Incomplete - 12, 2018 at A Horisie
g £ Pending Letters 07:11 PM
Resume/CV. Unofficial Graduate Transcrints. Teaching Evaluations. Svilabus Examoles. Applied - Sentember

GEMERAL
— Evaluate Applicants

Download Applicants
Evaluations v

Review Screening

der v
Question Answers

Download Screening b

S Question Answers
Export results E
ars

BULK

2rs  Download Applications as

PDF L
ars

Create Document PDF per

Applicant v
ars

21| Page



2. Select the applicant workflow for the set of criteria you wish to rank/add. The candidates will be listed in the
selected workflow state. Please note, the lowest workflow state will be located at the top.

e
Postings / ... / Lecturer in Biology (Posted) / Applicant Review / Enter Evaluative Criteria Evaluations

Evaluative Criteria Workflow State: Skype/Phone Interview

Skype/Phone Interview

The next workflow state. » On Campus Interview Showing 2 of 2 Applicants

Evaluations

EWATIEEIG N el \View Detalled Entries :
Candidate #1

does this candidate's education fit with thi

Karen Gabrielson
Educational Fit: How
Please select ¥

Teaching: How do you rank the candidate’'s teaching experience?
Please select 7

Quality of References: Please rate the candidate's quality of referen
Please select ¥

Written Communication: How do you rank this candidate’s written ¢
Please select ¥

Clear and Articulate: How clear and articulate was the candidate du
Please select ¥

Interview: How well did this candidate perform in the interview?
Please select ¥

Comments

Test-Dana Test-Brown Candidate #2
Educational Fit: How well ®pbes this candidate’s education fit with thi

3. Toview the applicant ranking/scores, select Download Applicants Evaluations.

=3

GENERAL |
Workflow State g3y ate Applicants
(Internal)

Download Applicants
Skype/Phone )
Iitemray Evaluations
All Letters Review Screening
Received/Under ) v
Review Question Answers
Applied -
In?:%mplete _ Download Screening v
Pending Letters  question Answers
Applied -
Incomplete - Export results 4
Pending Letters
Applied - BULK
Incomplete - v
Pending Letters  Download Applications as
Applied -
Incomplete - PDF v
Pending Letters
Applied - Create Document PDF per
Incomplete - Applicant 1
Pending Letters
Applied - September 14,
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a. When prompted, select active applicant evaluations.

Download all applicant evaluations

C [gawn.cad active applicant evaluations

Submit Cancel

b. While the process is working, you may see the message below:

g

Generating File... Status: Waiting % (status will update automatically)
=

Please do not close this window until the download has started.

c. Areport should populate for you to view how the candidates are ranked. Please note, only the search
chair can view how the applicant pool was ranked overall.

We highly suggest that committees utilize the evaluative criteria. When submitting rubrics, please be sure to include the
scale/weight associated with each question. By using this feature, this portion of your search notes are preserved
without the need to submit with search notes at the conclusion of your search.

Search chairs, please click here to continue with additional instructions.
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SEARCH CHAIRS

Please note, you will have the ability to resend applicant links as requested by the applicant and view the cumulative
scores/rankings of the candidates as provided by the search committee. If you have a search committee who requires
guest credentials, they will not be able to use the evaluative criteria in the system. They will have view only access.

If the applicant needs to add/remove a reference, they must send an email to perimetercareers@gsu.edu. Their
application will be reactivated so they can edit the application, resubmit, and recertify their application packets.

Once you have selected any candidate to interview and hire or select candidates that do not meet the qualifications
for the position, please email Karen Gabrielson in regards to PTls and Dana Brown or Ann Curtis in regards to Full-
Time faculty, so the applicants can be updated. Perimeter College Human Resources is the only department
with authorization to move applicants from one status to another status.

Please note: Search Committee Members will only have the ability to enter evaluative rankings/scores and view their
individually submitted scores/rankings.
The search committee chair has the ability to view the evaluative criteria score details in regards to the applicant pool

and download an excel file of the applicant.

1. Inthe evaluative criteria, click on View Detailed Entries.

Evaluations

View Detailed Entries

View for Search Chairs

Karen Gabrielson
Educational Fit: How well does this candidate's education fit with thi

2. You will see the below screen with a list of candidates and the scores.

™| Posting: Lecturer in Biology (Faculty) Edit

Current Status: Posted

Pasition Type: Faculty Created by: Test-Dana Test-Brown
Department: Life & Earth CGwner: Human Resources
Sciences

Evaluative Criteria Score Details

Showing 20 of 20 Applicants

Full Name Current State Skype/Phone Interview On Campus Interview Qverall
Karen Gabrielson Skype/Phone Interview 93.85 100.00 95.29
Test-Dana Test-Brown Ik Skype/Phone Interview 5333 75.00 57.67
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