
1 
 

�
�
�
�
�
� � � � � � � � �	 ��

 	 � � �	 �� 
 � 
 � �
 
 
 

� � � � � � � �� � � � � � � � �
 � �� � � � �� � �
� � ��� � �� � � �� � � � � � �	 � � � � � �� � � 	  �

�
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Updated: November 11, 2008 
 

PeopleAdmin, Inc. 
816 Congress Ave 
Suite 1800 
Austin, TX  78701 
512-997-2500 
 
 
 
 



2 
 

TABLE OF CONTENTS 
 

INTRODUCTION .............................................................................................................................. 3 

EMAIL NOTIFICATION ................................................................................................................... 4 

GETTING STARTED ....................................................................................................................... 6 

NAVIGATING MENUS ..................................................................................................................... 8 

REVIEW PENDING POSTINGS .................................................................................................... 10 

REVIEW EMPLOYMENT RECOMMENDATIONS ........................................................................ 16 

  



3 
 

INTRODUCTION 
 
Welcome to The Eastern Kentucky University Online Employment System.  The Human Resources department has 
implemented this system in order to automate many of the paper-driven aspects of the employment application process. 
 
You will use this system to: 
·  View status of Posting Requests submitted to HR 
·  Approve Departmental Posting Request   
·  View Posting Applicants 
·  Approve Departmental Hiring Recommendations 
 
The system is designed to benefit you by facilitating: 
·  Faster processing of employment information 
·  Up-to-date access to information regarding all of your Postings (including Background Check submission) 
·  More detailed screening of Applicants’ qualifications – before they reach the interview stage   
 
The HR department has provided these training materials to assist with your understanding and use of this system.   
 
 
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 Logout of the system by clicking on the logout link located on the bottom left side of your screen. 
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EMAIL NOTIFICATIONS 
 
 

 
 
Email notifications are sent to each approver along the workflow including: 
 
 Department Head 
 Dean 
 Provost 
 EEO 
 VP 
 Associate VP 
 Financial Affairs  
 Restricted Funds Budget 
 Dean of Graduate School 
 Compensation 
 Hiring Official (if the request or recommendation is returned or canceled) 
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These emails are generated by the system making the approver aware of a request or a recommendation that is 
waiting for their approval.  The request/recommendation will remain at this phase of the workflow until the 
approver logs in to the system, reviews the request/recommendation and takes the appropriate action. 
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GETTING STARTED 
 
After entering the URL (https://jobs.eku.edu/hr) the “login screen” for the system will appear and should be similar to the 
following screen: 
 
 

 
 
 
If you do not have a user account, click on “ Create User Account”  to create your own account and to enter the site.  
After you click this link, the following screen will appear.   
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Enter a user name and password, along with the rest of the requested information.   
 
Please write down your user name and password.  You will need them each time you log in to the system. 
 
After completing this form, click Continue, and you will be asked to review your information.  After you have reviewed it, 
click Submit.  Your request will then be sent to the Human Resources Department, who will approve or deny your 
account within two business days of submission.  
 

Once HR notifies you that your request has been accepted via a generated email, you will then be able to log in to the 
system with your user name and password.   
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Navigating Menus 
 
 
After you log into the system you will see the following screen.   
 
The menu on the left contains your options as an approver. 
 
JOB REQUISITIONS: all posting request or hiring recommendations for your area of responsibility. 
 

ACTIVE REQUISITIONS: these are all postings between the time they have become live on the web 
and prior to being filled.  
 
PENDING REQUISITIONS: these are all the posting requests up and until the time they have become 
a live posting on the web.   
 
HISTORICAL REQUISITIONS: these are all postings where positions have been filled or canceled. 
 

 
 
ADMIN: this portion of the menu is for administrative purposes only.  Each user’s admin menu may differ 
depending on their status.   
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            HOME: select this option from any screen and you can return to this initial screen. 
  

CHANGE DEFAULT VIEW: a user’s default view affects how they will see information when they 
first come to a screen.  If information seems to be missing, one cause may be that the view limited what 
was shown on the screen. 
  
The advantages to using a more limited view (personal (user) vs. department) is that you see more 
complete information.  Depending on the number of records in the system for the university, the 
information may be more than you require, and may take longer for web pages to load as a result of 
more data.  Wider views may also make it more difficult to locate the postings you are searching for. 
  
CHANGE PASSWORD: to change you password, please enter your current password followed by 
your new one. 
  
CHANGE USER TYPE: to change your current user type, choose from the user types listed on your 
account, then click Change Group.  Not all users will have this option, only those individuals that are 
members of two or more user groups.  The user groups are as follows: 
  
Hiring Official 
Department Head 
Recruitment 
Compensation 
Dean 
Provost 
EEO 
Associate VP 
VP 
Financial Affairs 
  
IMPORTANT 
The email notification that you receive notifying you of a pending request or recommendation will 
inform you on what user type you should be in for this requested action.  For example, if the email states 
“Submitted to Departmental Head for Approval”  you would want to be in the Departmental Head user 
type. 
  
Approver  User  Type Access: approvers have access to add comments, return request to hiring official 
and approve the request or recommendation.  Approvers do not have the ability to edit information.  
They can review the posting, applicants and the qualifying questions.   
  
Hir ing Officials, Department Heads and Recruitment are the only user  types that have the ability 
to create posting requests and employment recommendations. 
 
LOGOUT: Logs you out of the OES. 
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Review Pending Requisitions: 
 
 
After receiving email notification you should enter the site and the default screen should bring up all your active 
postings, those postings that are live on the web and receiving applicants or are waiting on approval from a 
hiring recommendation.  In order to see your pending postings, postings that are still in the request stage and 
have not been approved for posting on the web, choose “ PENDING REQUISITIONS” .  This will bring up all 
the postings requests (according to the User View you have chosen) that are awaiting approval. 
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Once you have clicked on “ PENDING REQUISITIONS”  you will see this screen with a list of all requests 
awaiting your review and approval.  The furthest column to your right, Posting Status, displays the current 
approval status.  At this point you would scroll through the list of positions, identify those awaiting your 
approval. Click View under the classification title to review details of the request. 
 
 
 

 
 
 
NOTE: Follow this process for faculty and staff positions.
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Once you click View you will be brought to the following screen.  The top portion of the screen will offer you 
the ability to change “ Posting Status”  and if you have already reviewed the request it’s at this point you can 
either approve the request and forward on to the next appropriate approver (see workflow), save for later review 
and action, return to the hiring official for corrections or cancel the posting all together.  It’s at this point that 
you need to be aware of which workflow you are working with (such as faculty, admin staff, etc) and make the 
appropriate decisions on which status to choose.   
 
For example if you are working with an “Admin Staff”  position it would need to move to “Submit for 
Recruitment Approval (Admin Staff)” .   
 
NOTE: I f you select the wrong workflow step it will stall the process for this request.   
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Review posting by scrolling down the page to see the posting details.  This screen is for review only and you 
will not be able to make edits here. 
 
This screen displays the qualification questions that will be used to determine which applicants meet the 
minimum qualifications of the position and will therefore be forwarded on to the hiring official as a candidate 
for the position.  It will also show you other non-qualifying questions that the hiring official may have chosen to 
assist them in screening of candidates.   
 
Immediately following the qualifying questions you will see the comment section which will include any 
information that the hiring official or any other user feels is necessary for this posting. 
 
If you continue to page down you will see the history portion of the posting which will show you (with time 
stamps) each action this posting has taken.    
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At any point during your review you can select Posting Preview under the reports heading and see the posting 
as it will appear to applicants.   
 
If you wish to add comments to the posting request you can do so by clicking on Edit, located above Posting 
Status, and then click on the Comments tab. 
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After you click Edit you will be brought to the View/Edit Posting screen.  Twelve tabs are located across the top 
of the page that will allow you to navigate through each piece of the posting request.    
 

�  Applicants – This tab will display once the position is posted.  
�  Requisition Details—Make changes if needed to editable fields (DH, RECRUITMENT) 
�  Advertising Cost – This is for Human Resources to input information only. HR will list ads 

placed, cost, etc. 
�  Qualifying Group – Not in use at this time 
�  Template Level Qualifying Groups – Equivalent combinations will display for positions where 

this is applicable.  
�  Template Level Questions—Non-editable screen 
�  Posting Specific Questions—Revise, if needed 
�  Disqualifying Points—Non-editable screen 
�  Guest User—View guest users set up for this position posting 
�  Employment Recommendation – This will display once the position is closed 
�  Guest User – View guest user information set up for the position posting 
�  Comments—Add comments (ALL USER TYPES).  

o Add information that the hiring official needs to know if you return the request.  
o Add information that the remaining approvers need to make their review decisions. 

�  History – Date and time stamp for every submission in the process 
 
 
NOTE: We have options to add a point system for the purpose of ranking candidates, but at this point we will leave this option 
turned off until we have had the opportunity to develop some consistent guidelines for hiring officials. 
 
 
NOTE: If a Guest User has been set up you will be able to view the user name and password provided for that purpose.   
 
 
 
At the bottom of each page you will have the option to “ View Requisition Summary”  if you click on this it 
will bring you back to the initial review page and to your options for changing the posting status (Approve, 
Cancel or send back to the Hiring Official).   At this point you can select your course of action and hit 
“Continue” .  The screen will ask you to confirm your action.     
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Review Employment Recommendations:  
                                                                                                                                                   
 
Approver(s) who will review hiring recommendations will receive email notification of a pending 
recommendation. 
 

1) Login 
2) Remember the system will default to the Active Postings, which includes all employment 

recommendations, or click Active Postings on the side menu.     
 

 
 
Sort Active Requisitions by clicking the down arrow next to Posting Status. This will provide quick 
identification of postings that are waiting for your Employment Recommendation approval.   
 
Once you have found the recommendation awaiting approval, click View under the classification title.  
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After you select View, you will come to the following screen: 
 

 
 
The approver can now review the applicants by clicking on View Staff directly below the each candidate’s 
name.  It will also have links to additional documents (resume, cover letter, etc) that have been attached by the 
candidate in the column marked Documents.  The candidate that has been “ Recommended for  Hire”  will be 
identified with the appropriate Status and this is the candidate that you are being asked to approve and move 
forward through the process. 
 
Once you have reviewed the individual’s documents and are ready to view the recommendation submitted from 
Compensation/Provost (depending on if the position is Academic or Administrative Staff or Faculty) you would 
select the Employment Recommendation tab.   
 
Staff are submitted to Compensation for Employment Recommendation. 
 
Faculty are submitted to the Dean for candidate approval and then onto the Provost for compensation determination. 
 
Temporary and Student/Graduate Assistant positions are submitted directly to HR for background check.  Compensation 
determination for these positions is handled offline. 
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At the Employment Recommendation tab you will see the candidate that has been recommended, the 
recommended start date and the recommended salary.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Recommended 
candidate Anticipated start date 

Recommended 
salary 
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Once the Approver has reviewed the recommendation and added any necessary comments to the Comments tab, 
they would select “ View Posting Summary”  (at the bottom of the screen) which would bring them back to the 
posting status page. 
 
 

 
 
The Approver would select either: 

·  Save (submit later) 
·  Not Approve (which would return request to Hiring Official for consideration of another 

candidate)  
·  Approve and submit for Financial Affairs Budget Approval 
·  Cancel the request (this will completely cancel the request/posting – only select this option if 

the position is no longer  in consideration) 
 

Click Continue and then Confirm.   
 
NOTE: You can check the status of position requests and employment recommendations at any time during the 
process by logging in and reviewing the Active postings screen. 


