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INTRODUCTION

Welcome to The Tennessee Tech University Online Employment Application 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:

e Create and submit requests to advertise

e View applicants to your posted vacancies

¢ Notify HR of your decisions regarding the status of each applicant

The system is designed to benefit you by facilitating:

e Faster processing of employment information

e Up-to-date access to information regarding all of your requisitions

e 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.


http://www.adobe.com/

GETTING STARTED

After entering the URL, https://jobs.tntech.edu/hr , the “login screen” for the system will appear
and should be similar to the following screen:
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Create Account User Login

Please login to the system using your User Name and Password. If you do not have a User Name and
Password assigned. click the Create User Account link on the navigation bar.

User Name:
Password:

“ou are about fo log in to a secure system. When
you are finished, please click the Logout link on
the navigation bar to ensure that others cannot
access the nformation in the system,

Done

T[T [ [@mntenet [Fa~[®Rmo= - 4

Employees currently in Banner at the time of start up, will have an account started for them and
will not be required to create a new account. Initial username is the same as the first part of your
TTU email address. Please call or email HR for your initial password. After you log in with your
initial username and password, you will be immediately prompted to change your password.

If you do not have an initial account set up for you, you must create your own account by clicking

on the “Create User Account” link on the left side of the screen. After you click this link, the
following screen will appear:


https://jobs.tntech.edu/hr
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Create Account Create User

Users can submit a user account to HR for approval and will be notified by HR if the account has been
approved. Please fill in the following information to create your account. Click the Cancel button to returm

to the login page

*Required information is denoted with an asterisk.

Create User

. Username: l—
Must be between 6 and 20 characters

. Passwaord
Must be between 6 and 20 characters

* Confirm Password,

* First Name: |
* LastName: |
* T Number |
Tite: |
Phone Number/Extension |
" Ematt |

Not Selected Selected
‘Academic Counssling . = No Response
e e
Accounting and Bus Lavr <
* Department. Admissions Office
Advancement Services
Affirmative Action

Ag and Human Sciences Ad
Ag Pavilion Operating =l

User Status

& Submit for Approval

CANCEL CONTINUE

Done [T T [ [@mntemet [Fa~[®Rmo= - 4

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 Human Resources,
who will approve or deny your account.

Once HR notifies you that your request has been accepted, you will then be able to log in to the
system with your user name and password.



POSITION DESCRIPTION REQUESTS & REQUISITION

/2 Tennessee Tech University HR Site - Windows Internet Explorer

TS|
@\’-;v | httos://trainingssa. peopleadmin, com/userfils s share: =0 & J[5ef[42] 26| [2 web searen Pl
Fle Edt Vew Favortss Took Help
5 Favorites | 75 . @ - P .

iy Favorites | 555§ http—www.irs.gov-pubrs-.. @ Sugested Sites + & | Free Hotmail & | Web Slice Gallery

= S o»
88' v| /€ Human Resources | Tenness... | {& Ternessee Tech University ... | & Banner PROD @ TTU {10gR2... Tennessee Tech Universi... X | T~ B) - 0 e - page - Safety - Took - @-
Tennessee Tech : o
UNIVERSITY jobs @ Tennessee Tech University
Job Postings
.‘ = Av You are logged In with Department View

“Active Postings - ‘cm;ﬁ\:;eso"éef;g‘?gs c\.:‘ari. :cfi.d in with Department View Tucaday, Septamber 28,2010

Pending Postings our Current Group:Director/Department Chair

Historical Postings

Search Hiring Proposals Start Action

Position Descriptions

Start Action

Search Actions Begin New Action

Pending Actions

Search Positions 2 Recards

= Action Y Description

ome

Change Default View New Position and Posting ]

Change Password ot Use this action to request a new position and posting

Change User Type

Logout L";;"';::'m” (Request Pasting if Use this action to modify and/or request posting for an existing

Start Action o
[T T [ [ | mntemet [~ [®wm% -

Position Description & Requisition options are broken down into different requests in the online
system. Typical request options are:

e New Position and Posting (Establish a new position)
e Modify Position (Request Posting if Applicable)

To begin a position description/requisition request, click the “Start Action” link in the Job
Description section of the navigation bar. Your request choices will then appear. In the following
example, “New Position Description” was selected. This is only to be used for never before used
positions. (Best practice will be to modify an existing position.)
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Active Postings

Pending Postings
Historical Postings

Search Hiring Proposals
Position Descriptions New Position and Posting
Start Action

Ryl
Search Positions Classification etails Documentation
Admin

Home

‘Change Default View
Change User Type
Logout

Logout of Other User

+ Welcome Human Resources Human Resources. You are logged in as Awesome Eagle
with Department View.

“Your Current Group:Director/Department Charr

londay, September 27,
2010

Position Class Job Titke: Any

SEARCH CLEAR RESULTS |

CANCEL

Done

T[T [ [@mntenet [Fa~[®Rmo= - 4

Selecting a Job Classification

When you first enter this screen, you will need to select a title from the dropdown list.
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+ Welcome Human Resources Human Resources. You are logged in as Awesome Eagle
with Department View.

“Your Current Group:Director/Department Charr

Pending Postings
Historical Postings
Search Hiring Proposals

londay, September 27,
2010

Position Descriptions New Position and Posting
Start Action

Search Actions
Pending Actions Proposed
search Positions Class
Admin

Home

Change Default View
Change User Type

Supplemental

locumentation

Logout Choose Classification to Assign
Logout of Other User

You may associate this Position Description with one of the Classification Titles below by choosing
the Select and Continue link directly below the Classification Title you choose.

1 Record
Y Job Title K Job Category
Account Clerk 1

Select and Continue 1 view Summary Clerical’Support

Search Classifications
Position Class Job Tite Account Clerk 1 -

SEARCH CLEAR RESULTS |

CANCEL

T e

Yo~ [®o0% - 4

After searching for the title, click on the ‘Select Title and Continue’ link to associate this specific
title with the proposed Position Description & Requisition. This will copy the pertinent information

into the proposed Position Description & Requisition form.
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Start Action
St h Acti
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Search Positions Classification Details Documentation Form History
Home
Change Default View Classification Details
Change User Type
Logout Job Title: Account Clerk 1
Logout of Other User
Posttion Class: 40100
Job Category: Clerical/Support
CHANGE CLASSIFICATION |
| CONTINUE TO NEXT PAGE >>
SAVE AND STAY ON THIS PAGE |
CANCEL PREVIEW ACTION
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Position Details

Once the title is selected, you will be looking at the Position Details screen for the Position
Description/Requisition process. The information on the Position Details tab will be the core
information used by Human Resources in creating your Job Posting.

A few notes about this screen:

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an
error message will appear and you will be required to complete it.

2. VERY IMPORTANT: A Position Description is Not Saved until after you have selected
on of the following: (1) Click Save and Stay on this Page (Note: This will save the
Position Description/Requisition form in your Pending Actions) or (2) at the end of your
form, the final step of the process in completed by clicking Confirm on the final summary
page. If you log out or click a link on the left side before completing these steps, none of
the information you have edited will be saved.
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Search Actions — —
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Change Default View
Change User Type
Logout
Logout of Other User *Required information is denoted with an asterisk. -
Job Titke: Account Clerk 1
Posttion Class: 40100
Job Type: No Response: -
* Wiorking Title
Job Category. Clerical/Support
Pay Grade/Skil Level ~
EEO:
Fosition Number.
Index
' No Response
€ Ccas: Benefts include the intial accumulation of one vacation day per month
and one sick leave day per month, and thirtsen (13) University nolidays. Other
benefils inciude medical and ife insurance (shared cost with the university),
refirement, optional 401k, and educational benefits.
' Administrative: Benefits include the accumulation of two vacation days per
month and one sick leave day per month, and thirteen (13} University hoidays,
Other benefits include medical and life insurance (shared cost with the university),
Benefits Information: retirement, optional 401k, and educational benefis,
€ Faculty: Benefils inciude the accumulation of one sick leave day per month and =
Done [T T [ [@mntemet [Fa~[®Rmo= - 4

Once you have filled out your Position Details Tab, you may click the “Continue to Next Page”
button to go to any additional tabs.

It is also important to note that you may click the “Preview Action” button at any time in order to
save your position description for completion at a later date or to send for approval.

Supplemental Documentation

Along with other tabs customized to our specific organization, you may have additional
documentation to support your Position Description/Requisition request. For example, memos or
organizational charts may be requested when creating a new Position Description. You may
attach a particular document by clicking the ‘Attach’ link next to the specific type of document you
want to attach to your position. Abbreviated ads will be attached here as well.

10
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Change User Type
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Once you have selected the document type you wish to upload you will have 2 options:

e You may browse for the file if you have it stored on your computer in one of the following
formats:
o Adobe Acrobat
o Microsoft Word
o Microsoft Excel
[ )

You may copy and paste and/or type text into the large text area at the bottom of the

screen if you do not have your document in one of the above formats or if you do not
have your document saved on your computer.

11
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Requisition Form

After clicking the Continue to Next Page button from the previous screen you will be
viewing the requisition form. You will need to complete the requisition form in order
for Human Resources to post the advertisement. You should see a screen similar to

the following. Note: Special Instructions to Applicants field is viewable by

applicants interested in the position. If there is anything specific to the posting you
would like applicants to know, please enter the text in this field. Also, this is where
you will make applicants aware that they will be required to electronically attach
required documents. Sample: All applicants will be required to electronically
upload a cover letter, a resume, copies of transcripts (official transcripts required

upon hire), and (3) letters of reference.

12
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Search Actions
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Admin
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2010
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Home << RETURN TO PREVIOUS || CONTINUE TO NEXT PAGE >> |
Change Default View
Change User Type
Logout
Logout of Other User *Required information is denoted with an asterisk
Posting Date: MMDDAYYYY ~or- M-DD-YYYY
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Check All Clear All
Resume
Cover Lefter
Curriculum Vitae
Teaching Phiosophy
Required Applicant Documents: Letter of Reference 1
Letter of Reference 2
Letter of Reference 3
Transcripts
Other Document
ckAll Clear All
Resume
Cover Lefter
Curriculum Vitae
Teaching Phiosophy
Optional Applicant Documents: Lettor of Reference 1

Letter of Reference 2

e e e e e e e e i e i i |

Letter of Reference 3

|
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A space is provided for “Posting Specific Questions” you would like to include. These are
questions for applicants that are specific to the individual posting. This is an important step as it
allows the system to disqualify applicants who do not meet the minimum requirements for the

position.

Submitting the Position Description

After clicking the Continue to Next Page button from the previous screen and viewing any notes
associated with the position description, click on the Continue to Next Page or Preview Action
buttons. You should see a screen similar to the following. Scroll down through this screen to

review the information you entered.

13
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Position Details
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Wiorking Title: Account Clerk 1

Job Category: Clerical/Support
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EEO;
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Index:
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Done
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The last step is to select one of the choices and click the Continue button either at the top or the
bottom of this page. After selecting your choice, click Continue to go to the confirmation page.

14
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Home:
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Done
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Press Confirm to complete this step.

The details of your position description are NOT SAVED until you complete this step.

15



Quick Guide for Creating a New Position Description/Requisition

1)
2)
3)

4)

5)

6)

7

From the site, click Start Action.
Select “Start Action” under New Position Description
On the Proposed Classification Title:

a. Select the Job Title from the dropdown on which the position will be based and
click on Search.

b. Once you have identified the Job Classification desired, click on Select and
Continue.

Review and edit the information on the Position Details tab. The information on this tab
will be the foundation of the requisition advertised.

Complete appropriate entries on the remaining tabs using the Continue to Next Page
button to navigate through the Request.

On the View Summary screen, review the summary information provided. If the
information does not need editing, you may:

a. Save without Submitting (no request will be taken on this unless you submit to
the next level).

b. Submit Action to next person in approval flow.

Click on the Continue Button and then the Confirm Button. If you do not confirm, your
request will not be forwarded to the next approval step. Once approved, the information
will create your new Job Posting.

16



OTHER POSITION DESCRIPTION REQUESTS

Searching Existing Position Descriptions

Other than requests that will create a brand new position description in the system, most requests
will be updates to existing position descriptions. Whether this involves a change in classification
or not, we are still just updating the official position description with new information.
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Select the request you wish to begin. For this example, a ‘Modify Position’ has been selected.
Click “Start Action” under “Modify Position (Request Posting if Applicable)”.

Once you have started your request, you must find the existing position description you wish to
modify. You should see a screen similar to the following:
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Searching Position Descriptions

You may filter your selection by specific search criteria, or you may leave the search criteria blank
to retrieve all of the approved position descriptions you have access to in the system.
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Once you have found the position you would like to update, click the ‘Start Action’ link below the
position title.
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You will be taken back to a tab view where you can modify the details of the position description.

NOTE: the information is already filled in from the official position you are updating. Itis not

necessary to start from scratch each time you want to do an update to an existing position.
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VIEWING APPLICANTS TO YOUR REQUISITIONS

After logging in to the system, if you have a position that is currently accepting applications, you

will see a screen that looks similar to the following:
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Underneath the Job Postings heading on the left navigation bar, you are presented with the
option to View Active and Filled Recruitments.

Active Postings: Postings that are Active are either:
e currently posted on the applicant site, or
e no longer posted but contain applicants still under review

Historical Postings: Postings that are Historical are either:
e Filled and are no longer listed on the applicant website

e Cancelled and therefore not listed on the applicant website

To view the details of a specific Posting, including the description and the Applicants to that

Posting, click on the word “View” below the relevant title. This will bring you to a screen similar to
the following:
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You will notice the posting data is divided into tabs, listed across the top, starting with
“Applicants”. This first tab lists the Applicants who have applied to this Posting. Additional
information is also provided on this screen, including their date applied, status, etc. You may
click through the other tabs at the top of the screen to view more details about the Posting,
including Posting Specific Questions.

From the screen shown above you may perform a number of tasks, including:
e Sort and view applicants by different criteria

e Print applications and documents

Change an applicant’s status
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Sorting & Filtering Applicants by Different Criteria

To sort applicants by Name, Date Applied, etc., click the arrow at the top of the data column you
wish to sort. The order in which applicants are displayed will change accordingly.

[~ Tennessee Tech University HR Site - Windows Internet Explorer == x]

@\’__j- | httos:/trainingssa i, com e files i jframeset/Frameset jspPtime=1285707102422 =1 & J &) [#2f x| [ 2 web search ol

Fle Edit Vew Favorites Took e

S Favorites ‘ 5% § http-—www.irs.gov-pub-rs-... @ Suggested Sites + @ | Free Hotmail @ | Web Sice Gallery =

»

88' v| /€ Human Resources ITEnnEs.Hl (& Tennessee Tech University .... | & Banner PROD @ TTU (10gR.... Tennessee Tech Univer... X Tennessee Tech University... | | T~ B) - 0 e - page - Safety - Took - @-

E&T\EISEG;STFFC‘I} jobs @ Tennessee Tech University

Job Postings
Search Hiring Proposals
Search Postings

Create Posting
From Seratch View/Edit Posting - Account Clerk 1
From Position

Classifications

Create Classifications
From Classification
From Scratch

me Awesome Eagle. You are logged in with University View.

Tuesday, September 28, 2
Current Group:Human Resources uesday, September 28, 2010

Posting Preview

3
=
-

8

o

-3

@

Search Applicants
Conf Number Search

Active Applicants

=
g
&
F

Create Account
Approve Account

3 Records

Search U . . i
e —— D score | Y Date Applied | K status Al
Position Descriptions None
ST Brown, Beth . 09-28-2010 Under Review by HR .
EEDAETT General Application History/ Notes Change Status n Progress r
Pending Actions
Search Positions Eagle, Awesome . 09-28-2010 Under Review by HR I Progress
General Application History/ Notes Change Status L r
Start Evaluation Smith, Jane . 09-28-2010 Under Review by HR e
Active Evaluations General Application History/ Notes Change Status n Progress r
Historical Evaluations
Search Evaluations CHANGE MULTIPLE APPLICANT STATUSES | COPY FROM POOL |
Home
Change Default View View Multiple
Change Password
Change User Type e | VIEW MULTIPLE APPLICATIONS |
Logout
Ty FF' active Appicants VIEW MULTIPLE DOCUMENTS | B
" Inactive Appiicants
Applications / documents will open in a new window To
print, select File > Print after documents appear in that
REFRESH window.
Documents may take several minutes to load.
CONTINUE TO NEXT PAGE >> | |
[T T [ [ | mntemet [~ [®wm% -

You may also choose to show Active Applicants, Inactive Applicants, or both. This is performed
by checking the boxes next to “Active Applicants” (active Applicants are those still under review)
and “Inactive Applicants” (inactive Applicants are no longer under review). Click the Refresh
button to refresh the screen.
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Viewing and Printing Applications

To view and print a single application, click the link "General Application" of “Faculty Application”
if applicable under the applicant's name from the "Active Applicants" screen (the screen shown
on the previous page). After clicking on this link, a screen similar to the following will appear in a
new browser window. It may take a few moments for the information to load into the new
window.

Select File>Print from your browser’'s menu to print the applications. There is a signature line at
the bottom of the page for obtaining the applicant’s signature, if necessary.

To close the window, click the "Close Window" link, or click the X in the upper right-hand corner
of the window (this will NOT log you out of the system — it will simply return you to the list of
Applicants on the “View Applicants” screen).

To view and print multiple applications at the same time, perform the following steps:

1. Check the boxes next to the corresponding Applicants whose applications you wish to
print (or click the “All/None” link). These boxes are located on the right side of the page.
(See top of next page.)

2. Click the View Multiple Applications button.

3. A new window will appear (it may take several moments to load). This window contains
all the applications you selected to print.

4. Select File > Print from your browser’s menu to print the application(s).
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Viewing and Printing Documents

This process is very similar to printing applications, except the documents appear in the Adobe
Acrobat Reader software. This is done to preserve the integrity of the documents’ formatting, and
to assist in preventing viruses from entering the system via documents attached by Applicants.

To view and print a single document (such as a resume or cover letter) that the applicant
attached when applying for the Posting, click the link of the document under the column labeled
“Documents” from the "Active Applicants" screen.

After clicking the link, a new window will appear (it may take several moments to load) in Adobe
Acrobat Reader. This window contains the document for the applicants you selected to print.
Select File>Print from the Adobe Acrobat Reader menu to print the document. To close the
window, click on the “X” in the upper right corner of the window (this will NOT log you out of the
system — it will simply return you to the list of applicants on the “View Posting” screen).

To view and print multiple documents at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you wish to print (or click the
“All/None” link). These boxes are located on the right side of the page.
2. Click the View Multiple Documents button.
3. Select File>Print from the Adobe Acrobat menu.
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ADMINISTRATIVE FUNCTIONS

Changing Your Password

To change your password, click the “Change Password” link on the left navigation bar, and enter
the required information. The change will be updated automatically.
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Logging Out

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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