
 

 

 

 

To log into the People Admin System you 

need to use your Clarion Username, 

without the @clarion.edu and your Clarion 

Password 



 

 

 

 

For the initial screen the Alerts box will advise 

you of any current or upcoming issues with the 

People Admin System or Hiring Process overall; 

these would be university wide announcements 

not department specific 

The Inbox will always show any position 

statuses that require action on your part.  The 

Inbox is department specific 



 

 

 

There are two ways a position will be in your 

Watch List box. One, any position request or 

search that your department is responsible 

for will automatically go to your Watch List.  

Other users may add any positions they elect 

to have in their Watch List added.  Adding 

positions will be demonstrated later in this 

document  



 

Once you are logged in, to create a new 

position request you should click on the 

appropriate position type that you want to 

create  



  

 

There are generally three ways to create a 

position: 

1. Creating from a specific type of 

position 

2. Creating from a template (this is the 

most common and best way to create 

a request) 

3. Creating from a prior position request; 

may be used later when more 

positions have been created in a 

department  



 

 

 

When you select Create from Template you will get a 

listing of available templates; you should click on the 

particular position type you want to create or click on 

Actions and select create position  



  

 

Click Create Posting from this Template 



  

 

All fields that are to be completed will 

appear as open boxes 



  

 

All Departments are structured under the 

Responsibility Centers; depending on your 

user type and user level you will either need 

to select the appropriate responsibility center 

or it will automatically populate for you  



 

 

 

The Department options presented will be 

only those departments that you have 

authorization to input and act on positions 

for; in some cases you will only have one 

department option  



 

 

CLICK CREATE NEW POSTING  

 

Reference Letters may not be solicited and submitted 

on – line through the People Admin System; if 

department wants to use this feature they should 

check ‘Accept references’ 

For reference letter collection department may 

indicate at what stage in the application and review 

process the letters should be solicited from the 

references (REFERENCE NOTIFICATION)  

RECOMMENDATION WORKFLOW SHOULD BE LEFT 

BLANK  



 

 

All fields that are open may be completed; fields 

highlighted in RED must be completed; there is also 

the notation that the field is required 



 

 

Date fields have a calendar drop down; dates may be 

inserted manually or using calendar.  If inserted 

manually the date must have two numbers each for 

month and day and four numbers for year 



 

 



 

 

This is a required field; the department should 

provide the general position summary as it will 

appear on the public side of the site (qualifications 

are entered separately in following screens.  



 

 

Both Required and Preferred Qualifications must be 

completed.  If there are no Preferred Qualifications 

type NONE in the text box.  



 

 

All Affirmative Action/Equal Opportunity, Background 

Check, and completion of a successful interview 

language is now automatically added to every 

posting.  Departments do not need to include this in 

the qualifications text box  



 

 

For document requirements there are two 

options that the department may select.  If a 

document must be submitted ON LINE in 

order to apply and be considered select both 

Included and Required.  If the document may 

be attached but either is not required or will 

be accepted in paper form at a later time 

select only Included. 

 Transcripts should be marked as INCLUDED 

since in some cases applicants may not be 

able to submit them electronically.  



 

 

The Posting Specific questions feature allows 

Departments to ask questions of applicants that can 

be used to qualify them assess them and/or rank 

them.  This feature will be developed for use in the 

future as an option  



 

 

A new feature of this version is the ability to add 

search committee members so that they may access 

individual postings using their Clarion Username and 

Password.  

The Guest User feature is replaced by allowing search 

committee members’ direct access to the postings 

they are a committee member for 



 

 

Departments will search to determine if the 

committee member has an account; if so they may 

add them as a committee member.  If not, the 

department requests an account be created for the 

committee member 



 

 

Similar to the Posting Specific Questions the 

Evaluative Criteria is a tool to allow Departments and 

Search Committees to evaluate applicants for 

positions.  This will be developed in the future for 

optional use by Departments.  



 

 

When the position information is all entered you 

may view how the application will appear on the 

applicant side of the site by selecting one of the 

options noted 



 

 

This is a sample of the applicant posting view you will 

get if you select that option  



 

 



 

 

When you have reviewed the posting and 

are done select “Take Action on Posting”. 

You will be presented with the options you 

have available to you.  

If you select to move it to the next step in 

the approval process (see workflow charts) 

you will have an opportunity to confirm the 

action before it is moved forward. 



 

 

When you select to move the position request 

forward you will receive a confirmation box which 

also allows you to add a note, as needed, to the 

recipient of the request.  

SEE ADD THIS POSTING TO YOUR WATCH LIST 

This will default for the initiator to being checked.  All 

other approvers will have the option to add position 

requests to their Watch List  



 

 

This is an example of a Department Page view once a 

position has been moved forward.  Note, the position 

appears in the Watch List and shows the status; It is 

at the Dean/Director Review Step  



 

 

 

This is the same position in the Dean/Director page 

view; note it is in the Inbox for the Dean/Director 

since the Department moved it forward 



 

 

Once the Dean/Director moves the position forward 

to the Provost/Vice President it moves to the 

Dean/Director’s watch list if they accepted that 

option  



 

 

To track the status of a position request you 

may also select the History Tab; this will show 

you each step that was taken, when it was 

taken and by who 



 

 

 

 

In this version of People Admin the Departments do 

not see and are not required to complete the budget, 

salary and benefit data. These fields do not appear 

until the position reaches the Budget Office.  The 

Budget Office will contact departments as needed to 

complete the budget information  



 

 

This is a view of the APPLICANT SIDE of the site; 

applicants may search positions by type or view all 

positions available  



 

 



 

 

The application information requested has changed 

for Faculty, Management and SCUPA positions to only 

request basis applicant information  



 

 



 

 

If references are being obtained on – line the 

applicant is required to provide reference contact 

information when the y apply to a particular position  



 

 



 

 

Applicants are queued to attached required 

documents such as cover letter and resume  



 

 

The applicant also may view; obtain 

confirmation, of what has been 

submitted  



 

 

Applicants receive confirmation of actions completed 

and actions still required to complete their 

application  



 

 



 

 

When completed the applicant must certify all 

information provided 



 

 

The applicant is provided the opportunity to complete 

the demographic data information.  This is optional.  

Once completed for a position it must not be 

completed for future positions an applicant applies 

to.  The information follows the applicant for other 

positions but may be modified if the applicant 

requests to do so. 



 

 

Every applicant receives a confirmation number for 

each position they apply for  



 

 

 

 

Applicants may check the status of their application at 

any time 



 

 

After a position is posted and individuals start to 

apply the Department may review applicants by 

selecting the Applicants Tab 



 

 

The Department may review all documents 

in blue and may look at particular 

application details by clicking on the name 

of the applicant  



 

 

This is the basic applicant data a department may 

view if they click on the name of the applicant  



 

 



 

 



 

Applicant documents may also be viewed by clicking 

on the document listed at the end of the application 

view  



 

To take action on an applicant select the appropriate 

workflow action after selecting, Take Action On Job 

Applicant  



 


