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PeopleAdmin Quick Reference Guide

UNIVERSITY OF Search Committee/Interview Panel Member
SOUTH CAROLINA . . .
r—— Applicant Review & Evaluation

The Search Committee feature is designed to allow you to view applications, print application
materials, and evaluate applicants if an evaluative criterion is added. Search committee or
interview panel members are assigned to a posting when the posting is created.

1. Log into PeopleAdmin utilizing single sign-on.

University of South Carolina

Log In

Authenticate with single sign-on?SS0 Authentication

2. Once logged in, make sure you are in the applicant tracking module of the system. When in
the applicant tracking module, change your user type to Search Committee Member.

& ‘ UNIVERSITY OF = PeopleAdmin
SOUTH CAROLINA

! APPLICANT TRACKING

Postings | MyProfle  Help

Alexandria Flippins, you have 0 messages. | Search Committee ¥ logout

3. Hover over the Postings tab and select the position type of the posting that you have been
selected to serve as a search committee member for.
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4. Once you have selected the position type, a list of postings will appear that you have been
assigned to as a search committee member. To view the applicants for a posting, click the
Actions tab to the right of the selected position.
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Postings | My Profile Help

Alexandria Flippins, you have 0 messages. |Search Gommittee ¥ | 106

Postings / Adjunct/Temporary

Adjunct/Temporary Postings

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

Saved Searches v @ Q, More Search Options v

Adjunct Faculty/Temporary S... %

"Adjunct Faculty/Temporary Staff Postings" @J) Selected records () Clear selection?

Active Posting Workflow  JobOpen  Job Close
Classification Title Internal Title Applications  Number Department State Date Date
Admini st Administrati jalist - Division of Human . h
1 Eloster 10 TMPO0077PO17 Hesotircss) Posted 07/16/2017 Actions w
GENERAL
View
Posting

View e——
Applicants

5. Select the applicants that you would like to review. Applicants can be reviewed individually
or in bulk. To review a single application, click the Actions tab to the right of an applicant’s
name and select view application.

» The applicant documents such as curriculum vitae, resume, cover letter, etc. can be

located at the bottom of the application.

DU Postings | MyProfle  Help
Alexandria Flippins, you have 0 messages. | search Committes * | ¢

Postings / Adjunct/Temporary / Administrative Specialist - Floater (Posted) / Applicant Review

™ Posting: Administrative Specialist - Floater (Adjunct/Temporary)
Current Status: Posted A See how Posting looks to Applicant
Position Type: Adjunct/Temporary Created by: Alexandria Flippins & Print Praview (Applicant View)
Department: Division of Human Owner: HR Recruitment S Print Preview
Resources

| £1¥ Jin]

Summary History Applicants Reports

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

Saved Searches v 'Q More Search Options v

Adjunct Faculty/Temporary S... 3

"Adjunct Faculty/Temporary Staff Applicants" ) Selected records () Clear selection?

Posting Workflow State Last Application
=] Full Name Number Form D Status Application Date Update
a Kinney, Nicole TMPO0077PO17 USC Temporary gnder Review by Resume, List of References and Contact gggz:‘ﬁiﬂ::lew by f;lg;%ﬁ(ﬂ 7 at :glé;%rﬁo‘l 7 at Actions »
@ LoosGristan. TMPOOOTTROTT YOG TOpONYY  UndotFeowby  Pesume Letof Asleose and Contact  UndorRedowby s io.0i7e g sgzonre | DT g
Johnson, TMPOOO77PO17 YSC Temporary  Under Review by Resume, List of References and Contact Under Review by July 19,2017 at  July 19, 2017 at Apﬂ?::znv
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6. If you want to review multiple applications at once, select the check box in front of the
names of the applicant that you want to review and hover over the Actions button. Click
Download Applications as PDF to view all applications selected.
> If an evaluative criterion was added, committee members can also choose to
evaluate applicants from this drop down box.

| Posting: Administrative Specialist - Floater (Adjunct/Temporary)

Current Status: Posted

Position Type: Adjunct/Temporary Created by: Alexandria Flippins
Department: Division of Human Owner: HR Recruitment
Resources

E Hast Appiicant Feports

To add a new column 1o the search results, select the columin from the drop down list
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Adjunct Faculty/Terporary S.

“Adunt Faculty/Temporary Stat Appiicarts* () Selsctec records @) Glear seection?
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Full Name Number Application Form Workflow State (External) Do wonts. Status Application Date Upd
Kinney, Nicole ~ TMPOOO77PO17 fgﬁ;:a:‘mw ;n::ny 18,2017 at 12:23 ;n:\'l’ly
Lea it TwPanor7po 7 YSGTompory  Lncer e by ver e edowty 19,2017 at0545 oy
e iy T YSETE Y gty anaoi gy
- e

O Faldachn  TMPO0077P017 S5 Temporay 20,2017 ko720 gy B
Moo ivs TwPanor7Po 7 YSGTompory  Lnder e by UncerFou by 20,2017 SE0957 W conmicna eptcatons 354
Copinge, ey TupOO077POY YESTaY Ut e e o R
o o o ST B T

CrT USC Temporary Under Review by Resume, List of References and Contact Iformation, Cover Under Review by July 21, 2017 8t 03:43  July 21, 2017 at 03:43 e
o WRIETOROE Department Letter Department PM PM Lo

Application D

7. To evaluate applicants, select the Evaluate Applicants option. All applicants that are at a
workflow state to be evaluated will be listed to be evaluated. Click Save once all applicants
have been evaluated.

» Please remember that all comments will be documented.

» Only Search Committee Chairs will have the option to view all evaluations
completed for each applicant as well as view the average score based on the
evaluations.
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