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Step 1 - Login to PeopleAdmin
There are two ways to log in:
1. Login to InsideSOU
2. Click on one of the PeopleAdmin Links


[image: ]

Or



1. Go to the URL jobs.sou.edu/hr
2. Click on the Click HERE to log in with SOU Credentials (Do not try to log in on this page)
3. Click on the SSO Authentication Link
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Step 2- When you log in you will see the home screen. You will need to be in the Position Management Screen which will have orange header.  If you are not in the position management, hover over the drop down menu to the right of the Watch List tab. And select POSITION MANAGEMENT.
[image: ]

Step 3- Make sure that you are logged in as Initiator.  Select Initiator from the drop down menu, and then click the button to the right of the drop down menu.  
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Step 4- To submit an existing position for search we must first select the Position Description.  Go to Position Descriptions and select the type of position (Classified, Administrative, or Faculty) you want to create.
  [image: ]

Step 5- Select the existing Position description that you want to submit for search.  Click on the Blue position title.  
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Step 6- click on Major Position Update for Search 
[image: ]
Then click on Start
[image: ]
Step 7 – click on the Edit button next to position details and fill in/make necessary changes to the information.  Then click Next. 
[image: ]

Step 8-In the employee tab the past employee will show up, do not worry about this, the employee name will be updated as soon as a new person is hired into the position. Click next 
Step 9– Funding information will also likely stay the same.  Change if necessary and click next.  

Step 10 – Update duties if necessary and then click next 
To add more duties click on Add Job Duties Entry again, and repeat until all job duties have been added, then click next.  
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Step 11- The Requisition Form is where you will supply all of the information required to submit the position for search.  Keep in mind that before the position is actually posted it will have to go through the approval process which can take a couple days.   Once all the information has been filled in Click next.
[image: ]
Step 12- Select a supervisor.  Click on Filter these results to search for a supervisor, and select the supervisor and click next.  
[image: ]
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Step 13- If you would like to add Supplemental Questions to the application that candidates will apply to, click on add a question and select the questions you would like to add.  This step can also be done by the search committee chair later in the process.  
[image: ]
Once you have added the questions you want, or decided to wait and have the search committee chair complete this part, click next.
[image: ]
Step 14 – Applicant Documents is where you will select the documents that you either want to be required or optional.  This is also something that can be completed later on by the search committee.  When you have completed this page or decided to allow the search committee to complete this part, click next and you will be taken to the action summary.  In the action summary you will have the opportunity to review the position description before moving forward.  
Step 15- Send to department authority review.  The action will then be taken through the approval process and go from department authority to division authority and then to budget and then to Human Resources.  When the action reaches Human Resources and is approved, it will then be posted.  
[image: C:\Users\heagyw\Desktop\1.png]
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Step 4- Select the tab Position Description and then select the position of the employee you are
making changes to (Renew function s only for Administrative and Faculty positions)
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Step 4- To submit an existing position for search we must first select the Position Description. Go to
- Position Descriptions and select the type of position (Classified, Administrative, or Faculty) you want to
create.
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Step 5- Select the existing Position description that you want to submit for search. Click on the Blue
] position title.
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Step 6- click on Major Position Update for Search

Page3ofs 600words [F 8

SOU Home - Souther C X { [l Tutorias | Human Resou X { [ Southern Oregon Univer X { il Souther Oregon Unive: X )/ [ Souther Oregon Unive.

C | @ Secure

L0 | aagbcee| aasbceoe AaBbC aaBbc AAB aasocer

https://sou-sb.peopleadmin.com/hr/position_descriptions?position_type_id

Position Descriptions.

Position Descriptions / Administrative

Administrative Position Descriptions

Saved Searches v

Ad hoc Search Position Descriptions.

[“soacn ] Qoo eac otors v

*Position Descriptions* ()

Job Title

Intensive English Program Teacher

(OIP) Assistant Director, International Student & Scholar Advisor and Student & Exchange Visitor Information System (SEVIS)
Gompliance Lead

Academic Advisor
Academic Advisor

Academic Advisor

Academic Advisor

Academic Advisor (Temporary)
Academic Advisor / Outreach

Academic Advisor and Jackson/Josephine Pledge Program Coordinator

Tities

16 Next—
Position
Number  Department
FHRINT  International Programs
F98678 International Programs
F98482  Academic Advising
F98915  Academic Advising
F99251 Academic Advising
F98897  Academic Advising
Fog411 Academic Advising
F9901000  Outreach and Engagement
F98497  Academic Advising

| My Profiie

Help

Wach List

‘Student Account, you have 0 messages. | iniiator v

FirstName ~Last Name

David Bennett

Tracey Gulbertson

Meagan  DeNeul

Karen DeRoss.

Trevor Luckman

Jodie Ferguson

Thomas  Perkins

Stacey Derrig

Brett Harrington

Jones-

Status

Inactive.

Active

Active

Active

Active

Active

Active

Active

Active

+ Create New Position Description

Actions v

Actions v

Actions v

Actions v

Actions v

Actions v

Actions v

Actions v

Actions v





image7.png
\tnnnw!l![

Print Preview (Employee View)
Print Preview

View Supenisor

Major Position Update Existing Employee
Minor Position Update

Renew Position

Major Position Update for Search




image8.png
Start Major Position Update for Search Action on Advisor ?

Once it has been started, this action will lock the position description from other updates until the action has completed.

M\

stz





image9.png
Position Details m\

Action Information




image10.png
*Required Information

Job Duties

Add Job Dutie5 Entry




image11.png
*% Check spelling ¥]

*Required Information

Job Duties

“ Duties

“ Percent of total time

Remove Entry?

Add Job Duties Entry

To Aavise studencs.

100%





image12.png
Website, write a brief
(2-3 sentences) job ad
for your posting

Index Code(s) to be
charged for advertisi

Contact Name for
Applicant Questions

Contact Email

Search Committee
Members

Keep this as short as possible

200000

For advertising purposes

NAME

Email

Need to list names of all Search Committee
Members.

List all members and indicate committee chair

) (e




image13.png
upervisor in the list, please contact Human Resources at 541-552-6512.

osition Descriptions - Filter these resultsdmm——""""

Search Position Descriptions x
Search:

Ad

Postton s dministrative [
Type:

Job) Add
Column: [Add Column

Trai Draft -
vai g Active

* Locked
Inactive ~
‘Academic Advising A
Academic Affairs Staff El
Accelerated Baccalaureate Program
Accounting -

g ool e
Last Name:

Ehl i ] D

fch | cancel





image14.png
Position Last
Number Department Name Status.

Training & Development Human Resource Acionsy
® ? P Colin Bunnell Active

, Manager Senvices
() (e

Job Title. (Actions)





image15.png
Education  What is the highest degree you have eamed?

Possible Answers

TSNS

None

High School Diploma/GED
Associate’s Degree
Bachelor's Degree
Masters Degree

Doctoral Degree




image16.png
Position  Required  Category Question Status.
1 [&] Education What is the highest degree you have eamed? atie @

(@) = Pm




image17.png
Take Action On Action v
WORKFLOW ACTIONS.

Keep working on this Action
Cancel Action (move to Canceled)

Send to Department Authority
Review (move to Department

Authority Review)




image1.png
i

Paste

~ ¥ Format Painter

cut

Clipboard

Page 1018

529 words

50U Home - Southem
C | @ Secure
Msjor_Position_Update (4).doc [ Compatibilty Mode] - Word

Loyout  References  Maiings  Review  View  ACROBAT  Q Tellmewhat youwantto do.. Signin . Share

Find +
‘T asmoceoc asmbeeoe AaBBC ABbCi AGBBC AstbCcd |y oo
O - || TNormal TNoSpac. Headingl Heading?  Tile Subtitle

[} Select~

Paragraph ® styles 5 Eiting ~
e EEV SRS SRR RS PR PR RS PR SRR R,

& Font &

Supervisor Instructions

Step 1 - Login to PeopleAdmin
There are two options

1. Login to InsideSOU
2. Click on the Faculty and Staff Tab

I Eiid

e b ooy G Ty s or8 e oo

et

(i3

x

https:

[ Welcome | SOU Home ~ x

inside.sou.edu

[} Souther Oregon Univer X { G how to use print screen - X

« Need Help Leaming InsidesOU?
« Regular Maintenance Schedule

Siskiyou News

Standing With Standing Rock Online Services

Reviving the Music Scene: Juniper Berries Release Debut
Album Activity Insight

Remembering Coach Howard Banner

Protests Ensue Outside of Planned Parenthood Banner (Browserless)

Banner Self-Service (SISWeb)

© Faculty Tools

o Student &Registration Tools
Banner Workflow
Bookstore FacultyEnlight
BossCars

Raiders Secure 20 Straight Wins Against Lions
OSPIRG Kicking off Their 2017 Campaigns

SOU Senior Competing For Spot on National Women's
Football Team

Ashland Women's March Hosts Over 15,000 People
Review: Split

Pass the Cushman: Ep. 1

BossCars (Browserless)
Career Connections for Employers
CASHNet Cashiering
Cognos Home
© Cognos-FIS Reports
© Cognos- I"Reports
Content Document Imaging
Course Evaluations
Degree Works for Faculty

ay Leave Docusign
Job Listings s

L. Service Center 4 Human Resources

Budget and Accounting Benefits
Contracting Faculty Resources
Drivers Clearance Forms

Forms H
Personnel Support
Purchasing New Employees
Support Services Performance Appraisal
Travel People Admin

Van Rentals Payroll Timesheets
Web Time En Recruitment

Facilities Work Requests
IT Knowledgebase and Support
Millennium FAST

Nolij Document Imaging

Office 365

Parking Self Service

Print Accounting (PaperCut)
Print & Copy Services

Qualtrics Online Surveys
Rackforms

Recruiting (PeopleAdmin)

SOU Cares Report

SOU Connect

Test Systems

TracDat

I Faculty Resources # Facilities (FMP)

+ APSOU
Curriculum Management
Faculty Resources
Faculty Senate

« Instructional Support

« Policies

Driver Clearance
Key Request
Landscape Services
FAMIS Login
MSDS/SDS

Surplus Property

1:49PM

BB




image2.png
HS 09 - Major_Position_Update (4) doc [Compatibility Mode] - Word

References  Maings  Review  View  ACROBAT  Q Tell me whstyou want to do Q. Share

AaBbC AaBbCi AaBbC

' Format Painter

apbors fo - ) eating Southern Oregon University

Click HERE to log in with SOU Credentials

s
Log in

Authenticate with single sign-on? SSO Authentication

Go the URL jobs.sou.edu/hy

Click on the Click HERE to log in with SOU C: a to login on this
page).

Southern Oregon
University

Usemame

Password

Autbenicalo wih el sgn.on? S5O Auhentcatin

Step 2- Login using your network user name and password

Step 3- When you log in you will see the home screen. You will need to be in the Position Management
E eader. If you are not in the position management, hover over the drop
down menu to the right of the Watch List tab. And select POSITION MANAGEMENT.

207PM

OO M ©® = A OB





image3.png
= 49 Pandora Radio - Listen t

< > O |Aa

Welcome to your Online Recruitment System

Inbox @

3 southern Oregon Univel X M Inbox - hrs@sou.edu - Sout

souedu

LD | POSITION MANAGEMENT v

Position Descriptions ~ Tities | My Profle  Help

Displaying items for group *Hurman Resources”

Student Account, you have 0 messages. ~ Current Groue: - uman Resources <] togout
Shortcuts

View Document Gonversions Report
Create New Classified Posting
Create New Administrative Posting

Postngs @ | Users(0)  Hiing Proposals (1) Actions (1) Spacil Handing Lists (0
Create New Faculy Posting
Job Title Type Current state Owner Create New Temporary Posting
View Scheduled Report Output
My Reports
My Links
Watch List @ Useful Links
Postings () | Hiing Proposals (0 Actons (5) Your Applicant Portal
(How Appicants access your
Job Title Type  CumentState State Owner PeopleAdmin system)

Assistant Professor/Education

Faculty ~ Posted

Search Chalr

SUPPORT

Insett  Design  Layost  Refernces  Maings  Review  View  ACROBAT Tell mewhatyouwant

< Format Painter

Document! -

T & & | na- | 4 s — O Find -
Caliri (Body) ~|11 ~| A° A | Aa~ £ 209 | nagbeene| assbeene AaBbC( AsBbCcl AQD asebcer AcBbced AcBbCeD( AasbCcD. MaBBCCDC AaBbCcD: AcBDCCD AABSCCDU AABSCCDI AGBBCCD: | | s o
I U s x| A-W-A- [+ | iNomal | TNoSpac. Heading! Hesding2  THe  Sublile SubtleEm. Emphass ImenseE.  Siong  Quote  IntenseQu SublleReh IntenseRe. BookTHle |5 | s qopoas
Font 5 Paragraph 5 Styies 5 Eiting ~
o= [EERTERERREEE ERRRERES ERRRRERE FERREREE SRRy,

= & © - 1 + 100%





image4.png
H %069

Picture

Document! -

Insett  Design  Layout  Refernces  Maings  Review  View  ACROBAT  Fomat Tellmewhatyouwant

= @ Pandora Radio - Listent [ Southern Oregon Univer X | M Inbox - hrs@sou.edu - Sout ¥t - B A P Find -
TDEB(W Colibi Body) -|11_-| A A"| A2~ | 209 | nagbeene| assbeene AaBbC( AsBbCcl AQD asebcer AcBbced AcBbCeD( AasbCcD. MaBBCCDC AaBbCcD: AcBDCCD AABSCCDU AABSCCDI AGBBCCD: | | s o
& > O |8 jovssouedu ¥ | MO o W e BT U Ao A- « Livomai | 1Nospac. Hesdng! Hesing2  Te  Subiile SubtieEm. Emphass meseE.  Stong  Quote  IntenseQu SubllReh IntenseRe. BookTile || | s gpore
Ciipboard 5 Font 5 Paragraph 5 Styes 5 Edting ~
© You are now viewing the system as a member of the Initiator group B il L o L 2 L 3 L 4 L s L & b} =

Position Descriptions ~ Titles | My Profile  Help N
Student Account, you have 0 messages.  Current Group: niator | togout
D | pocpiorarrin
POSTION MANAGENENT
Welcome to your Online Recruitment System e T—————— s
Shortcuts
Inbox @ 3
Diplaying s for group “Ittor
Postings (0) | Hiring Proposals (1) Actions (2)
Job Title Type Current State Owner
My Links M
Useful Links

Your Applicant Portal

(How Applicants access your N
Watch List @ PeopleAdmin system)
Postings (1) Hiring Proposals (0) Actions (5)
Job Title Type Current State State Owner
Assistant Professor/Education Faculty Posted Search Chair 7l

Pagelof1 Owords [ E S +





