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Human Resources

The Applicant Reviewer feature is designed to allow you to view the applications and
applicant documents associated with a posting and move the applicants through the
applicant workflow states in the applicant review process. Applicant reviewers are
assigned to a posting when the posting is created. All applicants must be properly
disposed before a posting can be marked as filled or cancelled.

To View Applicants for a Posting:

1) Make sure you are in the Applicant Reviewer role in the Applicant Tracking
Module.

Welcome, logout

User Group:

College/Division HR Contact v

Applicant Reviewer

ollege/Uivision HH Contac
Employee
HR Generalist t
HR Operations
Initiator
Search Committee

2) Hover over the Postings tab and select the position type of the posting to be
reviewed.

Applicant Tracking System

le_University of South Carolina

Home Postings ~ Applicants ~ Hiring Proposals ~
Staff
Faculty RGP/TL
Faculty FTE
Inbox Student Postings [

Adjunct/Temporary
SEARCH
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3) Search for the posting in which you would like to review applicants by entering
the posting number, Advertised Title, or Job Code Title in the search box.

Home Postings ~ Applicants ~ Hiring Proposals ~

Postings / Faculty FTE V¥

Faculty FTE Postings

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

4) Click either the Classification Title or Internal Title of the position to enter the
Posting.

Faculty FTE Postings

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

Saved Searches v FAG00234P022 Q Hide Search Options v

Add Column: | Agd Column e ‘

Workflow State: | workfiow Stats

Department: | pepartment

Organizational Division:

Ad hoc Search x Faculty FTE Postings

Adhoc Search ) Save this search?  Selected records ) X Clear selection?
Active Posting Workflow (Actions)
] Job Code Title Advertised Title Applications  Number Department State Job Open Date job Close Date
a I Assistant Professor Tenure Track Assistant Professor in Information Science (Public Libraries)l 17 FAC00234P022 CIC School of Information Science Posted 10/12/2022 Actions v

5) Click on the Applicants tab within the posting.

‘-r | Take Action On Posting w

W 526 how Posting looks to Applicant
= Print Preview (Applicant View)

B Print Preview

[ add to watch List

[ £] v Jin}
Posting: Tenure Track Assistant Professor in Information Science (Public Libraries) (Faculty FTE) &
Current Status: Posted

Pasition Type: Faculty FTE Created by: Rachel Rolli
Department: CIC School of Owmer: HR Recruitment
Information Science (157000)

Summary History Settings Applicants Reports Hiring Proposals Employment Verification

Please review the details of the Posting helow. Page hitles pretaced with an X and highlighted in RET) have errars or missing data. Page illes pretaced vath a cherkmark and
highlighted in GREEN have walidated successfully. Once all pages have validated successfully, you may take acten on the Posting using the actions listed in the Werkflow actions
for this posting pane.
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6) Alist of the applicants for the posting will be shown.

Summary History Reports Hiring Proposals

Applicants

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

Saved Searches v

Faculty FTE Applicants x

*Faculty FTE Applicants” GB)

Selected records () X Clear selection?

Posting Last Application (Actions)
o Full Name Number Workflow State (internal)  Documents Status Application Date  Update
5 Curriculum Vitae, List of References and Contact Information, Teaching . October 19, 2022 at July 10, 2023 at .
a FAC00234P022 Recommend for Hire Statement, Other Supporting Documents, Cover Letter Recommend for Hire 501 PM 1100 AM Actions
O Cover Letter, Curriculum Vitae, List of References and Contact Information, . October 20, 2022 at December 16, 2022 .
u] FAC00234P022 Recommend for Hire Teaching Statement Recommend for Hire Octoberd Cezmnint Actions
Under Review by Cover Letter, Teaching Statement, Curriculum Vitae, List of References and  Under Review by November 02 2022 November 02,2022 .
= FACD0234P022 P o e Cofnmittee  ContactInformation, Teaching Portiolio DeparmenyCommices 30433 PV at043. Actions
o £AC00234p022 Under Review by List of References and Contact Information, Cover Letter, Curriculum Vitae, ~ Under Review by November 08, 2022 November 08,2022 ctionsw.
Department/Committee  Teaching Statement Department/Committee  at 06:38 PM at06:38 PM
Curriculum Vitae, Cover Letter, List of References and Contact Information,
o £AC00234p022 Under Review by Letter of Recommendation 1, Letter of Recommendation 2, Letter of Under Review by Novermber 05,2022 November 09.2022. pcons v
Department/Committee  Recommendation 3, Research Statement, Teaching Statement, Other Departmenu/Committee  at05:17 AM
Supporting Documents
a £AC00234p022 Under Review by Cover Letter, Curriculum Vitae, List of References and Contact Information, Under Review by November 23,2022 November 23,2022 ctionsw.
Department/Committee  Teaching Statement, Other Supporting Documents Departmenv/Committee  at 08:28 PM at08:28 PM
o FAC0023ap022 Under Review b Curriculum Vitae, Teaching Statement, Cover Letter, List of References and  Under Review by December 04,2022 December 04.2022  pcions.
Department/Committee  Contact Information, Research Statement Department/Commictee  at 06:05 PM 06:0
a £AC00234p022 Under Review by Cover Letter, Curriculum Vitae, List of References and Contact Information, ~ Under Review by December 15,2022 December 15,2022 actionsw.
Department/Committee  Teaching Statement, Other Supporting Documents Department/Committee  at 11:30 AM at1131 AM
Under Review by Cover Letter, Curriculum Vitae, List of References and Contact Information, Under Review by January 12,2023 at January 12, 2023 at
2 v
o FAC00234P022 pepartment/Committee  Teaching Statement Departmenv/Committee  08:28 PM 08:28 PM LETE
- FAC00234p022 Under Review by Curriculum Vitae, Cover Letter, List of References and Contact Information, Under Review by January 19,2023t January 19, 202338 ationsw
Department/Committee  Teaching Statement Department/Committee  06:21 PM 0621 PM
o £AC00234p022 UNder Review by CoverLeter, st of References and Contact nformation,Curriculum Vige, - Under Revew by January 20,2023 at January 20,2023aC  actions v
s Department/Committee  Teaching Statement, Teaching Portfol Departmen/Committee  10:48 AM 1048 A
Under Review Cover Letter, List of References and Contact Information, Curriculum Vitae, Under Review by January 27,2023 at January 27, 2023 at .
= FACD0234P022 pooat e Cofmittee  Teaching Ststement DeparmenyCommices 6121 P 0121 PM L
Under Review by Cover Letter, Curriculum Vitae, Teaching Statement, List of References and  Under Review by January 31,2023 at January 31, 2023 at .
o FAC00234P022 pepartment/Committee  Contact Information Department/Committee  12:57 PM 12:57 PM QSR

To View an Applicant’s Materials Individually:

7) Click on the blue hyperlink of your final applicant’s name to open the
application or on the action button to view the application.

Faculty FTE Applicants

"Faculty FTE Applicants" @)  Selected records ) X Clear selection?

Actions v
Last (Actions)
Posting Workflow State Application Application
O Full Name Number (Internal) Documents Status Date Update
Curriculum Vitae, List of
References and Contact October 19, October 19,
0 I:I FAC00234p022 JnderReviewby . information, Teachin UnderReviewby . 2022at05:01 2022 at05:01 Actions~
P Statement, Other Supporting P PM PM
Documents, Cover Letter
Cover Letter, Curriculum Vitae
§ ! ! October 20, December 16,
0 FAC00234P022 Recommend for Hire H?,g?;‘;gge?gaeg;ﬂg Contact pecommend for Hire Ay A ety Actions v
Statement
Cover Letter, Teaching
- e " ’ November 02, November 02,
Under Review by Statement, Curriculum Vitae, Under Review by =S v ;
o AeI0=gR022 Department/Committee List of References and Contact Department/Committee %(RAZZ GRS  AWRai@ass RIS
Information, Teaching Portfolio
List of References and Contact
" November 08, November 08,
Under Review by Information, Cover Letter, Under Review by e e :
o LSO Department/Committee  Curriculum Vitae, Teaching Department/Committee %?/‘22 FE At Peims

Page | 3

Statement

Revised August 2023



S

FC\’?\? PeopleAdmin Quick Reference Guide
e Applicant Reviewer: Review and

UNIVERSITY OF
SOUTH CAROLINA

Human Resources

Dispose of Applicants

8) Scroll to the bottom of the application to view any present documents in the

Required Documents or Optional Documents section. Click on the document to
view it.

Required Documents

Document Type

9) To view the PDF version of the application and/or combined documents, scroll to
the PDF Documents section and select the action to either view or regenerate the
application or combined documents. Once the PDF opens, you will be able to
view and print the document.

PDF Documents

>

Document Type Actions
Application View
Combined Document View | Regenerate

Page | 4 Revised August 2023



PeopleAdmin Quick Reference Guide

=k

UNIVERSITY OF Applicant Re‘Iiewer: REVieW and
b Dispose of Applicants

Human Resources

To View Multiple Applicants’ Materials Collectively:

You can review more than one applicant’'s documents at a time. You will be able to
choose to view certain documents for each group of applicants or all documents for a
group of applicants.

10)Check the boxes to select the applicants of interest that need to be reviewed.

Faculty FTE Applicants x

"Faculty FTE Applicants" @)  Selected records ) X Clear selection?

Posting
O Full Name Number Workflow State (Internal)

FAC00234P022 Recommend for Hire
FAC00234P022 Recommend for Hire

Under Review by
(FACTIEA Department/Committee

11)Hover over the Actions tab and click Download Applications as PDF.
Note: Other actions are available at this stage as well.
e Review the supplemental question answer statistics if applicable by selecting
Review Screening Question Answer.
e Download the supplemental question answers if applicable in an excel
spreadsheet by selecting Download Screening Answer Questions.

La GENERAL i

UE  Review Screening
3tjul Question Answers

Download Screening
at Question Answers r

2 Nc  Export Applicants without |,
Email

at Export results
BULK

Copy Applications to
5 N Posting

Move in Workflow

at  Email Applicants

2 De Download Applications as || »
PDF

r Jar L
08  Create Document PDF per

t Jar Applicant
06

v

Reactivate Applications

t Jar - B
10-48 AM Ao

t January 27, 2023 at

01:21 PM Actions w
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12)Select the document type(s) to view and click Submit. The system will create a
PDF containing all the documents you selected. Note: This may take several
minutes to generate.

|
Select the document type(s) to use.

@ application and All Documents

O Only These Document Types

[ application Data

[ cover Letter

[ curriculum vitae

[ Letter of Recommendation 1

[J Letter of Recommendation 2

[ Letter of Recommendation 3

[ media File

[J other Supporting Documents

[ Research Portfolio

[ Resume

[ Teaching Portfolio

[ writing Sample(s)/Sample Publications
[ List of References and Contact Information
[ Teaching Statement

[ Research Statement

Submit Cancel

Moving Applicants through the Workflow States or Dispositions:

To Move One Applicant:
13)Select the name of the applicant that you would like to move in the workflow.

Faculty FTE Applicants x

"Faculty FTE Applicants" () Selected records ) X Clear selection?
Posting Last Application (Actions)
ull Name lumber orkflow State (Internal ocuments tatus lication Date ate
O Full N Numb: Workflow State (I I Dx St pli D: Upd
Curriculum Vitae, List of References and Contact Information, Teachin; October 19, 2022 at July 10, 2023 at i
v 4 2 8 2 7
/] FAC00234P022 Recommend for Hire Statement, Other Supporting Documents, Cover Letter Recommend for Hire 05:01 PM 1100 AN Actions v
i Cover Letter, Curriculum Vitae, List of References and Contact Information, October 20, 2022 at December 16, 2022
O FAC00234P022 Recommend for Hire Teaching Statement Recommend for Hire 05:07 PM at0347p Actions v
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14)Hover over the Take Action on Job Application tab and select the workflow state
that you would like to move the applicant to. A take action box will then appear,
click submit to move the applicant.

T Job application: (Faculty FTE)
Current Status: Recommend for Hire
Application form: USC Faculty Application

Full name Created by
Address: Owner: HR Recruitment

Draft
Usernamme: Under Review by

Interview Approved/Pending
Interviewed

V)
asition Type: Faculty FTE
Department: CIC School of

Finalist

Information Science (157000) Hired
Not Interviewed/Not Selected -
Summary Documents Recommen dations 00of3) Supporting Documents History Reports Employment Verification Email at Filled
Interviewed/Not Selected -
Email at Filled
© Personal Information &' Did Not Meet Min Quals- Email

Contact Information

Legal First Name

Legal Middle Name

Special Handling List

Legal Last Name Posting Canceled

e Candidates must be moved through the correct order of the applicant
workflow. In order to select a candidate to be interviewed, you must
first select the status of Interview Approved/Pending. Once selected,
the applicant reviewer will then have the option to move the applicant to
the status of interviewed, then finalist, and lastly recommended for hire.

e Applicants will be able to see the status of their application as they are moved
through each workflow state. However, they will not be able to see the
reasons that were selected.

To Move Multiple Applicants:
15)To move more than one applicant to a workflow state at a time, select the check
boxes in front of each desired applicant’s name.

Faculty FTE Applicants x

"Faculty FTE Applicar[s'@ Selected records o X Clear selection?

Posting
(] Full Name Number Workflow State (Internal)

FAC00234P022 Recommend for Hire

FAC00234P022 Recommend for Hire

uUnder Review by

AC00234P| :
FACO0234PO22 pepa rtment/Committee
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16)Hover over the Actions tab and select Bulk, Move in Workflow.

La GEMERAL
Ur  Review Screening
at jul Question Answers L
11
Download Screening
at De .
at Question Answers 1
2 Nt Export Applicants without
at i
Email
2 Nc L
at Export results
2 Nc BULK L
at  Copy Applications to
2 Ne Posting L
at
Move in Workflow
2 De L
at  Email Applicants
- EEE Download Applications as v
PDF
t Jar A
08  (Create Document PDF per
t Jar Applicant L
06
Reactivate Applications
B - I
10:48 AM

t January 27, 2023 at

Actions v

01:21 PM

17)Select the workflow state to which you would like to move all applicants. Click

Save Changes.

C | Editing: Workflow States for 2 Applicants

I Change for all applicants | Select a workflow state..

Applicant Current State

Vikki Terrile Recommend for Hire

Abigail Phillips Recommend for Hire

Page | 8

New State Reason
[ select a workflow state. v
[ setect a workflow state. v
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