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Step 4 HPM: Create Ranked Job Opening

Once an email notification has been received from the OAA Manager
indicating the applicant has been approved/denied at the proposed rank and
rate, one of the below actionsan be taken:

If the applicant is approved and there IS an immediate need:

1. Attach the approval email to the applicamtapplication Refer to
steps5-
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Hiring Team Tab (cont'd)
Enter the following information:
e Recruiter Add Recruiter Teard002 PT Faculty Recruitifiggam

LY

i

and mark your “assigned” recruiter as primary. (If ylmunot
know who the assigned recruites,i contact Human Resources
at ext. 8399 or 8402)

e Hiring Manager

[ Recruters gy ]

“Name

Recruiter ID Primary
Pacquelyn Rowan Q2019509 ™ i
‘|Dayonna Taylor Q lzrameemg ovss = —
‘ fddRecniten | ‘l Add Recruiter a0

(HiringManagors g3

“Name Manager IR=2" ' el ary
[panica Houle Q 216578 o, | I
| Add Hiring Manager | e “ L Adr Hidp.Manpoer Team |

Intarisi e

Nolnlervieisfggg-i: STIavEIRR

| Add Interviewer [ | AREIRY |5 \2user Teal

Add Team L
T "Name Empl ID

Select Team ID Description -

| e |Rex Ramsier Q |14738 ]

1001 ﬁecrul!er eam [
‘ . [Laurel Rooks. Q [273902= m
@ 1008 E e gtne, u T, N
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Step 4 (cont'd)

Job Posting tab
e ClickAdd JobPosting.
e The Posting Title witlopulate.
e Description Type: Click drop down, sel€amments.
e Visibility: Click drop down, select Interr@hly.
e Template: Click drop down, select PT Faculty ***Importaie

applicant appliedo.
e Job Posting Destinations: Ledlank.
e ClickOk.
e ClickSave aPraft.

i

h. ClickAdvertisinglink (far right of screen). Enter the following
information:
e Advertising Activities Box: Leasank.

sure to enter the name of the applicant and the generic job # the

174

Advertising Link (cont’d

AccountCodes
e Background check Account Code(Ehter the account
number #H#HH##5750.

* Advertising Account Code(s)ieaveblank.

e Salary and Benefit Account Code(§&nter the account code
and appropriate GL pay type. (See page 7 for GL pay code).
If multiple accounts, click on thestgn.

» ClickSave ClickReturn to JolOpening.

Enter advertisement locations below along with the suggested ad copy. List separaiely networkin
| ' i ' TR sian 2 Solnaean s rantant ArafRrEian i aatings. Irisenits Sty
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Step 4 (cont'd)
Advertising link (cont'd)
Combination Code/GL Pay Types:

Salary and Benefit Account Codes(s) line

Combination CodeEnter the account code the employee will
be paid from and the percentage of distribution. If there are
multiple account codes, click the + button to add additional
codes and percentages. To view multiple account codes, cli¢
the View All link.

» Forfull fall and spring semester teaching assignments
enter a dash after the account code followed by the
four-digit code of 5031i.e.2015405031).

Forfull fall and spring emester noncredit assignments
enter a dash after the account code followed by the
four-digit code of 503%i.e.2015405032).

Forany full summer session teaching assignments

enter a dash after the account code followed by the
four-digit code of 504%i.e.2015405042).

=

RETURHTOJOB OREHING

After entering the information, click Save. Then click Return to Jop
Opening.

1
218

Click onSave and Submit

The status will change from 005 Draft to 006 Pending Apprévalake
note of Job Opening ID.

Step 5 HR:Job Opening Approval

1B ANSPI IR T

Qtatus 05 Dend,
** Doprosting Tie Assotiale Lecurer !
§ T

i i
o LDy MR o ~ pusinessu o

FIUBUTS MBU)

After submitting, the job will route through the approval path. The recruité

will review opening information & verify all attachments have been added.

If information or attachments are missing, recruiter will deny.

®
.
v r'“g;:'% w8 | ef
.

Once approved, the recruiter will link the applicant to the job. The
applicantdisposition will read as “Linked”.

eI
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https://www.uakron.edu/hr/hiring,-separation-and-personnel-actions/resources-for-hiring-departments/
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Step 10: HR: Upload Signed Offer Letter & Enter Eligibility & Identity If the applicant is denied by the OAA Manager:

1. Attach the denial email to the applicant. Refer to step$250n
Page 1 of this job aid for instructions on how to add an attachment
to the applicant.

2. Change the applicant’s disposition to Reject

a. Login to PeopleSoft HCM and navigate to RecruitiBgarch
JobOpenings.

b. Enter the job number, click on the jditle.

c. Choose the Other Actions Recruiting Actions > Edit
Dispositiondropdown for the applicanbeingprocessed.

d. Choose disposition oReject from dropdown anctlick
Save

e. The Manage job opening page will display with dpplicant
disposition as “Reject”
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