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How to Log into People Admin

You will login to UT Arlington PeopleAdmin using your UT Arlington email and passawyanar Single
SigrOnN (SSO). The system can be accessed frotdtheAppage or from uta.peopleadmin.com/hr.

Open your browser and go
to https://uta.peopleadmin.com//hr/login
to login.

SelectCurrent UTA Employees:
Click Here To Login With Your Em@n
orange font)

The University of Texas at Arlington

Current UTA Employees:
Click Here To Login With Your Email

New Employees or Guest User Login:

Username
Log |

Authenticate with single sign-on?550 Authentication
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https://account.activedirectory.windowsazure.com/r
https://uta.peopleadmin.com/hr/
https://uta.peopleadmin.com/hr/login

STEP 3
The user will be redirected to the UTA
PeopleAdmin login screen.

Sign in

Email, phone, or Skype

Can't access your account?

Sign in using yoldTA emailaddressand
password

The University of Texas at Arlington information

Please note that you W|” be Iogged Out Of resources, including all related equipment, networks

and network devices are provided for authorized use

the system after 60 minutes of inactivity. only.

Q Sign-in options

. . N
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Understanding User Roles

When you sign into PeopleAdmin, e 2 dZ6ket directed to your
dashboard In the upper right-hand corner of your dashboardpage,
e 2 datdfatdrop-down menulabeledUserGroup Typicallythis will
be setto Employeewhen you first log in. Eachgroup you belongto
will appearon this list and will providedifferent accesgo the system,
anddifferent waysto interactwith your openpostings

User group Selection Usethe drop-down menu to toggle between

user groups Dependingon your role in the search, select Search
CommitteeChairor SearchCommitteeMember.

User Group:

‘ Applicant Reviewer

Applicant Reviewer
Employee

Faculty Employment
HR Administration

Search Committee Member
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The Faculty Search Chair and Search Committee Members are assigned to a posting when the posting is created.

*Search Chairs must coordinate with Applicant Reviewer to determine who will be primary in the workflows that both user grauqtrol. I.e., Dispensing candidates and submitting
applicants for interview requests.

Dispense omi
Candidates* ~ SUOMY SUDMIL g bmit Hiring
Create & Submit S A (Not Recommended  INterview Finalists for Propnosal Einalize Hire
. i *
Posting Request PP for Interview or Request Recommend P
applicants that will not (First & Final I Request
advance after Round) for Hire
interview)
Applicant
Reviewer

(typically V V V V V V V

administrative
support staff member
for the unit)

Faculty

Search X V V V V X X
Chair

Search

Committee X V X X X X X

Member

- UTA
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Home Page Functions

Once you login, you will land on your UT Arlington PeopleAdmin Home Page
dashboard. From here, you can navigate directly to yastings The dashboard
also includes thénboxwhich lists any items that require an approvers attention
(Note:search committee membel@e notapprovers in thavorfklow) and the
Watchlistwhere you can pipostingsthat you want to access quickly.

Thelnboxwill keep you apprised of changes to your postings. It listslttie,
Current Stateand theDays in Current Stat@ of days that a posting has been in that
current state). Each time a posting changes states)rtbex will update.

You can access postings listed in the Inbox by clicking ohitlke
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TheWatch Listis a system tool that allows you to pin or add postings to your
dashboard so that you can easily review the status of the item and see wher
IS located In the approval process. This tool Is located at the bottom of your
dashboard. You can add and remove postings from the list at any time by
hovering over théAction button to the right of the posting on the Faculty

Postings page, @oing opening, then selectake Action On Postindhdd to
Watch List

Take Action On Posting v
Position Title Posting Number ~ Department Active Applications  Workflow State Last Status Update (Actions)
F00408P i | Regular - Reviewing Applicants November 11,2024 at 11:42 AM i * See how Posting looks to Applica nit
Example Posting F00548P Modern Languages 29 Posted External Regular July 01, 2024 at 03:08 PM ; g . . . .
&E“‘i“tl'_“g Print Preview (Applicant View)
iew Applicants
Example Posting FO0549P Accoun ting 9 Posted External Regular July 09, 2024 at 10:51 AM s
_ o Watch gFrintPreview
Example Posting F00550P Civil Engineering 0 Posted External Regular November 01, 2024 at 04:37 PM aic

SHARING

[ §[v]in] 0 Create Posting Template from this Posting

[ Add to Watch List

. N
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Viewing Applications

Locatethe posting,selectActionsand View Applicants

Ad hoc Search

Faculty Postings

Ad hoc Search o Save this search?

Position Title

Example
Posting

Example
Posting

Example
Posting

Example
Posting

Posting
Number

FOO408P

FOO548P

FOO549P

FOO550P

Selected records o X Clear selection?

Active
Department Applications

Accounting 34

Modern

Languages 29

Accounting

Civil Engineering 0

Workflow State

Posted Externs
Regular

Posted External
Regular

Posted External
Regular

Posted External
Regular

Actions w

Last Status Update

Movember 01, 2024 at 03:50
PM
July 01, 2024 at 03:08 PM Actions w

GENERAL
July 09, 2024 at 10:51 A

November 01, 2024 at}l_View Applicants

PM TRACKING

Watch
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STEP 2

SelectActionsand View Application. Therequired and/or optional applicant
documentscanbe viewed at the bottom of the applicationor underthe Documents

tab.

All Applicants

"All Applicants" @ Selected records o X Clear selection?

Applicant Last Applicant First
Name Name

Example
Applicant 2
Last Name

Example
Applicant 2 First
Name

Example
Applicant 3
Last Name

Example
Applicant 3 First
Name

Viewing Applicants

nz 3 Next—

Posting

Documents Number

Curriculum Vitae, Statement of Teaching Interest/Philosophy,
Cover/Interest Letter, Statement of Research Interests,
Recommendation/Reference Letter,
Recommendation/Reference Letter,
Recommendation/Reference Letter

Curriculum Vitae, Statement of Research Interests, Statement
of Teaching Interest/Philosophy, Cover/Interest Letter,
Recommendation/Reference Letter,
Recommendation/Reference Letter,
Recommendation/Reference Letter

FOO408P

FO0408P

Application
Workflow State (Internal) Date

Review by
Department/Committee

April 11, 2023 at

01-09 PM Actions v

View Application

April 11, 2u25s at ;
02-06 PM Actions v

Review by
Department/Committee
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STER
To view the PDF version of the application and documents, clickdmeratelink located

under theCombined Documentolumn. Once the document is ready, chGkwto see
the full application@ Do not save or download applications or application documents.

Ad hoc Search @ Save this search? Selected records o X Clear selection? Actions v

Applicant Last Applicant First Posting Workflow State Application Combined (Actions)
Name Name Documents Number (Internal) Date Document

Curriculum Vitae,
Cover/Interest Letter,
Recommendation/Reference Final Interview - July 01, 2024 at
Example 1  Example 1 = FO0548P Approved .
Recommendation/Reference
Letter
Review by
Cover/Interest Letter, FOOS48P Department/Committee July 02, 2024 at
Curriculum Vitae -- Bypass First Round 07:11 PM
Interview

Example2 Example 2 Actions v

Curriculum Vitae,
Transcripts, Cover/Interest :
Letter, Review by

. Department/Committee July 02, 2024 at
Example3 Example 3 E:;:tc:r‘.nmendatlonmeference FO0548P - Bypass First Round  08:03 PM

Recommendation/Reference Interview
Letter

View Actions v

Viewing Applicants UTI"*\ Academic Human Resources



Changing IndividuaRpplicant Workflow Status

STEP 1

To change the state of one
applicant, click on the

I LILIX A Ol yolreRiew V |
their application

STEP 2

On theJob applicatiorpage,
select thel e butto
and select the appropriate
workflow state. ATake Action
box will then appear, then click
Submitto move the applicant.

Take Action On Job Application v

Keep working on this Job
application

WORKFLOW ACTIONS

Not Recommended for
Interview (move to Not
Recommended for Interview)

Request Interview (move to First
Round Interview Approval -
Department Chair)

Applicants who do not meet
gualifications, or who are eliminated
during the review process, should be
RS & A 3y Nat BRomimandedl for
L v U S NJd Additioa to changing
the Applicant Statusthe committee
chair will select the appropriate
reason for nonselection.

Not Recommended for Interview (move to Not Recommended for
Interview)

b2GS> LT Iy | LILX AO

state is pending review, only the
reviewer may transition them to
another workflow state.

Please select

Withdrew Application

Could Not Be Contacted

Did Not Meet Educational Requirement
Did Not Meet Experience/Skill Required
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Changing Multiple Applicants Workflow Status

STEP 1
To change the state of multiple applicants, select the EEEErE button Apdiheant Reviewpage,

select oneNorkflow Statethat aligns with the applicants you want to transition (i.e. First Round Intervie
ApprovatDepartment Chairjhen click theSearchbutton.b 2 0 S L ¥ |y | LILIX A OF y U Q¢
review, only the reviewer may transition them to another workflow state.

Summary History Settings Applicants Reports Hiring Proposals

To add a new column to the search results, select the column from the drop down list.

Saved Searches v | | | [ Hide Search Options v ]

Add Column: Add Column v

Active/lnactive; Inactive Active

Workflow State: | ', payiew by Department/Committee

Application Confirmation Number:
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STEP 2
From the IISt Of appllcants, Ad hoc Search @) Save this search?  Selected records @) X Clear selection?

2 || Next GENERAL
check the boxes to select N
Applicant Last Applicant First Posting Workflow State eview Screening
th e Name Name Documents Number (Internal) Question Answers

Curriculum Vitae, Statement of Teaching Download Screening

appllcants to move In bUIk. Sees EEmes Interest/Philosophy, Cover/Interest Question Answers

‘ : . Letter, Statement of Research Interests, Review by
Applicant 2 Applicant 2 First Recommendation/Reference Letter, Fo0408p Department/Committee

TO Select a” apphcants, Last Name ITE Recommendation/Reference Letter, Export results

Recommendation/Reference Letter

Curriculum Vitae, Statement of Research BULK

C heC k th e b OX to th e I eft Of Interests, Statement of Teaching )
Example  Example Interest/Philosophy, Cover/Interest Review b Move in Workflow
. Applicant3  Applicant 3 First Letter, Recommendation/Reference Fo0408p De artmintftommittee o v

Ap pl |Cant LaSt N ame LastName  Name Letter, Recommendation/Reference P Download Applications as

Letter, Recommendation/Reference PDF

Letter

E&‘iﬁ}”gﬁ?r&sﬁéﬁgﬁﬁ gCurncqum Vitae, Create Document PDF per
ST E P 3 Example Example ~Interest/Philosophy, Statement of Review by Applicant

Applicant4  Applicant 4 First Research Interests, FO0408P

Last Name Name Recommendation/Reference Letter, Department/Committee sawpz=rowmw

H Ove r Ove r th e Recommendation/Reference Letter,

Recommendation/Reference Letter
Cover/Interest Letter, Curriculum Vitae,

b u tto n an d S e I e CB u | k Statement of Research Interests,

Example Example Statement of Teaching
Applicant 1 Applicant 1 First Interest/Philosophy,

FO0408P Review by April 11, 2023

M Ove | n WO r kﬂ OVV_ Last Name Name Recommendation/Reference Letter, e e

Actions v

Changing Multiple Applicants Workflow Status UTF\‘ Academic Human Resources



STEP 4
Select the workflow state to i
WhICh you WOUId Ilke tO terview

move all applicants and click] appicant Currentstate | First Round Interview Approval - Department Chair
Save Changde update.

Review by
Department/Committee Select a workflow state...
STEP 5 Review by oloct - .
I D HC it elect a workflow state...
Aﬁ:er Comple'“ng each bUIk epartment/Committee
I Review by
move’ reStart WIthStep l as Department/Committee Select a workflow state...

all applicants must reside in
the same workflow state to

complete a bulk move m

Changing Multiple Applicants Status UTA Academic Human Resources



Applicant Notification's

System Does Not Meet Minimum Qualifications: (if screening questions with required disqualifying
answers were used on the Posting) - Notifications will be sent immediately via People Admin to applicants
who do not meet minimum qualifications.

Applicants in the following states will be notified via People Admin after the position is transitioned to
OFilledd. A finalist(s) must be i1 dentified for a po
identified, the search chair or department admin should contact Academic Human Resources

Note, Search Chairs should directly contact candidates that were interviewed,
and did not advance to First Round Interviews or Finalists. It is recommended
that Finalists are called.

ANot Recommended for Interview
Alnterviewed Not Hired (for First and Final Round Candidates)
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Search Filter Configurations

A search has been created to allow search committees to view specific applicant details in dikeport
format.

All Applicants x

"All Applicants" @) Selected records ) X Clear selection?
2 Next—

Applicant Last Applicant First Posting Combined (Actions)
L Name Name Documents Number Workflow State (Internal) Application Date Document

M pver/Iinterest Letter, Curriculum Vitae, Recommendation/Reference Letter, FO0A29P Review by June 15, 2023 at 10:25

h ) Actions v
ecommendation/Reference Letter Department/Committee AM Generate

To add a new column to the search results, select the column from the drop down list.

| Saved Searches v | | | [ Hide Search Options v
Add Column ¥l
-y . . Vet Status: |Add Column
Add Itlonal detal |S Can be added to the i (HISTORICAL) Referral Source (How did you hear about this posting?)

Active/Inactive

search by going to Add Column and
selectingdesired columns(i.e. Applicant i
I “All Applicants @)  Selected records (Ml
Email) oo s e
Applicant Last Applicant F| - - mary Prone

Applicant Secondary Phone

O Name Name
Applicant State
O Aragao Heloisa | Applicant Zip Code
Applicant vO Unique ID
m Umsmbimm  Fmiesl 1

A
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Submitting Interview Requests

Toalert reviewersthat interview requestswill commence the postingmust be transitionedto a new state to
senda ¥ K S HzRi@tification to reviewers Notifications for_individual applicants submitted for_interview
requests will not be sent to reviewers It is the SearchChairand Applicant Reviewersresponsibility to
monitor all requestsand follow up with reviewersif actionA & takRmion eachrequestin atimely manner

To notify reviewer after submitting a group of interview Take Action On Posting v
requests, select thE button

SelectBegin Applicant Reviewo send the initial notification. Publish changes for this Posting
To send notifications for additional interview requests, repeat the to the Applicant Portal
steps above.

Keep working on this Posting

Post to Internal Job Board

When theTake Actiorwindow opens, clickubmit f .
WORKFLOW ACTIONS

When interviews are approved the applicant workflow state will be Begin Applicant Review (move
First/Final Round Interview, Approved to Posted External Regular -

Reviewing Applicants)
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Interview requestsare submitted by the ApplicantRevieweror the FacultySearchCommitteeChairand
are reviewed by the Department Chair,Dean,and AHR Again, it is the responsibility of the Faculty
SearchChairand Applicant Reviewerto ensurethat all requestsare respondedto by the reviewerin a
timely manner

To notify a reviewer of an interview request, select the
EESESEIPEESS ouon.

WORKFLOW ACTIONS

Select the appropriate action (for First Round or Final Round  not Recommended for

Interview (move to Not

interview). The system limits the selection to two options to ensure th ;. o mended for nterview)

proper action is taken. Request Interview (move to First
Round Interview Approval -
When theTake Actiorwindow opens, clicksubmit Department Chair)
The applicant workflow state will transition to the D ob an Iication:_(FacuIty)
selected state in the Current Status field. The status is visible stRound nnvew Approval - Department Chalr
throughout the review process for all user groups. Application form: Faculty Profile
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Submit Applicants for Recommend for Hire

Recommendor Hire requestsare submitted by the ApplicantRevieweror the FacultySearchCommittee
Chair to the Dean for approval Notifications are sent to reviewers for applicants submitted for
recommendfor hire requests

To notify a reviewer o Recommend for Hire Request _I

K ki this Job
request, select thE e  button. Keep workingon th o
SelectRecommend for Hire (move to Recommend for Hire | "o o™

Interviewed, Not Hired (move to
Final Interview, Not Hired)

Recommend for Hire Approval -
Dean)

The applicant workflow state will transition to the selecteE Job app Iication*_(FaCU| )
state in the Current Status field. The status is visible o Approval - Dean v

throughout the review pProcess for all user groups. Application form: Faculty Profile

ApprovatDean)to send the initial notification.

When theTake Actiorwindow opens, clicksubmit

7 4
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How to Use the Hiring Rubric Matrix Tool

The hiring matrix tool is required for all faculty searches. This tool ensures the hiring
selection decisions are made only on lawful,-felated, and nondiscriminatory

criteria, thus providing Equal Employment Opportunity to all applicants. The search
committee should design the matrix categories to correspond to the required and
preferred qualifications stipulated in the posting.

The hiring matrix templates can be found in the Academic Human ResauFcgms &
Processes websiteHiring Rubric Matrix Tool

N
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https://mavsuta.sharepoint.com/:x:/r/sites/ahr/AHR%20Website%20Hiring%20Pages/Hiring%20Rubric%20Matrix%20Template.xlsx?d=w65534fab4df74f86bd57093c22d44bfc&csf=1&web=1&e=zS13ux

STEP 1

After downloading the template, begin

filling out the hiring matrix. = ReadMe Hiring Rubric  Sheetf
Pay special attention to theead Metab.

STEP 2

Confirm all required,
preferred qualifications from
the advertisement are
entered. The qualifications
should match the job posting
exactly. Do not add criteria
that does not appear in the
posting or leave any
gualification(s) out.

How to Use the Hiring Rubric Matrix Tool A4 Academic Human Resources



