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|. INTRODUCTION

Welcome to the Eastern Kentucky University Online Employment 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:

1 Create and submit Postings to HR

1 View Applicants to your Postings

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

The system is designed to benefit you by facilitating:

1 Faster processing of employment information

1 Up-to-date access to information regarding all of your Postings

T More detailed screeni ng i bdforeAhpyréachcha imtergedvstage al i f i cat i o

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/

2. GETTING STARTED

https://jobs.eku.edu/hr

After entering the URL,thefil ogi n screend for the EKU Employment sy!

© Fle Edit Wiew Favorites Tools Help ;',"

|EKU Home |President's welcome [& to 2 Index | Calendars |Contact Us

Em “ Eastern Kentucky University Where. Students and Leaning Came. Firs

—_

Future Students & Families EKU Students Faculty & Staff  Alumni & Friends Campuses & Community

CREATE USER ACCOUNT User LOgiI‘I

Please login to the systam using your User Narme and Password, If vou do not have a User Name and
Password assigned, click Create User Account,

User Name:
Click here to password:
create a user
account to
‘fou are about to login to a secure system, When
aCCeSS the wou are finished, please click Logout to ensure
that others with access to your computer cannok
System . wiew the information in the system,

Q Internet

@j Done

Before you may enter the site, you must create your own account by clickingonthei Cr eat e User
Account” link on the left side of the screen. After you click this link, the following screen will

appear:



File Edit Wiew Favorites Tools Help 1.

|EKU Home [President's welcome | A to 2 Index | Calendars |Contact Us

Em“ Eastern Kentucky University

v
T

Where Students and L-e.aming_ Come Firct

Future Students & Families EKU Students Faculty & Staff Alumni & Friends Campuses & Community

CREATE USER 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 return
o the login page.

*Required information is denoted with an asterisk,

& dsername
Must be between 6 and 20 characters

Passwaord
Must be between 6 and 20 characters

*

*

Confirm Password

*

First Marme

*

Last Mame
Employes ID
Title

Location

*

Ernail

Mok Selected Selected

100000-President -~ Mat Assigned
>
110000-Board of Regents

g‘] Done & Internst

Enter a confidential user name and password, along with the rest of the requested information.

Please write down your user name and password and keep in a secure place. You will
need them each time you log onto the system. If you forget your password, contact the
Employment Office at 859-622-6834.

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 the Human Resources
Department, 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.

For questions, contact Human Resources Employment, 622-6834.



3. NEW POSITION/RECLASSIFICATION

If you are creating a new position or reclassifying an existing position, this process is still handled

offinee The ARequest for new position/recltadscanbéi cati ondo f
found by visiting www.hr.eku.eduand <c¢l i cking on AFormso and is |isted
Formso. Once the position is established or reclassif
the position on the OES.

For questions on the form or the process, contact HR Compensation at 622-8873.

4. HIRING FREEZE

The 90 Day Hiring Freeze is in place on all institutionally funded positions. The hiring freeze was
created in an attempt for the Department to reevaluate the need and duties of the position that is
being vacated. A position must be vacant at least 90 days after the last incumbent leaves. If you
feel the vacancy would place a hardship on your department, you may request a waiver on the
freeze. The waiver must be approved by the President and can be in email format.

5. CREATING A REQUISITION

When creating a requisition, there are two options: the firstisto i Cr e Regusition from

Pr e v i @lutlistoption allows you to create a requisition using the template from a former

posting/requisition that is now at the status of filled or cancelled. The second option is to create a

new Requisition, begin by clicking a link under the headeri Cr eat e Requi si tidon from Te

).

/2 EKU Job Site - Windows Internet Explorer

LN Bl = hetps:/training297. peopleadmin.com/userfiles/jsp/shared/frameset/Frameset jsptime=1201037612775 v 0 |45 | x [f Googte L -
= O —

File Edit View Favorites Tools Help

Google |G- [~] 6o I,;Tj &~ | % Bookmarksv [ 4 blocked ‘ % Check » % Autolink = S| AutoFill [ Send tow () Settingsw | Links ™
W | @ EKU Job Site % v B v & v [rPage v (i Tools > @

E@ﬂ Employment

HR Home EKU Home

To create a| |y -
. ey ACTIVE REQUISITIONS |- Welcome Holly Long. You are logged in as Rhonda Uber. Wednesday, January 23, 2008
re u ISItI On PENDING REQUISITIONS
y HISTORICAL
h REQUISITIONS Hiring Manager Site =
OES Hiring Manager User Manual OES Approver User Manual
f th _ Vi | Downlosd Wiswi | Dows
rom tnese o
. LoGouT To view the position details, dlick on the "View" link below the Title. To sort by any column, click on the arrow next to the column title.
2 Optlons LOGOUT OF HIRING
. MANAGER
Active
7 Records
 Classification | g Pasition | py Requisition | py Position | py Apps Tn
Student 1”””5
1993 031 Unversty Hausng
E:S:bvee wotudent 0600821 =z e Reposted/Faculty Posted
Mot ApprovedjCleared
Submit for  Submit for
Compensation M Dean
Salarv Review || Cendidate
(Acad & Aporoval
Residence Hall Residence Admin Staff)  (Faculty)
Coordinator Hal 0600645 993914 42 U_:‘;ﬂl‘;' U_:anl‘;— Unwff;:gh;ﬂ%usmg Submit for HR,
view Coordinatar Badround -

Done €D Internet | Protected Mode: OFf H100% -
. = T i ; - .
( @ Tnbox - Micro... “TEKU Job Site . f Bl Staff hinng of. || /2 EKU Job Site . B anFa TE &) e13am

NOTE: A posting request must be submitted for all position vacancies, including faculty, staff,
temporary, student, and graduate assistant positions.

NOTE: Certain employment processes are not incorporated into the OES and require paperwork
for completion:



http://www.hr.eku.edu/

Faculty: Pre-Interview form
New Position Request form

PAF
GA: Nomination form to Graduate School
Students: Student Employment Office to complete student employment paperwork
Staff: PAF

TIP: If you do not see the template for the position you would like posted, please contact Human
Resources Employment for assistance.

Entering Requisition Information

1) To fiCreate Requisition from Previous.Cl i ck fACreate requisition from
following screen will appear :

_ff EKU Job Site - Windows Internet Explorer

K ol Rl  hiips//training297 pecpleadmin.com/userfiles/jsp/shared/frameset/Framesst,jspPtime=1201097612775 v+ 0 |4 | % | coogle B -
> 2 E |
File Edit View Favorites Tools Help
Google [G~ [~]eo {,gﬁ B - | % Bookmarks~ @4b\ucked| "% Check v ' Autalink » = AutoFill (s Send tow () Settingsw | Links
i ~ »
T e | @8 EKU Job Site T = B - M= v [5hPage =  Tooks » @~
E r ‘
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AW Employment
=
HR Home EKU Home
JOB REQUISITIONS
ACTIVE REQUISITIONS « Welcome Holly Long. You are logged in as Rhonda Uber., Wednesday, January 23, ZDDB‘
PENDING REQUISITIONS
HISTORICAL
REQUISITIONS Create From a Previous Requisition
CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Create From a Previous Requisition
ADMIN

HOME Classification [r— Requisition
LoGouT Title: Number
LOGOUT OF HIRING
MANAGER An -

Position Title v

I SEARCH I CLEAR RESULTS I

You can pull up a specific previous requisition by narrowing down your sear
fields by classification title, requisition number and/or position title. If you leg
al search fields as they are and
requisitions.

Done @ Internet | Protected Mode: OFf #100% -
I

@ mbox-Micr.. || /2 EKUJob Site... || [ Manuals P Stafthinng o | /5 EKUJobSite.. | E@and 4 AEY @) 036 AM




/= EKU Job Site - Windows Internet Explorer
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HR Home EKU Home
JOB REQUISITIONS i
ACTIVE REQUISITIONS = Welcome Holly Long. You are logged in as Rhonda Uber. Wednesday, January 23, 2008
PENDING REQUISITIONS
HISTORICAL
REQUISITIONS Create From a Previous Requisition
CREATE REQUISITION =
FROM TEMPLATE
FROM PREVIOUS
iy 173 Re d
LOGOUT ecords . ~ BN
hOAGN%TE:F"[R[NG ) Classification Title C | I C k n C r e a t e o ™ Job Open Date
Creat:“““g Clerk tltle you WOUId |Ike tO use the 03-21-2007
Accounting Clerk tem p | ate for_ 06-05-2007
Create
Accounting Clerk —
o 11-28-2007
Area Coordinator, Residential Halls 0600235
Create
Area G i , University
oy 0600617
Area Coordinator, University 0600250 02-08-2007
Create
Associate Director for Housing Administration
Frers 0600379
Graduate Assistant como==s S
« I v

&) Internet | Protected Mode: Off H100% -

Manuale IS Rmng o || /2 EKUlobSite.. | E@m &4 HEY @d) o47am

Once you cl i ck ¢§itOmdetals willdappedr, are eighetapsiviill be displayed across
the top. At this time, you can review the details and make any necessary edits. On the requisition
details tab, remember to change the posting and close date. Also, indicate if you would like an
outside ad placed. It is best to verify information is still accurate on each of tab (with the exception
of the advertising cost tab).

Each tab will be described in detail on the following pages.



/2 EKU Job Site - Windows Internet Explorer
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File Edit View Favorites Tools Help
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() Settings+ | Links ~
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EKILIH Employmg

tabs, s e

For more information on these

requi sition f

2 v B v M v [5hPage v i Tools » @~

e bel ¢

To create a Requisition, first complete the information on|
Page>>. Proceed through all sections completing all ne:
Requisition to human resources, you must click on the Col
last section. Once a summary page appears, select the S
Requisition will not be saved or sent to the next status un
the Confirm button.

*Required information is denoted with an asterisk,

POSITION INFORMATION

Classification Title: Accounting Clerk

* Position Title: Accounting Clerk:

HR Home EKU Home
OB REQUISITIONS it
ACTIVE REQUISITIONS Empk dation for
PENDING REQUISITIONS e =
HISTORICAL 1
REQUISITIONS p——
s i
2 Requisition Advertising Level Campzi Lsnpg Disqualifying / Guest
FRom PatvIoe Details Cost Qualifying — —— Points User Comments
FROM PREVIOUS Lost " User
ET uestions  Questions
HOME
LOGOUT 1 CONTINUE TO NEXT PAGE >> |
LOGOUT OF HIRING 1 11t
Frert When creating requisition

from previous, the previous
posting text entered will
display. At this time you
may make any necessaryf
edits.

& Internet | Protected Mode: Off H100% -

I eUTob e |

E@md < L] 6 os2am

" 2 eusob site .. |

e Staff hinng o...

2) ToCrieat e

the position type

Requi sitiommtfhreom Pbesmpgli athe dy

® ©

as fAAnyoO. Under th

position title you are advertising. Click Search to pull up the specific template.

Leave this as
AANnyO

Highlight specific position
title you are hiring for

e



