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INTRODUCTION

Welcome to the Commonwealth of Virginia Online Employment Application System. The Human
Resources department has implemented this system in order to automate many of the tasks of
the employment application process.

You will use this system to complete four main tasks:
1) Review Requisitions
2) Search and Review Applicants
3) Create and Review Templates
4) Communicate electronically with HR Administrators, Hiring Managers, Applicants, and
others involved in your hiring process

PeopleAdmin, Inc. has provided these training materials to assist your understanding of this
system. If you have any questions, please call (512) 997-2500.

Your Web Browser

The Employment Application System is designed to run in a web browser over the Internet. The
system supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 and
above. However some of the older browser versions are less powerful than newer versions, so
the appearance of certain screens and printed documents may be slightly askew. Please notify
the system administrator of any significant issues that arise.

The site also requires you to have Adobe Acrobat Reader installed. This is a free download
available at www.Adobe.com.

It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site, or open a new browser window from your existing window. This may cause
unexpected results, including loss of data or being logged out of the system. Please use the
navigational buttons within the site.

The site is best viewed in Internet Explorer 5.5 and above.

Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log
you out after 60 minutes if it detects no activity. However, anytime you leave your computer
we strongly recommend that you save any work in progress and log out of the system by clicking
on the logout link located on the bottom left side of your screen.


http://www.adobe.com/

GETTING STARTED

After entering the URL, the “login screen” for the system will appear and should be similar to the
following screen:

% -

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

Tools  Help

File Edit Wew Favorites

e

& range of Opporitmitics in state government

USERS

User Login

Please login to the system using your User Name and Password, If you do not have a User Narme and
Password assigned, click Create User Account.

password: ||

‘ou are about to log in ko a secure system, When
wou are finished, please click Logout to ensure
that athers with access to your computer cannot
wiew the information in the system,

0 Internet —I




The Welcome Screen appears after you log in, and should appear similar to the following screen:

a http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© File Edit W¥ew Favorites Tools Help

Virginidjolbbs

a range of opporiunitics in state government.

JOB POSTINGS

CREATE REQUISITION

FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES

+ Welcome Sample HR Administrator, You are logged in. Wednesday, April 12, 2006

Welcome to the Internal Hiring System

Hiring Manager's Guide HR User's Guide
Wiew [ Download Aiew [ Download

CREATE TEMPLATES

FROM TEMPLATE
FROM SCRATCH

APPLICANTS

Job Postings to be Approved

SEARCH APPLICANTS + Job Postings in the entire Commonwealth: 11
CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING Users to be Approved
SEARCH SPECIAL
HAMDLING LIST » Users o be approved: 6

USERS

CREATE USER ACCOUNT
APPROYE
SEARCH USERS
ADMIN

HOME

CHANGE PASSWORD
LOGOUT

To perform actions, please choose from the links at left,

@ Done

0 Internet

This page is designed to help you keep track of the actions required by you or your department.

You will perform actions by clicking on the links on the left side of the screen. Each link and its
corresponding action will be covered in detail in this manual.



CREATING A REQUISITION

To create a Requisition, begin by clicking a link under the header “Create Requisition”. Your
options are:

e From a Template (where several fields are predefined)

e From a Previous Posting
e From Scratch

Entering Requisition Information

In the following example, the "From Scratch” option was selected. You should see a screen
similar to the following:

| http:ffimp4. peopleadmin.com - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© File Edit Yew Favorites Tools Help
-0 1E Wirginia. gon
\irginia lob
. - _—— p— 2 - P -
e __._h.‘;__ Heo fu afauter frilie,
JOB POSTINGS A
SEARCH + Welcome Sample HR Administrator, ou are logged in. Wwednesday, April 12, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS Create Requisition - Personnel Assistant
FROM SCRATCH
TEMPLATES
Posting [z
CREATE TEMPLATES Details
FROM TEMPLATE B
FROM SCRATCH
APPLICANTS | CONTINUE TO NEXT PAGE =3 |
SEARCH APPLICANTS
CONF NER SEARCH
SPECIAL HANDLING
ADD TO SPECIAL - ) ) ) . .
HANDLING To create a requisition, first complete the inforrmation on this screen, then click Continue to Next
SEARCH SPECIAL Page’- >, Proceed through all sections completing all necessary information, To submit the
HANDLING LIST requisition to human resources, you rmust click on the Continue to Next Page>- > button from the
last section. Once a summary page appears, select the Submit button and click Continue. Your
CREATE USER ACCOUNT requisition will not be saved or sent to the next status until you see the confirmation page and click
APPROVE the Confirm button.
SEARCH USERS
HOME Required information is denoted with an asterisk,
CHANGE PASSWORD
LOGOUT ) -
* Job Title |Personne| Assistant
* Role Title | ~|
Hiting Range [HOURLY RATE: $11.71 |
EEC Category | Paraprofessionals w |
* Job Type
Agency
* | Department of State Police w
Connfinrs b
0 Internet

There are several tabs across the top of the screen. When you first enter this screen, you will be
in the “Posting Details” tab. The data fields should approximate the information captured in your
current system. Your data fields may be slightly different from those pictured due to
customization.



A few notes about this screen:

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an
error message will appear and you will be required to complete it.

2. VERY IMPORTANT: A Requisition is Not Saved until after you have completed the final
step of the process, clicking Confirm on the final summary page. If you log out or click a
link on the left side before completing these steps, none of the information you have
edited will be saved.

TIP: Certain fields you enter on this screen will appear on the applicant site exactly as you enter it
on this screen, so please proofread carefully.




Adding Qualifying Equivalencies

Qualifying Equivalencies (also referred to as Qualifying Groups) are used to accommodate the
need for equivalencies in minimum qualifications for given positions. As an example, you may
have a position which requires either a bachelor's degree OR at least 3 years of experience. A
more complex example is one in which a position requires a Bachelor's degree plus 2 years of
experience OR a Master's degree plus 1 year of experience. Another use can be for minimum
gualifications that substitute work experience for years of education or degrees.

The Qualifying Equivalency functionality allows you to screen applicants based on their answers
to two or more qualification criteria (questions).

This is accommodated by distributing qualifying points among two or more questions, and
assigning a qualifying threshold of 100 points. Points are assigned to individual answers and,
based on applicant responses to these questions; points are totaled and compared to the
threshold to see if they qualify. If the applicant receives enough points, they will see the
"Employer Pass Message" and will move to an active applicant status. If not, they will see the
"Employer Fail Message" and will move to an inactive status, such as "Not Hired".

Qualifying Equivalencies can be used in combination with standard supplemental screening
guestions, such as "Do you have a valid driver’s license?"

i | http:ffimp4. peopleadmin.com - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

: File Edit Wew Favorites Tools Help l';'

‘ & i___‘ 2 N ran oS opporii cter
JOB POSTINGS
« Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006
CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Create Requisition - Personnel Assistant

FROM SCRATCH

SEARCH Qualifying
CREATE TEMPLATES Group

FROM TEMPLATE

FROM SCRATCH
APPLICANTS

SEARCH APPLICANTS Mo Qualifying Group exist,

LU ADD A QUALIFYING GROUP |
SPECIAL HANDLING Q

ADD TO SPECIAL

HANDLING << RETURN TO PRE¥IOUS | | CONTINUE TO NEXT PAGE 3> |

SEARCH SPECIAL

HANDLING LIST SAVE AND STAY ON THIS PAGE |
USERS

CREATE USER ACCOUNT

APPROVE

SEARCH USERS
ADMIN
HOME
CHANGE PASSWORD

CAMNCEL PREVIEW REQUISITION

If you are not adding any Qualifying Equivalencies, click the Continue to Next Page button.



To add a Qualifying Equivalency to this Requisition, click on the Add a Qualifying Group button,
which returns the following page:

a http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

File Edit Tools  Help

Il’glﬂlaJobS o

arrmgc PO tun"rr( fnanrgmfmmr = =

View  Favorites

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS
SPECIAL HANDLING
ADD TO SPECIAL

+ Welcome Sample HR Administrator, You are logged in. Thursday, April 13, 2006

Add a Qualifying Group

To add a qualifying group, search existing qualifying groups and/or search for a termplate to create a
new qualifying group,

Search Existing Qualifying Groups

Search Qualifying Groups: Include Identifier: _
— ] S— e roted 207

Qual Group Templates Only?

HANDLING SEARCH | CANCEL |
HANDLING LIST
USERS
2 Records
APPROVE B EEp (el _
SEARCH USERS
HOME
.
CHANGE PASSWORD H5+1Yr -- 3 Yiewfadd QualifyingGroup

SEARCH SPECIAL
These are existing Qualifying Groups
CREATE USER ACCOUNT
ADMIN BA+2Yr -- accounting View/Aadd QualifyingGroup
LOGOUT

These are template Qualifying Groups
2 Records

4] Pl _
BA+2Yr Create Mew Qualifying Group From Template
HS+1¥r Create Mew Qualifying Group From Template

0 Internet

@ Done

For this example, click the View/Add Qualifying Group link for HS + 1Yr--3 existing Qualifying
Group.



File Edit Wew Favorites

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST
USERS
CREATE USER ACCOUNT
APPROYE
SEARCH USERS
ADMIN
HOME
CHANGE PASSWORD
LOGOUT

Tools

etrangeof

Help

DpOFLLmL es i State government

2 http:Himp4.peopleadmin.com - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

siniglatoe .

+ Welcome Sample HR Administrator. You are logged in.

Thursday, April 13, 2006

View/Add Qualifying Group

Return to Search

ADD QUALIFYING GROUP

Minirmurn Points Required:

100

Please select the response that best represents your educational training in

@ Done

1 speaking.
answieR s
Mo Response 1]
Attended school but did not receive high school diploma or GED 70
Completed HS diploma or GED 80
Completed Associate's Degree or 2 vears of college an
Completed Bachelor's Degree a0
Completed Master's Degree o Higher a0
2 Please select_ the response that best represents your full years of paid full-time b
employment in McDonalds.
mswien s
Mo Response 1]
Less than one full year 10
1 20
- e A
0 Internet

To add this Qualifying Group to the requisition, click the Add Qualifying Group button. If not,
click the Return to Search link.



A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© Fle Edit \iew Favorites Tools  Help

JOB POSTINGS
SEARCH
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
SEARCH
CREATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH
APPLICANTS HS+1¥r —- 3
SEARCH APPLICANTS L iew
CONF NER SEARCH
SPECIAL HANDLING DELETE QUALIFYING GROUP(S) | ADD A QUALIFYING GROUP |

ADD TO SPECIAL

HANDLING <= RETURMN TO PRE¥IOUS |
SEARCH SPECIAL

HANDLING LIST |

+ Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006

Create Requisition - Personnel Assistant

| CONTINUE TO NEXT PAGE =3 |

SAVE AND STAY ON THIS PAGE

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME
CHANGE PASSWORD
LOGOUT

CAMCEL PREVIEW REQUISITION

0 Internet

After you have added this Qualifying Group to the requisition, click the Add a Qualifying Group
button to add an additional qualifying group. To delete the Qualifying Group, check the box next
to the title and click the Delete Qualifying Group button.

Once the Qualifying Groups are set to your satisfaction, click the Continue to Next Page button to
continue creating this requisition.




Adding Screening Questions

Posting Specific (screening) Questions are individual questions that can be used to
qualify/disqualify candidates, or rank applicants based upon a score. You may create those
questions in this section.

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© Fle Edit \iew Favorites Tools  Help

\irginiajobs

JOB POSTINGS

SEARCH + Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES

SEARCH
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING

SEARCH SPECIAL
HANDLING LIST

Create Requisition - Personnel Assistant

Posting

Specific
Questions

To add questions that will be asked of every applicant who applies to this position, click Add a
Question. Click Continue to Next Page> > to skip this section or when finished.

Mo Posting Specific Questions exist,

ADD A QUESTION |

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

<= RETURMN TO PRE¥IOUS | I CONTINUE TO NEXT PAGE > I

SAVE AND STAY ON THIS PAGE |

HOME
CHANGE PASSWORD
LOGOUT

CANCEL PREVIEW REQUISITION

0 Internet

If you are not adding any Screening Questions, click the Continue to Next Page button.

To add a Screening Question to this Requisition, click on the Add a Question button, which
returns the following page:

10



A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer
Help

/irginia obs

T rany. WOPpOT L l'!rs"!n‘stmcgmfmml' ir

: Fle Edit \iew Favorites Tools

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING

SEARCH SPECIAL
HANDLING LIST

+ Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006

Add a Question

Search Existing Questions:

Search by Keyword:

SEARCH CANCEL

Create a Question

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME
CHANGE PASSWORD
LOGOUT

0 Internet

The first step is to search existing questions. You can enter a keyword to search the question
text (or leave the field blank). After you click Search, the system will return a list of all questions
that have been entered previously by Human Resources or Hiring Managers for other
Requisitions. Select one of the questions from the list if it is appropriate for this Requisition.

If you do not find an applicable sample question from the list, you may create a question from
scratch by clicking on the Create a Question link at the bottom of the Search Results screen.

11



After clicking the Create a Question button, the following screen will appear:

a http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

. File Edit ‘iew Favortes Tools Help

Virginidjolbbs

a range of opporiunitics in state government.

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM SCRATCH
APPLICANTS

CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HAMNDLING
SEARCH SPECIAL
HAMDLING LIST
USERS
CREATE USER ACCOUNT
APPROYE

+ Welcome Sample HR Administrator, You are logged in. Thursday, April 13, 2006

Create a Question

2 Create Question Help

Please enter question text:

Please select answer type:

& Closed-Ended {e.g. Do you have experience working in an office environment?)

@] Open-Ended  (e.q. Describe any work experience relevant to this Posting.)

SEARCH USERS Closed-Ended Answers Open-Ended Answers
ADMIN .
HOME Display No Response As: Open-Ended Answer Type:
CHANGE PASSWORD |N0 Response | ® Mone
LoGour O sShart Text (Text « 50 characters)
Possible Responses (up to 7}): O Long Text (Text > 50 characters)
1 O Phone
2 O Date
3
4,
=8
&, =
7.
CHDMIT AuCCTTAN | cameer | b
@ #® Internet

Step 1: Please enter question text: Enter the text of the question you wish to ask all candidates
who will apply to this Posting.

Step 2: Please select answer type: select either Closed Ended or Open Ended — described in the
following sections.

Step 3: Enter answer choices or select answer format based upon your selection in step 2.



Adding Closed Ended Questions

Closed Ended questions require a multiple-choice answer. For example:

Do you have experience working in an office environment?
Possible Responses: Yes or No

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

(X

File Edit Wew Favorites Tools Help

N e byl iy g - -
o range of opporiunitics in state government’

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
SEARCH
CREATE TEMPLATES
FROM TEMPLATE
APPLICANTS
CONF NER SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HAMDLIMG LIST
USERS
CREATE USER ACCOUNT (O openEnded  (e.q. Describe any wark experience relevant ta this Pasting.)
APPROYE
SEARCH USERS
ADMIN

+ Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006

Create a Question

2 Create Question Help

Please enter question text:
Do you have experience working in an office environment?

Please select answer type:

® Closed-Ended {e.g. Do you have expetience working in an office environment?)

Closed-Ended Answers Open-Ended Answers

HOME Display No Response As: Open-Ended Answer Type:
CHANGE PASSWORD |N0 Response | ® None
LoGout O shart Text (Text < 50 characters)
Possible Responses (up to 7): O Long Text (Text = 50 characters)
1. |\"es | O Phone
2. [Ma O Date
3.
4,
=N
&G, =
7.
cupmrr nncerran | cawees | b
@ & Internet

After selecting the “Closed Ended” radio button, enter the answer choices that candidates can
choose from in the boxes labeled “Possible Responses”. In this case, you would enter:

1. Yes

2. No




Adding Open Ended Questions

Open Ended questions do NOT require a multiple-choice answer. For example:

Describe any work experience relevant to this position.

After selecting the “Open Ended” radio button, select one of the answer-type choices from the
right side of the screen. To limit the length of a candidate’s response to less than 50 characters,
select Short Text. Otherwise, select Long Text (Text > 50 characters). If a phone or a date is

the required response, select the Phone or the Date options.

In the following example, Long Text was selected as the answer-type for the open-ended
guestion.

2} http:ffimp4. peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer, |._||E||Z|
© File Edit Yew Favorites Tools Help 'a.
IrgINia
SIAobs e
= - B e e o - R .
L& range of jopportanitics in state government . - .
JOB POSTINGS e
« Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE R
FROM PREVIOUS Create a Question
FROM SCRATCH
IELIBEATES) 7 Create Question Help
CREATE TEMPLATES
FROM SCRATCH Please enter question text:
APPLICANTS Describe any work expetience relevant to this position
SEARCH APPLICANTS ¥ F P '
CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL Please select answer type:
LING L=n O Closed-Ended {e.g. Do you have expetience working in an office environment?)
CREATE USER ACCOUNT ® Open-Ended  {e.q. Describe any work experience relevant to this Posting.)
APPROYE
SEARCH USERS Closed-Ended Answers Open-Ended Answers
ADMIN . . .
HOME Display No Response As: Open-Ended Answer Type:
CHANGE PASSWORD |N0 Response | O Nane
LOGOUT O shart Text (Text < 50 characters)
Possible Responses (up to 7): (® Long Text (Text = 50 characters)
L O Phore
= O Date
3.
4,
5.
g, 1
7.
| | b
CHOMIT NUECCTTAN ranrcc )
@ & Internet

The next step is to click on the Submit Question button at the bottom of the screen. This
attaches the question to the Requisition, and every applicant who applies to this Requisition will
be asked this question.



After you click Submit Question, you should see a screen similar to the following. This screen
summarizes the question(s) you have entered. As you enter additional questions, they will be
added to this summary screen.

From this screen you may continue to add more questions by clicking the Add a Question
button. You may also delete a question you have entered by clicking the box next to the relevant
guestion and clicking the Delete Question(s) button.

You also have the ability to Require an applicant to provide an answer to the question you
added. The applicant will not be allowed to proceed without answering a question with the
“Required” status.

If you spot a typo in your question, click on the Edit link at the end of the question to correct it.

2 http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

. File Edit ‘iew Favortes Tools Help

JOB POSTINGS

SEARCH
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM TEMPLATE

APPLICANTS

CONF NER SEARCH To add questions that will be asked of every applicant who applies to this position, click Add a

SREEIARBIANDEING Question. Click Continue to Next Page>> to skip this section or when finished.

ADD TO SPECIAL
HANDLING Posting Specific Questions
SEARCH SPECIAL

HANDLING LIST

+ Welcome Sample HR Administrator, You are logged in. Thursday, April 13, 2006

Create Requisition - Personnel Assistant

Posting

Specific
Questions

To delete, check the box of the question(s) vou wish to delete, then click the Delete Question(s)
button belaw,

CREATE USER ACCOUNT
APPROYE
SEARCH USERS [ Do you have experience working in an office environment? (Edit)
HOME ANSWER
CHANGE PASSWORD
LOGOUT

Mo Response
Yes

Mo L
Is this question required? @ Required O Nat Required

[] pescribe any work experience relevant to this position. (Edit)
LONG TEXT

Is this question required? & required ) Mot Required

DELETE QUESTION(S) | ADD A QUESTION

|«

0 Internet

When you have finished adding screening questions for this Requisition, click the Continue to
Next Page button.

15



Assigning Points

In order to assist you in ranking the candidates to your Posting by objective criteria, the system
enables you to assign points to the closed-ended questions you created on the Template Level
Questions and/or Posting Specific Questions screen. Since open-ended questions are not
allowed to have points assigned to them, they will not appear on this screen.

If you did not enter any Screening Questions or if you want to ask the questions without assigning
any points to the responses, enter nothing and click the Continue to Next Page button.

EEX)
© File Edit Yew Favorites Tools Help -,'

| http:ffimp4.peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

\irginiajobs

JOB POSTINGS

SEARCH + Welcome Sample HR Administrator, You are logged in. Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS
FROM SCRATCH
TEMPLATES

SEARCH
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS
SPECIAL HANDLING

ADD TOD SPECIAL When finished adding points, selecting disqualifying answers, or to skip this section, click Continue

HANDLING to Next Page> . 0
SEARCH SPECIAL
HANDLING LIST

Create Requisition - Personnel Assistant

Disqualifying /

Points

On this page, you may assign points to answers that can be used to rank applicants and designate an
answer as a disqualifying answer. Applicants who select a disqualifying answer will be automatically
maoved to a status of not hired with a reason of Gid' not meet minimum qualifications.

Open-ended questions will not be visible on this tab, but will be visible on the summary page.

CREATE USER ACCOUNT Maxirmum Points Possible: 0
APPROVE

SEARCH USERS Template Level Questions

HOME Do you have knowledge of general office practices and procedures, Workers'

ES;'SS$ PASSWORD Compensation Act and claims management.

ANSWER DISQUALIFYING SCORE

Mo Response O El

= .

g o b
0%

Have you demonstrated the ability to communicate effectively both orally and in
writing, to investigate and resolve problems independently; to review, analyze data,
and make decisions to ensure proper case management of claims. A/

8 Internet

On this screen you will see all the closed-ended questions you created on the Posting Specific
Questions screen. In this case, the only closed-ended question entered was: “Do you have
experience working in an office environment?”

NOTE: You may also see questions that were added to this Requisition as part of the template.
These questions are displayed on this screen for informational purposes, and you may not
designate them as disqualifying or assign them points.
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A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© Fle Edit \iew Favorites Tools  Help

| 1 g in|
IrsiNidjob
e T e ---—- .
| et range of opporiunitics in state government'
JOB POSTINGS A
0% B

SEARCH
CREATE REQUISITION Have you demonstrated keyboarding and organizational skills and skill in use of

FROM TEMPLATE Microsoft Word, Access, and Excel.

FROM PREYIOUS

FROM SCRATCH ANSVWER DISQUALIFYING SCORE
TEMPLATES

SEARCH No Response O EI
CREATE TEMPLATES Ves

FROM TEMPLATE 0 El

FROM SCRATCH Mo 7
APPLICANTS ICI

SEARCH APPLICANTS 0%

CONF NER SEARCH
SPECIAL HANDLING . . .

ADD TO SPECIAL Posting Specific Questions

HANDLING

SEARCH SPECIAL Do you have experience working in an office environment?

HANDLING LIST

ANSVWER DISQUALIFYING SCORE

CREATE USER ACCOUNT

APPROVE Mo Response O EI

SEARCH USERS Yes

HOME Mo

CHANGE PASSWORD O EI

LOGOUT

0%
RECALCULATE RESET |
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >3 |
SAVE AND STAY ON THIS PAGE |

CAMNCEL PREVIEW REOUISITION

|«

0 Internet

To disqualify a candidate based on a particular answer, click the corresponding box under the
word “DISQUALIFYING”. In the above example, when a candidate answers “No” to this question,
the system would disqualify them for further consideration for this Requisition. The candidate
would receive the "Fail Message" for this position and be classified as “Inactive”.

To specify how many points the applicant should receive for each response, enter a number in
the “SCORE” column. For example, an applicant answering “Yes” to this question would receive
20 points.

To have the system calculate the total points an applicant could receive for all the questions
(useful if you have several questions to which you are assigning points), click the Recalculate
button.

Clicking the Reset button returns all the Screening Question point values to O.

When all the points and disqualifiers are set to your satisfaction, click the Continue to Next Page
button.
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Assigning Applicant Statuses (aka Hiring Steps)

The Applicant Status (or Hiring Steps) tab is used to track applicant flow throughout the process
for this Position Vacancy Request and will vary depending on your policy. A sample hiring
process is illustrated below:

X

| http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

A

© Fle Edit Wiew Favorites Tools Help ,'
Ith of Mirgini: qov
\irginia lob
- B of oppo T
JOE POSTINGS - |
SEARCH » Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS View/Edit Requisition - Personnel Assistant
FROM SCRATCH
TEMPLATES
pplican
CREATE TEMPLATES Statuses
FROM TEMPLATE
FROM SCRATCH
APPLICANTS On this screen, specify the applicant statuses for this position. These are the approval steps that an
SEARCH APPLICANTS applicant may go through for this position.
CONF NBR SEARCH
SPECIAL HANDLING ‘Wwhen finished, click Continue to Next Page: =,
ADD TO SPECIAL 0
HANDLING Applicant Statuses
SEARCH SPECIAL
HANDLING LIST Step 1: | Under Review by HR v |
CREATE USER ACCOUNT
APPROVE Step 2t | Under Review by Department e |
SEARCH USERS
Step 3 | Application Received £’ |
CHANGE PASSWORD Step 4: [ Mot Eligible v|
LOGOUT
Step 5t | Irwited for Inkerview v |
Skep & | Interviewed £’ |
Step 7: [ Irwited to LEST v|
Step 8t | Failed ko Report for LESI Testing |
Skep O | Showed For WPT £’ |
Step L0: | Failed weT v|
Step 11: |Procass Complete w |
Shen 190 ]
o Internet

The applicant statuses will be loaded by default and should only be modified under special
circumstances. Such circumstances would involve a Position Vacancy Request where the
applicants will need a special routing.

Important: The last step in the process must always be Process Complete. Otherwise, all
applicants will be forwarded directly to an Inactive status and will immediately receive the “Did
Not Pass” message you created on the Posting Details page.

Click Continue to Next Page.
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Activating Guest Users

Guest User accounts are used by committee members. If your Requisition involves committee
review, you may set up a special account that will be used by members of the review committee
to log in to the system and view the Applicants to this Requisition.

Guest Users are only able to view the applicants to the Requisition(s) to which they are assigned,
and are not permitted to take action on any of the applicants. Also, Guest Users are only able to
view the Requisition(s) to which they are assigned. When the Requisition is filled, the guest user
name and password are automatically deactivated.

To set up a guest user account, click the "Activate Guest User" link.

| http:ffimp4. peopleadmin.com - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© File Edit Yew Favorites Tools Help

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES

SEARCH
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS
SPECIAL HANDLING
ADD TO SPECTAL
HAMDLIMNG

SEARCH SPECIAL
HANDLING LIST

+ Welcome Sample HR Administrator, ou are logged in. Thursday, April 13, 2006

Create Requisition - Personnel Assistant

Guest
User

On this screen, vou may create an account that will be used by members of the review committee,

Committee mermbers who log in using this account may view applications and resumes to this
requisition only, and are not able to take action on the applicants,

When finished or to skip this section, click Continue to Next Page.

Activate Guest User
CREATE USER ACCOUNT

APPROYE |
SEARCH USERS << RETURM TO PREVIOUS I CONTINUE TO NEXT PAGE == I
SAVE AND STAY ON THIS PAGE |
HOME
CHANGE PASSWORD
LOGOUT
CAMNCEL PREVIEW REQUISITION
0 Internet
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After clicking the “Activate Guest User” link, you should see a screen similar to the following:

2 http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

File Edit Wew Favorites Tools Help I ,'
ralth of “irgin:
\i rsiNia @)
- S T of oppo? ics in =1
JOB POSTINGS A
« Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS Create Requisition - Personnel Assistant
FROM SCRATCH
TEMPLATES
SEARCH
CREATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH
APPLICANTS 0On this screen, you may create an account that will be used by members of the review committee,
SEARCH APPLICANTS
CONF NBR SEARCH Committee members wha log in using this account may view applications and resumes o this
SPECIAL HANDLING requisition anly, and are not able to take action on the applicants,
ADD TO SPECIAL
HANDLING ‘When finished or to skip this section, click Continue to Next Page.
SEARCH SPECIAL
HAMDLING LIST
Deactivate Guest User
CREATE USER ACCOUNT
APPROYE Create Guest User
SEARCH USERS
*Required information is denoted with an asterisk,
HOME
CHANGE PASSWORD User Name: GlU51429
LoGouT + Password: |
Between b and 20 Characters
<< RETURN TO PRE¥IOUS | | CONTINUE TO NEXT PAGE > |
SAVE AND STAY ON THIS PAGE |
CAMCEL PREVIEW REQUISITION
v
0 Internet

The system automatically assigns a User Name for this Requisition (which will be GU####). You
will need to enter a password, which must be between 6 and 20 characters.

Please record this user name and password and notify the Hiring Manager of the user name and
password so that he or she can give it to the committee members.

After entering a password for the Guest User, click Continue to Next Page to continue to the
final step.
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Saving/Approving the Requisition

After clicking the Continue to Next Page button from the previous screen and viewing any notes
associated with the requisition, click on the Continue to Next Page or View Requisition
Summary buttons. You should see a screen similar to the following. Scroll down through this
screen to review the information you entered.

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© Fle Edit \iew Favorites Tools  Help ,'
| 1 g in|
\irginia b
- 4 b ; o ics in stere e
JOB POSTINGS >
SEARCH + Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006 |
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS View Requisition Summary - Personnel Assistant B
FROM SCRATCH
TEMPLATES
Please review the details of the posting carefully before continuing.
CREATE TEMPLATES _ _ _ i _ ) _ i _
FROM TEMPLATE To take the action you have specified, click Continue. To edit the posting, click Edit. To exit the
FROM SCRATCH posting without making any changes, click Cancel.
APPLICANTS . . .
SEARCH ARPLICANTS Edit @ Printer-Friendly “ersion
CONF NBR SEARCH
SPECIAL HANDLING Posting Status
ADD TO SPECIAL
HANDLING ] -
SEARCH SPECIAL ® Save withaut submitting
HANDLING LIST @] Approve and allow managers to view applicants while job is posted
@] Approve and do not allow managers to view applicants while job is posted
CREATE USER ACCOUNT
APPROYE O Approve for Mon-Recruitment
SEARCH USERS BAMEEL | IWI
HOME
CHANGE PASSWORD
LOGOUT Posting Details
Job Title Personnel Assistant
Role Title Admin and Office Spec
Hiring Range HOURLY RATE: $11.71
EEQ Category Paraprofessionals
Job Type \Wage
P e oo et P (e M
0 Internet

The last step is to select one of the choices and click the Continue button either at the top or the
bottom of this page. After making your selection, click Continue to go to the confirmation page:
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A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

s

PpOrImitics in state government

File Edit Wew Favorites Tools Help

JOB POSTINGS
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING

SEARCH SPECIAL
HANDLING LIST

+ Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006

Confirm Change Posting Status

The following request is about to be submitted

Posting Status

Save without submitting

GO BACK || CONFIRM |

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME
CHANGE PASSWORD
LOGOUT

0 Internet

Press Confirm to complete this step.

The details of your Requisition are NOT SAVED until you complete this step.
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One Page Guide for Creating a Requisition

1)
2)

3)

4)

5)

6)
7

From the HR site, click Create Requisition.

Fill in the Posting details, Recruitment Cost, and Screening Criteria tabs
a. When finished, click Continue to Next Page

Add qualifying groups, template level questions, and/or screening question(s)
(optional...to skip, click Continue to Next Page)

From “Screening Questions” section, click Add A Question

Click Search

Select one of the previously entered questions, or click Create A Question
Enter the text of the question

Designate the question as closed-ended (e.g., Yes/No) or open-ended (e.g. free
text)

Designate answer choices for a closed-ended question, or answer type for an
open-ended question

g. Click Submit Question to attach the question to the Requisition

h. Enter additional screening questions, or click Continue to Next Page

caoow

—h

Assign points to each answer for closed-ended screening questions (to skip, click
Continue to Next Page). Click the “Disqualifying” box next to answers that would
disqualify a candidate from consideration. When finished, click Continue to Next Page

On the Applicant Statuses (aka Hiring Steps) tab, enter the appropriate process for this
Requisition, with Process Complete as the last step, then click Continue to Next Page

Assign a “Guest User" if appropriate, then click Continue to Next Page

Review the Requisition, and edit if necessary. When finished, select the appropriate step
and then click Confirm on the following screen.
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SEARCHING POSTINGS

Clicking the Search link under the Job Postings heading on the left side will take you to a screen

that looks similar to the following:

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© File Edit Wew Favorites Tools Help
realth of Virgini:
\irginia lob
JOB POSTINGS >
+ Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006|
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS Search
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES
FROM TEMPLATE Position . any v
FROM SCRATCH ber | b Tite
APPLICANTS
SEARCH APPLICANTS Req ID | | Agency | Any e’ |
CONF NBR SEARCH
SPECIAL HANDLING Check &l Clear All
ADD TO SPECIAL [ saved
HANDLING
] ]
SEARCH SPECIAL Submitted bo HR For Approval
HANDLING LIST
D Req Returned to Hiring Mgr
CREATE USER ACCOUNT e Bizviizm
APPROYE
SEARCH USERS O Approved (Managers can
view applicants while posted)
HOME O Approved {Managers can nok
CHANGE PASSWORD gtostt'ng view applicants while posted)
atus
LOSOUT il Approved for Mon-
Recruitment
Posted (Managers can not
view applicants)
Posted (Managers can view
applicants)
[ Closed
[ position Filled —
[ cancelled
| e | 1 A
0 Internet

You may select the criteria to search for Postings from this screen.

none of the parameters.
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Viewing Postings by Status

After clicking the Search button, you will be taken to a screen similar to the following:

2 http:ffimp4. peopleadmin.com - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

File Edit ‘Wew Favorites Tools Help
I 1 g in|
IrgiNia
. 3 ...a'_ir-mlg_ orpbriin l'!rs"!n‘stmc\fml' =
JOB POSTINGS >
SEARCH + Welcome Sample HR Administrator, ou are logged in. Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE . .
FROM PREVIOUS View Postings
FROM SCRATCH
TES To view the details of the position, click on the "View" link below the Job Title, =
CREATE TEFMPLATES You may change the sort order of the list by clicking on the arrow next to the column title,
FROM TEMPLATE
APPLICANTS .
SEARCH APPLICANTS Submitted for Approval
CONF NBR SEARCH
SPECIAL HANDLING 20 Recards
ADD TO SPECIAL
HANDLING L Position Title v [S)l.all':::l'litted A Agency 3 Posting Status
SEARCH SPECIAL
HANDLING LIST Submitted ko HR. for Approval
Approve and allov
CREATE USER ACCOUNT Cancel Il managers to view
APPROVE I applicants while job is
SEARCH USERS Li.ghthouse Manager 4-03-2006 Seience Museum of posted
Wig Yirginia Approve and do not
|| allow managers ko view
HOME Refurn applicants while job is
CHANGE PASSWORD posted
LOGOUT Approve for Non-Recruitment
Submitted ko HR. for Approval
Approve and allow
||  managers to view
Cancel applicants while job is
_ ted
S.Uh feachers 03-29-2006 Human Resources ——
Yiew Approve and do nak
Reburn || allow managers ko view
- applicants while job is
posted
Approve for Mon-Recruitment
Submitted o HR For Approval
Approve and allovs v
0 Internet

At the top of the screen are tabs that organize your search results by the status of the Posting. In
this example, our search returned results of Postings in several statuses, and the "Opened" tab is
currently selected.

You may sort Postings within each tab by clicking on the arrows next to the column headings.
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Changing the Status of a Posting

The actions which you perform on a Posting are customized based on your hiring process, but
may include:

1) Post the Requisition (enable candidates to view it on your Online Employment Site)

2) Close the Posting (remove it from your Online Employment Site)

3) Fill the Posting (designate that the Posting has been filled)

4) Place a Posting on Hold (stop accepting applications in order to review current applicant

pool, but it may be opened up again in the future)
5) Additional statuses, depending on your hiring process

To perform any of these actions, click the appropriate link under “Posting Status”, and then click

the “Confirm” button on the ensuing confirmation page. The Posting will then appear under the
tab representing its new status (On Hold, Filled, etc.).
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APPLICANTS

There are several methods to view applicants in the system. You may view an applicant by
clicking “Search” under the Job Postings heading on the left, then selecting the Posting whose
applicants you wish to view.

Viewing Applicants to a Posting

In the following example, clicking the word “View” below a position title brings up the following
screen:

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© Fle Edit \iew Favorites Tools  Help

\irginia Jobs

JOB POSTINGS
+ Welcome Sample HR Administrator. You are logged in.
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES ——— o - 1 1 1 1 71 1
.
CREATE TEMPLATES Applicants
FROM TEMPLATE
APPLICANTS
SEARCH APPLICANTS

SPECIAL HANDLING

|

Thursday, Af

View/Edit Posting - administrative and office specialist IT - 0000£

Active Applicants

6 Records

ADD TO SPECIAL

HANDLING ﬂ Score ﬂ Date Applied

SEARCH SPECIAL

HANDLING LIST Chatman, Rosemary 03-29-2006 Under Rewiew by HR
Yiew Application Histary) Mokes Change Status

CREATE USER ACCOUNT

APPROYE Deadwood, Joe @ 03-21-2006 Under Review by HR.

SEARCH USERS Views Application History) Mokes Change Status

HOME Dobson-Arnold, Torski 0 03-30-2006 Under Rewiew by HR

CHANGE PASSWORD Yiew Application History) Motes Change Status

LOGOUT Johnson, Bridget a n 03-22-2006 Under Rewiew by HR
Wiew Application RESUME History| Mokes Change Status
Jones, Carole @ 03-31-2006 Under Review by HR.
Views Application History) Mokes Change Status
Jones, diane n 03-22-2006 Under Rewiew by HR
Yiew Application Histary) Mokes Change Status

CHANGE MULTIPLE APPLICANT STATUSES

0 Internet

The first tab labeled “Applicants” is a screen listing the Applicants for this Posting. Additional
summary information is also provided in this table, including links to uploaded documents (such
as resumes and cover letters), date applied, etc. Each column may be sorted by the arrows next
to the column heading.

From this screen, you may perform a number of tasks, including:
e Sort and view Applicants by different criteria

e View and print applications

e View and print uploaded documents
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Add notes to a applicant’s record
Change an applicant’s status
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Sorting and Viewing Applicants by Different Criteria

To sort applicants by Name, Date Applied, etc., click the arrow next to the corresponding column
heading. Clicking the arrow again reverses the sort order.

A http:ffimp4. peopleadmin.com, - Commonwealth of Virginia Job Site - Microsoft Internet Explorer

© Fle Edit \iew Favorites Tools  Help

\/irginia Jobs

JOB POSTINGS A
+ Welcome Sample HR Administrator. You are logged in. Thursday, A
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS

FROM SCRATCH
TEMPLATES

SEARCH
CREATE TEMPLATES

FROM TEMPLATE
APPLICANTS

SEARCH APPLICANTS

SPECIAL HANDLING

View/Edit Posting - administrative and office specialist IT - 0000£

Applicants

Active Applicants

6 Records

ADD TO SPECIAL

HANDLING [ Date Applied

SEARCH SPECIAL

HANDLING LIST Chatman, Rosemary 03-29-2006 Under Rewiew by HR
Yiew Application Histary) Mokes Change Status

CREATE USER ACCOUNT

APPROYE Deadwood, Joe @ 03-21-2006 Under Review by HR.

SEARCH USERS Views Application History) Mokes Change Status

HOME Dobson-Arnold, Torski 0 03-30-2006 Under Rewiew by HR

CHANGE PASSWORD Yiew Application History) Motes Change Status

LOGOUT Johnson, Bridget a n 03-22-2006 Under Rewiew by HR
Wiew Application RESUME History| Mokes Change Status
Jones, Carole @ 03-31-2006 Under Review by HR.
Views Application History) Mokes Change Status
Jones, diane n 03-22-2006 Under Rewiew by HR
Yiew Application Histary) Mokes Change Status

CHANGE MULTIPLE APPLICANT STATUSES

eeiigct, [ .
| >

0 Internet

The section at the bottom of the screen labeled "Refresh” enables you to view only the applicants
who meet the criteria you filter (view) them by.

You may also choose to show Active Applicants, Inactive Applicants, or both. This is performed
by checking the boxes next to “Active Applicants” (active Applicants are still under review) and
“Inactive Applicants” (inactive Applicants are no longer under review). Click the Refresh button
to refresh the screen.

29



Viewing and Printing Applicants

To view and print a single Application, click the "View Application" link under the applicant’'s name
from the "Active Applicants" screen (shown on the previous page). After clicking on this link, a
screen similar to the following will appear in a new browser window. It may take a few moments
for the information to load into the new window.

Select File > Print from your browser’s menu to print the application. There is a signature line at
the bottom of the page for obtaining the applicant's signature, if necessary.

To close the window, click the "Close Window" link, or click the X in the upper right corner of the
window (this will NOT log you out of the system — it will simply return you to the list of applicants
on the “View Posting” screen).

To view and print multiple applications at the same time, perform the following steps:
1. Check the boxes next to the corresponding Applicants you wish to print (or click “All").
These boxes are located on the right side of the page.
2. Click the View Multiple Applications button.
3. A new window will appear (it may take several moments to load). This window contains
all the applicant information you selected to print.
4. Select File > Print from your browser’s menu to print the application(s).

3 http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

{ Fle Edit Wiew Favorites Tools Help ,'
JOB POSTINGS &,
+ Welcome Sample HR Administrator, You are logged in, Thursday, april 13, 2006|
CREATE REQUISITION
FREOM TEMPLATE
FROM PREVIOUS View[Edit Posting - administrative and office specialist II - 00005
FROM SCRATCH
TEMPLATES
SEARCH
CREATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH
ARBITCANTE) Active Applicants
SEARCH APPLICANTS
SPECIAL HANDLING 6 Records
ADD TO SPECIAL
SEARCH 89 mm S m
SEARCH SPECIAL
HANDLING LIST Chatman, Rosemary 03-25-2006 Under Rewigw by HR.
Wiew Application History! Makes Change Status [F]
CREATE USER ACCOUNT
APPROYE Deadwood, Joe 0 03-21-2006 Under Rewiew by HR.
SEARCH USERS Wiew Application History/ Mokes Change Status
HOME Dobson-Arnold, Torski n 03-30-2006 Under Review by HR.
CHANGE PASSWORD ‘iew Application History/ Makes Change Status
LOGouT Johnson, Bridget o . 03-22-2006 Under Review by HR
‘iew Application Resume History/ Makes Change Status L4
Jones, Carole o 03-31-2006 Under Review by HR
Wiew Application Historyl Makes Change Status F
Jones, diane 0 03-22-2006 Under Revisw by HR
‘iew Application History! Mokes Change Status F
CHAMGE MULTIPLE APPLICANT STATUSES |
R - l:l WIEW MULTIPLE APPLICATIONS |
— 1 b
O Inkernet
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Viewing and Printing Documents

This process is very similar to printing applications, except the documents are loaded using the
Adobe Acrobat Reader software. This is done to preserve the integrity of the documents’
formatting, and to assist in preventing viruses from entering the system via documents attached
by Applicants.

To view and print a single document (such as a resume or cover letter) that the applicant
attached when applying for the Posting, click the link of the document under the column labeled
“Documents” from the "Active Applicants" screen.

After clicking the link, a new window will appear (it may take several moments to load) in Adobe
Acrobat Reader. This window contains the document for the Applicants you selected to print.
Select File>Print from the Adobe Reader menu to print the document. To close the window, click
on the “X" in the upper right-hand corner of the window (this will NOT log you out of the system —
it will simply return you to the list of Applicants on the “View Posting” screen).

To view and print multiple documents at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you wish to print (or click “All").
These boxes are located on the right side of the page.
2. Click the View Multiple Documents button.
3. Select File>Print from the Adobe Acrobat menu.
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Adding Notes to an Applicant’s Record

While in the Active Applicants screen, you may add notes to an applicant’s record. These notes
are saved by the system and can be viewed by all users within the system.

To view the notes for an individual, click the “History/Notes” link under the "Link To" column.
After clicking the link, a screen similar to the following will appear:

2 hitp:/fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

: File Edit Tools  Help

Wiew  Favorites

>

JOB POSTINGS
|- welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2006
CREATE REQUISITION

FROM TEMPLATE

FROM PREYIOUS
FROM SCRATCH
TEMPLATES

Applicant History

Hame: Johnson, Bridget

CREATE TEMPLATES

FROM TEMPLATE
FROM SCRATCH

APPLICANTS

SEARCH APPLICANTS
CONF NER SEARCH

SPECIAL HANDLING

History Modified By

03-22-20006 2:44 PM Applicant

Incomplete - Attached Anplication

ADD TO SPECIAL 03-22-2006 2:45 PM Applicant
HANDLING .
SEARCH SPECIAL NOTE: )
HANDLING LIST Document Associated (Resurme_03-22-06_13-45-31CT)
03-22-2006 2:46 PM Applicant

CREATE USER ACCOUNT
APPROYE

SEARCH USERS Incomplete - Attached Documerts

03-22-2006 2:46 PM Applicant

CHANGE PASSWORD
LOGOUT Compieted Application Process-Recaived Confirmation Number

03-22-2006 2:46 PM Applicant
Lindar Raviaw by HT b |
03-31-2006 2:42 PM Sample HR Administrator
Not Hired!

03-31-2006 2:45 PM Sample HR Administrator

Lagler Review by HT

|

O Inkernet

Once you have completed entering a note for that applicant, click the Add Notes button. A
confirmation page will appear; after clicking Confirm on that page you will see the note you
created added to the applicant record. To return to the applicant list, click the Return button.

While in the Active Applicants screen, you may view an applicant’s history. Every time an
applicant changes status (i.e. submits their application, withdraws their application, is no longer
under consideration, etc.), a record is made automatically in the Notes/History section, which is
viewable on this screen.

Common History entries you may see for each applicant include:

Incomplete — Attached Application (indicating the applicant clicked the “Apply to this Position”
button)

Incomplete — Attached Questions (indicating the applicant clicked the “Submit Questions”
button)
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Incomplete — Attached Documents (indicating the applicant clicked the “Finished Attaching
Documents” button)

Completed Application Process (indicating that the applicant completed all necessary steps in
applying for that position)

Others may appear, depending on your institution’s hiring process.

The Modified By column shows you who was responsible for moving the applicant through that
step. An action taken by Template or System Generated indicates that the system automatically
moved the applicant to that step in the process.

Click Return to return to the previous screen.
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Changing the Status of Applicants

While in the Active Applicant display screen, you can change the status of applicants as you
review their applicants, interview them, and make a final decision. To change the status of one
applicant, click the “Change Status” link under the Status column heading.

To change the status of multiple applicants at the same time, check the box under the “All/None”
column for each applicant that you wish to change, then click the button labeled Change Multiple
Applicant Statuses. You may also click the “All" link to select all applicants at the same time. To
deselect all applicants, click the “None” link.

3 http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

: Fle Edit View Favorites Tools Help 2

\/lrglnla . obs

JOB POSTINGS - |
+ Welcome Sample HR Administrator, You are logged in, Thursday, april 13, 2006|
CREATE REQUISITION
FREOM TEMPLATE
FROM PREVIOUS View[Edit Posting - administrative and office specialist II - 00005
FROM SCRATCH
TEMPLATES
SEARCH )
CREATE TEMPLATES Applicants
FROM TEMPLATE
FROM SCRATCH
ARBITCANTE) Active Applicants
SEARCH APPLICANTS
SPECIAL HANDLING 6 Records
ADD TO SPECIAL
HANDLING 1 Date Applied
SEARCH SPECIAL
HANDLING LIST Chatman, Rosemary 03-25-2006 Under Rewigw by HR.
Wiew Application History! Makes Change Status [F]
CREATE USER ACCOUNT
APPROYE Deadwood, Joe 0 03-21-2006 Under Rewiew by HR.
SEARCH USERS Wiew Application History/ Mokes Change Status
HOME Dobson-Arnold, Torski n 03-30-2006 Under Review by HR.
CHANGE PASSWORD ‘iew Application History/ Makes Change Status
LOGouT Johnson, Bridget o . 03-22-2006 Under Review by HR
‘iew Application Resume History/ Makes Change Status F |
Jones, Carole o 03-31-2006 Under Review by HR
Wiew Application Historyl Makes Change Status F
Jones, diane 0 03-22-2006 Under Revisw by HR
‘iew Application History! Mokes Change Status F
CHAMGE MULTIPLE APPLICANT STATUSES |
R - l:l WIEW MULTIPLE APPLICATIONS |
— 1 >
O Inkernet
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After clicking the Change Multiple Applicant Statuses button, a screen similar to the following
will appear:

2 http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

© Fle Edit View Favorites Tools Help iy

J0B POSTINGS
» Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006

CREATE REQUISITION
FREOM TEMPLATE
FROM PREYIOUS
FROM SCRATCH

Change Applicant Status

TEMPLATES
Status Reason or Notes
SEARCH Change For All Applicants:
CREATE TEMPLATES
| Under Review by HR. A | | Choose Option Below: % |

FROM TEMPLATE
FROM SCRATCH

APPLICANTS

SEARCH APPLICANTS
CONF NBR SEARCH

SPECIAL HANDLING

rame ———oocuments [satus ——————Jncasnortotes
Choose Option Belaw,

ADD TO SPECTAL
HANDLING Deadwood, Joe -
SEARCH SPECIAL Wigw Application | Under Revizw by HR v
HANDLING LIST
CREATE USER ACCOUNT Choose Option Below:
APPROVE
SEARCH USERS Dobson-Arnold, Torski -
. b W

View Application Under Review by HR |
HOME
CHANGE PASSWORD
LOGOUT

| CONTINUE TO CONFIRM PAGE >3 | RESET TO ORIGINAL STATUS

CAMCEL

Under the “Status” column appears a drop down menu of the statuses an applicant could be
changed to. Select the status to which you wish to change each applicant, and then click the
Continue to Confirm Page button. To reset the statuses to their original values, click the Reset
to Original Status button. To return to the previous screen, click Cancel.

You may also change all selected applicants’ statuses at the same time, to the same status, by
using the “Change For All Applicants” feature at the top of the screen. After setting all applicants’
statuses using the “Change For All Applicants” feature, you can change individual applicant
statuses below.

After clicking on the Continue to Confirm Page button, you will come to a confirmation page.
Select the Save Status Changes button to complete the action. Select the Cancel button to
return to the previous screen to edit your changes.

\Irgi

JOB POSTINGS

Najobs

+ Welcome Sample HR Administrator, You are logged in, Thursday, April 13, 2006

CREATE REQUISITION
FREOM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES

CREATE TEMPLATES Deadwood, Joe
FROM SCRATCH Dobson-Arnold, Torski
APPLICANTS wiew Application
SEARCH APPLICANTS
CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL

HAND TNR

Change Applicant Status

Under Review by Departrment

Under Review by Departrment

I SAVE STATUS CHANGES >3 I CANCEL |
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Searching Applicants by Name and SSN

You may search for a specific applicant by first name, last name, and SSN. To begin, click the
“Search Applicants” link under Applicants on the left side of the screen and a screen similar to the
following will appear:

| http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

© Fle Edit Wiew Favorites Tools Help ':I

Virgini

JOB POSTINGS
SEARCH

CREATE REQUISITION

FROM TEMPLATE

FROM PREYIOUS

FROM SCRATCH

TEMPLATES

» Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006 |

Search Applicants

Search Applicants

First Mame: | | Last Mame: | |

CREATE TEMPLATES

FREOM TEMPLATE
APPLICANTS

CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING

SEARCH SPECIAL
HANDLING LIST

Social Security | |
Mumnber:

I SEARCH I CLEAR RESULTS

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

CHANGE PASSWORD
LOGOUT

o Internet

This screen will most commonly be used when an applicant calls your office and asks for the
status of his/her application. After obtaining the applicant’'s name, click the Search button. The
following screen will appear after clicking the Search button on the Search Applicants page.
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For the below example, no name was entered, so a list of all applicants was returned.

| hitp:/fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

: File Edit \View Favorites Tools Help ",'
JOE POSTINGS -]
« Welcome Sample HR Administrator. You are logged in. Thursday, April 13, 2008
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS Search Appl icants
FROM SCRATCH
TEMPLATES
View Applicants
CREATE TEMPLATES
FROM SCRATCH | |
CONF NBR SEARCH Edt Appication ! Yizw Job Histor
SPECIAL HANDLING 2,2
ADD TO SPECIAL Vigw Application HEREER Reset Password Il Assign bo Posting
HANDLING
SEARCH SPECIAL Change 55N
HANDLING LIST I
Edit Application Wiew Job History
2,2
CREATE USER ACCOUNT U
APPROVE View Application el Reset Password I Assign to Posting
SEARCH USERS Change 55h
HOME Edt Applicstion | View Job History
CHANGE PASSWORD aa
LOGOUT Wiew Application SRR S Reset Password Il Assign ko Posting
Change S5M
Edit Application I Yiew Job History
a,a
Wiew Application PRI e Reset Password I Assign ko Posting
Change S5M
Edit Application Il Wiew Job History
a,a
Wiew Application GREEIAER Bactic Reset Passwird Il Assign ko Posting
Change 55N
Edit Application I Yiew Job History
aa 123123231 dasfasdfsadt - c Moo 0w )
O Inkernet

You may also search the first and last name fields by partial names by entering just the portion of
the name for which you wish to search. For example, if you enter “LIZ" in the first name field, you
would receive all applicants who have “LIZ” in their first name. This would include “Liz”, “Lizzy” as
well as “Elizabeth”. The search is not case sensitive.

To reverse the order of the sort, click on the arrow next to the title of the column (e.g. "Name").

Options under the “Action” column:

e View Job History — this will display a list of the job openings for which the applicant has
applied.

o Reset Password — this will allow you to reset an applicant’'s password. For security
purposes, you are not able to view their password, just reset their password to their user
name.

e Assign to Posting — this will allow you to assign an applicant to a job opening.
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Viewing Postings for which an Applicant Has Applied

Click View Job History, which will take you to a screen similar to the following. From this screen
you can change the applicant's status, or view details of the individual's application for the
Posting for which the applicant has applied.

2 hitp:/Himp4.peopleadmin.com - Commonwealth of Virginia Job Site - Microsoft Internet Explorer \;HEHX|
© Fle Edit Wiew Favorites Tools Help #

NiSNidjobs e

L " - e el
A rang e o) ppOriiniticein state government’ =

JOB POSTINGS
+ Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE

FROM PREYIOUS
FROM SCRATCH

Applicant Job History

TEMPLATES
1 Record
CREATE TEMPLATES Manage - Position Date -
3 e focumens| 550 unk o] 552 | ey | 2235, @ s Jcens
! State Police Review by
SEARCH APPLICANTS e Manage Historyl "o, Department 1 s onng HR.
Wi Documents  Mobes " of State Police
CONF NBR SEARCH application Yiew Change
SPECIAL HANDLING Status
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST
USERS RETURN TO PREVIOUS

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

CHANGE PASSWORD
LOGOUT

o Internet
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Resetting an Applicant’s Password

The applicant site is set up with a self-retrieval mechanism for Applicants who forget their
password. However, it is possible that you may need to reset an individual's password for them.
From the Search Applicants results screen, click Reset Password and the following screen will
appear. Press Confirm to confirm the change, or cancel to return to the previous screen.

| http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

© Fle Edit Wiew Favorites Tools Help :ﬂ.

VTR e o R ——

iunll'rcc in qnlr gmwnl -

JOB POSTINGS
+ Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES By click : i ! i

v Clicking Confirm =2 below, this applicant's password will be reset 1o be the same as their User
MHame.,

Confirm Reset Applicant Password

CREATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH 1 Record

LA GBS
SEARCH APPLICANTS
CONF NBR SEARCH Bass, Tim Tim Bass

SPECIAL HANDLING

ADD TO SPECIAL
HANDLING

SEARCH SPECIAL
HANDLING LIST
USERS

CREATE USER ACCOUNT
APPROYE
SEARCH USERS
ADMIN

HOME

CHANGE PASSWORD
LOGOUT

CONFIRM == I CANCELI

@ Done ® Internet

After you click Confirm, the applicant's password and username will be the same. You should
instruct the applicant to change his/her password the next time he/she logs in.
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Assigning an Applicant to a Posting

The system allows HR users to assign Applicants to Postings from the applicant search results.
To begin, click on “Assign to Posting”. This will take you to the following screen:

| http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

© Fle Edit Wiew Favorites Tools Help I ,'
JOE POSTINGS - |
+ Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS Apply Applicant to Posting
FROM SCRATCH
IENIRLATES) Applicant Narme:  Berry, Halle
CREATE TEMPLATES
FREOM TEMPLATE
APPLICANTS
.
CONF NBR SEARCH o - Job Posting ,
SPECIAL HANDLING [ position Title V| Posting Status
ADD TO SPECIAL o032
HANDLING administrative and office specialist IT apply to ti Posted (Managers can view
SEARCH SPECIAL View j';”tp—'s applicants)
HANDLING LIST to=tnd
bean counter Apply ko this Posted (Managers can not view b
CREATE USER ACCOUNT View Posting applicants)
APPROYE ek o004
B .
SEARCH USERS DOREEDEY apply to this Posted (Manggers can view
igw 2000 L0 iz applicants)
Posting
. 0052 2
CHANGE PASSWORD Chemist P Posted (Managers can vigw
LOGOUT Wigw Apply £ tis applicants)
- Posting
Cynthia's Earthworm Breeder - Agricultural 0018 Pasted (i .
specialist Iv Apply to this sted (Managers tan ot view
: : applicants)
View Paosting
o - e oooe B
Cynthia's Forensic Scientist IT " Posted (Managers can view
K Apply to this 5
Vigw 2 applicanks)
Posting
Cynthia's Status Test - Forensic Scientist 1T Uz . Posted (Managers can view
K Apply to this 3
igw 2 applicants)
Posting
Earthworm Breeder - Agricultural Specialist I¥ (o1} Posted (Managers can vigw
Apply to this
Wigw : applicants)
Posting
- 0047 3
Federal Grant Writer i Posted (Managers can wiew a
o Internet

You may apply the applicant to any Posting on the screen by selecting the “Apply to this Posting”
link. You will then have the ability to answer or skip any posting specific questions. If you skip
them, the applicant will be left at a status of “Incomplete”, from which they will be able to log in
and complete the application process from the Manage Jobs screen.

If you choose to answer questions, you will be able to attach documents or skip attaching
documents for the applicant. If you skip attaching documents, the applicant will be left at a status
of “Incomplete”, from which they will be able to log in and complete the application process from
the Manage Jobs screen.

If you click the “Finish Attaching Documents” button, the applicant will be qualified and moved to
the appropriate status. You can always change this status when you are finished.

40



TEMPLATES

To eliminate the need for users to retype repeating information every time a similar Requisition is
created, the system enables HR users to create “Templates.” Whenever a Requisition is created
from a template, all the information from that template will be copied over to the Requisition.

Creating a Template

To begin, click “From Template” or “From Scratch” under the Create Templates header on the left
navigation bar. You should see a screen similar to the following.

| http:#fimp4.peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

© Fle Edit Wiew Favorites Tools Help g

Virginiajobs

JOB POSTINGS

SEARCH

CREATE REQUISITION
FROM TEMPLATE

FROM PREYIOUS

FROM SCRATCH

TEMPLATES

» Welcome Sample HR Administrator. You are logged in, Thursday, April 13, 2006 |

Create from Existing Template

Create from Existing Template

Al v
I SEARCH I CLEAR RESULTS |

CREATE TEMPLATES

FREOM TEMPLATE
APPLICANTS

CONF NBR SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING

SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME
CHANGE PASSWORD
LOGOUT

o Internet
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ADMINISTRATION

Changing Passwords

To change your password, click the “Change Password” link on the left navigation bar, and enter
the required information. The change will be updated automatically.

¢ | http:#imp4. peopleadmin.com - Commonwealth of ¥irginia Job Site - Microsoft Internet Explorer

. Fle Edit View Favorites Tools Help

ll'glnla_JobS R e

-
L@ range of opporitmitics ins cnlrgrmrn:m[ e H

J0B POSTINGS

|. Welcame Sample HR Administrator, You are logged in, Thursday, April 13, 2006

CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
CREATE TEMPLATES

FROM TEMPLATE Password Information
FROM SCRATCH
ARREICANTS) Current Password:
SEARCH APPLICANTS
e | |
SPECIAL HANDLING S Fasswors:
ADD TO SPECIAL | |

Change Password

To change your password, please enter your current password followed by a new one.

HANDLING Confirm Password:
SEARCH SPECIAL
HANDLING LIST SUBMIT PASSWORD CHANGE | CANCEL
USERS

CREATE USER ACCOUNT
APPROVE
SEARCH USERS
ADMIN

HOME

CHANGE PASSWORD
LOGOUT

o Inkernet

Logging Out

To ensure the security of the data provided by applicant, the system will automatically log you
out after 60 minutes if it detects no activity. Anytime you leave your computer we strongly
recommend that you save any work in progress and Logout of the system by clicking on the
Logout link located on the bottom left side of your screen.
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