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How to Review & Approve in PeopleAdmin 7.6 Wichita State University

Go to https://jobs.wichita.edu/hr

Log in using your WSU ID and password Log in with vour Wichita State ID

link a

1. Click the Yellow link

2. Enter your WSU ID and password

{ WICHITA STATE
i UNIVERSITY

Shocker Login

myWSU 1D
Password

Manage your password

Guest User Login ONLY

Username

PROBLEMS? Contact the Shocker Technical A enter: helpdesk@wichita edu or

Password

ticate with single sign-

3. Change your User type/role

@ WICHITA STATE @D | peopleAdmin

UNIVERSITY

(OTCIES) | AFFLICANT TRACKING T

| MyProfle  Help

Dale Catlin, you hsve 22 messages.  Employee + € logout

/

Welcome to your Online Recruitment System

Shortcuts
@Y Alerts (2 alerts from the administrator) e

Type. Message
Requestto Fill:

+ Search by the pasition number first to see if that position number is in PeopleAdmin
'y  If the position number is found, start & Modify & Fill as the Admin {non-grant) or Admin G (grent)

Wy L
« Ifthe pasition number is not found “Start & New Position” to Create & Fill as the Admin (non-grent) or Admin G grant] S

+ Originators cannot fill positions.

Useful Links

AAD-1 Reports

(Blank forms for both Classified and Unclassified/Faculty
<& InboX (0 items need your attention) searches)
PeapleAdmin Hiring Process
(Helpful tips and tools for navigating through the newly
upgraded PeopleAdmin software)

@ PeopleAdmin

Watch List APPLICANT TRACKIMG

m PeopleAdmin

Watch List APPLICANT TRy

poout (F7775253)

logout (FTTTS253)



https://jobs.wichita.edu/hr
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4. Press the Refresh Arrow (VERY important)

w PeoplefAdmin

Watch List APPLICANT TRACKING ¥

Budget Officer & Idgout (FT775253)

('T
N_S

5. You should get a green banner at the top of your screen saying you changed roles successfully.

‘ @ You are now viewing the system as a member of the Budget Officer group

Postings Hiring Proposals 1 My Profile Help

Click the black “X” to get rid of the green banner

Watch List APPLICANT TRACK

7. Click your Inbox button w ’ .
FeopleAdmin

8. You can now see everything you need to w | APPLICANT TRACKING ¥
approve and at what level at a glance.

| WicHiTa STaTE
| UniversiTy

Postings Hiring Proposals | My Profie Help

Postings Inbox Report

Postings Hiring proposals Actions Onboarding

Postings Reports Postings Awaiting approval

“ou have no Awaiting approval inbox items.

Awaiting approval (0)

Admin (0}
Budget Officer (0)
Budget Review Officer (0)

Employee (0)

Principal Investigatar (0)
Search Chair (0)

Search Committee Member (0)
Supenvisor (0)

Vice President (0)
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9. You can use the tabs to view Hiring
Proposals, Position Descriptions/
Requests to Fill

10. Change your User Role using steps 3
through 4 above to see each item
each role on your watch list needs
to review and approve.

11. Since Budget Officer has one action to
approve, click on the Budget Officer tab
on the left.

Revised: 03/18/2014

Postings Inbox Report

Postings

Onboarding
Postings Reports Postings Awaiting approval

“fou have no Awaiting approval inbox itemns.

Awaiting approval (0)

Admin (0)

Budget Officer (0)

Budget Review Officer (0)
Employee (0)

Principal Investigator {0}
Search Chair (0)

Search Committee Member (0)

ting proposels Actions Onboarding

Actions Awaiting approval

Titl T
val (1) bl e

Parking Enforcement Mon Grant Create & Fill

Admin (0
Budget Officer (1)
Employee (0)
Originatar (0)
Search Chair (0)

Current State State Owner Actions

Budget Cfficer Budget Officer Actions?

Search Committee Member (0)
Supemisor (0)

12. The action requiring
your attention will
show under the Title.

Actions Reports

Employee (0)

Actions Awaiting approval

Title

Parking Enforcement

13. On the far right side of the action line will be an Actions drop-down menu. Click the View option.

Actions Awaiting approval

Title Type

Parking Enforcement Mon Grant Create & Fill

Current State State Owner Actions

Budget Officer Budget Officer Actionsy
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14. You will be taken to the summary screen so you can review. Scroll through the information then go back

to the top right of your screen to the orange “Take Action on...” button.

e —

B

Non Grant Create & Fill: University Police Sergeant
(Classified)

Current Status: Budget Review Officer

Position Type: Classified
Department 108371-WSU Police
08371)

Created by: Heather Ballard
Owner: Budget Review Officer

Summary Hijtary Settings Reports

@ Action Information

Action Details

Take Aclion On Action »

Action Number 14-00014-CL Action

15. From the drop-down menu you will
be presented 3 choices:
e Keep working on this Action
e Revise (move to Admin)
e Approve (move to the next
approver level)

Take Action On Action -
WORKFLOW ACTIONS
Keep waorking an this Action
Revise (move to Admin)
Approved (move to FLSA)

16. If you want to study this further or
you need to add some comments, you can select
Keep working on this Action. This is still waiting
for your review/approval.

If you find mistakes, you will Revise (move to
Admin) for corrections. Be sure to include your
corrections in the “Comments” box that will
appear when you make your selection. Only the

17.

Admin user can make corrections. This allows all
parties to better understand what is needed in
the form and to let those who have already

approved know of any corrections done after they

approved.
18. If you are happy with what you have seen, then

you would Approve (move to next approver).

L P

lﬁd this action to your watch list?

Submit Can

Take Action

move to FLSA)

Comments (optional)

P
(7] Add this action to yo

atch list?

Submit Cancel

4

19. If you want to track this action through the
approval process you can put a check in the Add this
action to your watch list?
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dd this action to your watch list?

20. Hit the Submit button to finish your approval or
Cancel if you need to go back. Submit Cancel

21. You will see a green banner at the top of your browser telling you were successful.

@ Action was successfully transitioned R

Watch List APPLICANT TRACKING ot

Home Postings Hiring Proposals | My Profile Help

22. Click the black X on the right of the green bar to clear it if you have more approvals.
23. Click the Inbox again to approve more and return to Step 9. Or you can just close your browser window if
done.

{ inbox } ' P¢ opleAdmin

T
‘h = - I APPLICANT TRACKING

Home Postings Hiring Proposals | My Profile Help



