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Introduction

The Jobs at Princeton Online Employment Application System allows departments to submit searches
for faculty, professional researchers, professional specialists, and professional librarians to the Office
of the Dean of the Faculty (DOF) for approval, and post them to the Jobs at Princeton and HERC
websites.

You will use this system to:
e Create and submit requisitions to DOF for approval and posting
e Solicit reference letters automatically and confidentially, and then review them online
e View applicants to your requisitions
¢ Notify DOF of your decisions regarding the status of each applicant
The system is designed to benefit you by facilitating:
e Faster processing of approvals and postings
e Up-to-date access to information regarding all of your requisitions
e Posting of all your faculty and staff openings on the Princeton University and HERC websites
e Receiving online applications and materials from potential candidates

e Receiving confidential letters of reference for potential candidates



Jobs at Princeton Hiring System — User’s Guide

System Specifications
Your Web Browser:

e The Employment Application System runs 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.
Ideally, the system is best viewed in Internet Explorer 5.5 and above. 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 system administrator Pete Cassaday at (609)
258-9103 of any significant issues that arise.

e Do not use your browser's "Back", "Forward" or "Refresh” buttons to navigate the site or to 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
instead of browser buttons.

Adobe Acrobat:

The system also requires you to have Adobe Acrobat Reader installed. This is a free download
available at www.Adobe.com.

If you need assistance installing a web browser or Adobe Acrobat, please contact the Office of
Information Technology's help desk at (609) 258-HELP, or helpdesk@princeton.edu.

If you need assistance in using the Jobs at Princeton system, please contact the Office of Human
Resources at (609) 258-3300, or staffing@princeton.edu.

Security of Applicant Data:

To ensure the security of the data provided by applicants, the system will automatically log you out
after 2 hours if it detects no activity. However, should 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.

Helpful Hints

e Once you are in the system, fields with an Asterisk (*) are required. If you do not include
information in the field, an error message will appear and you will be required to complete it.

e VERY IMPORTANT: A Requisition is Not Saved until after you have completed the final step
of the process by clicking Confirm on the final summary page. If you log out or click a link on
the left side of the screen before completing these steps, none of the information you have
entered or edited will be saved.


http://www.adobe.com/
mailto:helpdesk@princeton.edu
mailto:staffing@princeton.edu
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Logging Into The System

Open a web browser and type in the following web address: http://jobs.princeton.edu/hr to log into the
Jobs at Princeton website as a Hiring Manager. After entering the URL, the “login screen” for the
system will appear. Click the Login via Princeton Central Authentication Services link.

Note: Only guest users who do not have a Princeton netlD will continue to use the Jobs at Princeton
login screen to log in.

On the Central Authentication Service (CAS) window, enter your Princeton netlD and your LDAP
Password, and click on the LOGIN button.

Once you have logged into the system, the Hiring Manager Site is displayed. On this screen you can
create Requisitions, view job postings, and access links to other key documentation.

PrincetonUniversity Academic and Staff Opportunities j
. To submit a DOF requisition for a
s 7 faculty or professional staff

member, your group must be Create
Dean of Faculty Requisition

HR Hiring Manager's Guide DOF Hiring Manager's Guide
View | Download View | Download j

D g P eSS Y S S S N YA PP

Important! For anyone with both HR and DOF hiring manager roles, the default Current Group
is “Create HR or PPL Requisition.” To submit a DOF requisition for a faculty or professional staff
member opening, you must be sure to change your Group (see Changing Your User Type, on page 6).

If you only have the hiring manager role for DOF searches, “Create Dean of Faculty Requisition” will
automatically display and you can skip the next steps to change your user type as this will be
unnecessary.



http://jobs.princeton.edu/
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Changing Your User Type

To change your Current Group, click on the “Change User Type” link on the left bar.

On the Change User Type screen, select “Create Dean of Faculty Requisition.” This is required to
access the template for faculty and DOF professional staff hires.

PrincetonUniversity Academic and Staff Opportunities

+ Welcome Training Hiring Manager. ou are logged in.

‘our Current Group: Create HR or PPL Requisition, Manday, February 20, 2006

To change your current user type, choose from the user types below that you are a member of, then
click Change Group.

Equ

Create Dean of Faculty Requisition

® HIRING MANAGER GUIDE Select the group
o HIRING MANAGER / and then click
TUTORIAL
|__cHancEGRoup |
SUMMARY OF BENEFITS w Chanqe Group

AT PRINCETON

o DIRECTIONS TO CANCEL
PRINCETON UNIVERSITY

e S b L i o o P T L P s, e o e e e e A o L m b o i e, et o s, o ok oo, e e

TP AU A e S UPU PR SR REPICE ST T

Press the “Change Group” button to save this selection and return to the Hiring Manager Site.
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Creating a Regular Requisition

There are two ways to create a requisition:

< FROM TEMPLATE Use this option to create a requisition from a template, where several fields
are predefined. Note that in almost all cases you will create requisitions from a template.

< FROM PREVIOUS (available only to central office recruiters due to the feature’s inconsistent
behavior) Although not recommended, central office recruiters may use this option on your
department’s behalf to repost a similar requisition on the Jobs at Princeton website and use an
earlier posting as the basis for the new requisition. It is strongly recommended that re-posted
requisitions all be re-created from the template, in order to capture the recently revised
Department of Labor self-identification rules (ethnicity and gender) properly.

To create a requisition from a template:
From the Hiring Manager Site, click the FROM TEMPLATE option under the

(Ol RER K]y Category.

This displays the Create from a Template screen, where you can search for
one job title, or all DOF job titles:

e To search for a single job title, use the drop down to select a specific
DOF job rank, and then click the Search button.

e To search for all DOF job titles, press the Search button without selecting a specific title. This
displays the complete list of available job ranks for selection.

T e L e § T e e o et T ST e it T e e T A e S gt S e S

Click here to select
Create from a Template a Specific TI'HC Gnd
DOF Job Titk click Search...

Click the down arrow to select a spedific  Any -
Job Title .
* JOB POSTING POLICY [
. 4

SEARCH I

HR HIRING MANAGER CLEAR RESULTS | ..or click Search j
GUIDE £ E
nd

. e, A AR | i S i e B e, P

-~ Without selecting a
title to see all titles.

After you click the Search button, ; ;
you will see a list of records, or if & ;
you selected a specific job title, a | :
. . "\ L
single record. Click the Create § |19 Records J
link below the position title you il (a] (v] 3
Want (: Professor 020 R 020 .“'
) Create i
i | Associate Prof .
Clomte ¢ Click Create for ;
1 i 7 . A
P ° the title you want. ]
l': Lect L
7 poa no0s0 FR 090 }
5{ Icr::;z:cmr 0060 FR 050 1}
% | Senior Lect:
UL 0 e i eI
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Entering Requisition Information

Once you are on the Create Requisition screen for the job title you chose, verify that the following
fields are displayed:

Job Code Title
Job Code

Job Function
Grade

Please note that this information comes from PeopleSoft HRMS. If you find that any of this
information is incorrect either start over and select the correct job title or contact the Dean of
the Faculty’s Office at (609) 258-1660.

Enter the following information:

e Job Title — only necessary if you want to display something on the posting that is different from
the generic title associated with the job code

e Directory Title — only necessary if you want an additional title to display on the posting along
with the Job Title (above). This additional title could be one that might also be listed in the
University Register or Online Directory, for example, “Electron Microscopist”.

e HERC Job Category. From the drop down, select the academic area that most closely fits
your department or the field of specialization for this opening.

e Full-time/Part-time. Indicate whether this opening will be either a full or part-time position.

e Benefits Eligible. Indicate whether this opening will be eligible for university health benefits.
Information about determining benefits eligibility for DOF staff is on the left menu bar for your
reference.

e Be sure to click the check box acknowledging you have obtained DOF approval to proceed
with this posting.

e For Faculty positions ONLY:
o0 Enter the Faculty Search Authorization number you have received from DOF.
o Enter the account(s) the FTE will be charged to.

FIPNE PR e e T e e e T e e o e e s S

-

* Job Title

A DIRECTIONS TO

< m F

e e e

Job Code Title
Job Code
Directory Title
Job Function

Advertising Job
Category

T

Lecturer

Lecturer

0050

Literature and Writing Conference Preceptor

Regular Faculty

Academic - EnglishLiterature

TIP: Proofread
carefully! Certain
fields you enter
on this screen will
appear on the
Applicant site

s Ao e 2o o e ST e it o e o S P

Mot Selected

Selected

+ JOB POSTING POLICY Grads FR 090 |
exactly as you
. ::I:?ING RLAMEES Ful-time/Part-ime  Full Time - t ¥ %’h R
enter 1iton tnis
» DOF HIRING MANAGER = BenefitsEiighle  Yes = screen
< DETERMINING BENEFITS 1 acknowledge )
* ELIGIBILITY FOR DOF
that T have

STAFF obtzined DOF
= = authorization to V| Yes

TUTORIAL proceed with
, COMPLIANCE OFFICER'S posting this

QUICK GUIDE opening.
, HR GUEST USER'S QUICK Faculty Search

GUIDE Authorization FSA-4526
» DOF GUEST USER'S QUIC Number

GUIDE For Faculty

SUMMARY OF BENEFITS appointments ’ . H H
* AT PRINCETON only, where vl 2001002 Don’t Forget: Fields with an

- FTE be charged?

Asterisk (*) are required. If you do

7 not include information in the

field, an error message will
appear and you will be required
to complete it.
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Scroll down the screen to complete the posting details.

Verify that the following fields are displayed:

e Business Unit Code
e Position Type

e Application Types Accepted —note that for DOF openings the applicant completes a simplified
application template, different from the one for HR.

Enter information in the following fields as indicated:

e Department: If PUDOF is listed in the “Selected” column, use the arrow to move it to “Not
Selected”; otherwise it will display on the online posting. Be sure to leave your own
department name in the “Selected” block.

e Mail Drop: Type your mail drop code. If unknown, type in your department number here.

¢ Indicate whether Online Applications will be accepted.

o If no online applications will be accepted, in the next field, replace the default
instructions for online application with the appropriate instructions to the applicant for

applying on paper.

* JOB POSTING POLICY

o HR HIRING MANAGER
GUIDE

o DOF HIRTNG MANAGER
GUIDE
DETERMINING BENEFITS

® ELIGIBILITY FOR DOF
STAFF

o HIRING MANAGER
TUTORIAL

o COMPLIANCE OFFICER'S
QUICK GUIDE

o HR GUEST USER'S QUICK
GUIDE

o DOF GUEST USER'S QUIC
GUIDE

m

e L T Lo os NN

-

FTE be charged?

* Department

Business Unit
Code

Paosition Type

Mail Drop

= Ifunknown, enter
your department
number

Will online
- applications and

resumes be
accepted?
If online
applications will
not be accepted,
supply
instructions for
applying:
Application Types

e AgEniRd | e e

only, where will

- If PUDOF appears

O Ty Bt £ e e 55

here, remove it with
e Do the < button. Only
your department
name belongs here.
PUDOF 2
Faculty & Academic Appointments f

Replace these instructions if
online applications will not be
accepted.

Complete the online application and dick "Apply to this
Posting” at the top of the posting details page.

'
PR ——

euuyeciatonopnialo s

e ot R g 5 e s, B AR AR o AR S

o If you want applicants to apply through your own web site, select No in the “Will online
applications be accepted?” field, and, in the next field, replace the default instructions
for online application with the text to direct the applicant to the link for your site.

Note: You must enter the HTML code for the link to display the website as a link in the
instructions. For example, the code <a href="http://www.cs.princeton.edu/jobs/’>
http://www.cs.princeton.edu/jobs/</A> will be an active link which the applicant will
see as http://www.cs.princeton.edu/jobs/ on the requisition posted on the Jobs at

Princeton site. The following figure shows an example of how this would look.

Tadd g ST e T T
J + ‘will online applications and
] resumes be accepted?

If online applications will not
be accepted, supply
instructions for applying:

SRR o, Ry e g SR S At BB ool B e it AL o ol e ot A i oSO B ol

To apply For this job, go to the website <A
href="http:/ v, ea.princeton, edufjobs =
hittp: f i, e princeton. edujjobs] < /A=

B Py P P R N VS Ry

ETE——

Don’t Forget: Fields with an Asterisk (*) are required. If you do not include information in the field, an
error message will appear and you will be required to complete it.


http://www.cs.princeton.edu/jobs/%3c/A
http://www.cs.princeton.edu/jobs/
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Continuing further down the screen, indicate the documents/files that you want the candidate to
include with their application. Only one file per document type may be attached. If you would like
additional documents included that are not listed here, click on the “Other Document” options and then
define what these should be specifically for the applicant within the “Position Summary” field that
follows later.

Note: Use the Reference Letters tab to request letters of reference directly from the provider. Only
select the Letter of Recommendation option in the Documents list if you want the applicant to attach
a reference letter they have already solicited and have in hand.

Enter the following information (remember these are required fields, as indicated by the *):

e Department Contact Person Name
o Department Contact Person Email, including the domain (e.g. hirmgrl3@princeton.edu)
o Department Contact Person Phone, including the area code

Verify that the User Responsible for Electronic Requisition field displays your login name in the
Selected column.

S P S Sy PRy e S Sy S A WOy YOO SR U SRS Y S P S S T S St S

- . »
- Application Types c - 4
Pcented Faculty & Academic Application i
E
Documents Check All Clear All i
requested to 7 R icv
apply for this =
position Cover Letter {
TrirnTe Bibliography Publications List :
requesting "Other Statement of Research Interest 4
Dowment” from .
b
S T Statement of Teaching Interest }
specify the Teaching Portfolio |
document type in 4
the position Letter of Recommendation 1
SUMMAry. Writing Sample ¢
* JOB POSTING POLICY ) 1
Note: Applicants Transcript 4
o HR HIRING MANAGER are oy ahle to Visa Information Form ]
GUIDE E attadh one file per
o DOF HIRING MANAGER dog-:'*ﬂﬂmef #|" Other Document 1
GUIDE 50 be sure fo Other Document 2
DETERMINING BENEFITS select all #12t may Other D t3 }
s ELIGIBILITY FOR DOF be necessary. e Hocumen i
e Department 3
HIRING MANAGER * Contact Person Betty Trainer [
TUTORIAL MName '!
‘COMPLIANCE OFFICER'S
. Department 4
QUICK GUIDE * Contact Person hirmgr 13@princeton.edu i
. HR GUEST USER'S QUICK Email
GUIDE
Department Make SUr‘e
- (':SIFDC;;UBT USER'S QUIC Contact Person
* Phone: 609-258-2678 e
« SUMMARY OF BENEFITS (Tormat: xxx-xxx- your nam
AT PRINCETON o) ShOWS h ere
o DIRECTIONS TO Mot Selected Selected
PRINCETON UNIVERSITY —— S 1
o 3 vak, Lef .
o FREQUENTLY ASKED F
QUESTIONS User responsible = 4
* for Electronic f
* CAMPUS MAP Requisition
i
* VISITOR PARKING b4 E
: = i

e L e R I,

Don’t Forget: Fields with an Asterisk (*) are required. If you do not include information in the field, an
error message will appear and you will be required to complete it.

10
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Continuing to scroll down the screen, enter data into:

e Application Deadline. For DOF openings, you may specify a maximum of one year out for the
deadline. Requisitions will automatically be removed from the Jobs at Princeton web site on
the date indicated in this field. Even if the “Open Until Filled” option is selected, the job will
only be allowed to be posted for one year. If the requisition remains open after a year, it will
be removed and we will ask that you resubmit another requisition to DOF for approval

renewal.
e Proposed Start Date

e |If Term Appointment, specify end date.

o Comments related to end date. Any text entered in this field will be viewable by the applicant.

e Academic Year: Use the drop-down to indicate the July 1-June 30 period in which this posting

has been opened.

e Position Summary

e Essential Qualifications: Only include qualifications the lack of which would disqualify the

applicant.

—— T

- Application
Deadline

Posting will be
removed from the
website on this
date,

Proposed Start
Date

If Term
Appointment,
spedify end date

Comments related

09/01/2011 MM/DD{YYYY -or- MM-DD-YYYY

#

Open Until Filled or See Position Summary.

09/01/2011 MM/DD/YYYY - MM-DD-YYYY

06/20,/2012 MM/DDYYYY -or- MM-D

to end date: This position is a one-year term, and is filed each year by a
different artist, in order to provide our students with a wide

Note: Anplicant variety of view-paints and experience.

will see this -

comment online.

Academic Year
search has been
started

* JOB POSTING POLICY

- HR HIRING MANAGER
GUIDE

- DOF HIRING MANAGER
GUIDE
DETERMINTNG BENEFITS

* ELIGIBILITY FOR DOF
STAFF

®

2010-2011 -

Princeton University invites applications for a Lecturer to
teach courses on fine artin contemporary culture, This could

HIRING MANAGER be a lecture or a seminar, and will involve studio time,
TUTORIAL Whether one or two courses, the teaching would take place

+ COMPLIANCE OFFICER'S * Position Summary in the fall and spring terms of 2011-2012. Applicants from
QUICK GUIDE abroad are welcome.

- HR GUEST USER'S QUICK
GUIDE

- DOF GUEST USER'S QUIC -
GUIDE

Applicant must have at least an MFA, and must be a working
artist wha is currently exhibited in at least one gallery.

« SUMMARY OF BENEFITS
AT PRINCETON

- DIRECTIONS TO
PRINCETON UNIVERSITY

5 FREQUENTLY ASKED
QUESTIONS

Eszential
Qualifications

¥

* CAMPUS MAP

* VISITOR PARKING s
4 m b

11

B G D S WS S S S S

Since this is a term
appointment, the end date is
entered, with related
comments that will appear in
the online position description

L,
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Continue to tab through the fields or scroll down the screen to enter the following information used for
job posting purposes:

e Preferred Qualifications: Include qualifications that would be nice to have, but are above and
beyond the essential qualifications.

e DOF Advertising Text: Please copy-and-paste the information from the three preceding fields
(“Position Summary,” “Essential Qualifications,” and “Preferred Qualifications”) and insert
before the standard compliance text. Edit as appropriate for readability, however, we will
expect this to match closely. DOF will expect the information in this field to be exactly what is
posted as an advertisement for any outside sources, such as the New York Times.

¢ Indicate in this section any external sites/publications on which you will be posting this position
in addition to the Jobs at Princeton site. If none, type None.

e Education Required — You may indicate the highest degree required here, if desired, or leave
the default text, which refers the applicant back to the “Essential Qualifications” section above.

e Department/Hiring Manager Comments — You may use this section to include any information
which you feel may assist the DOF recruiters with their review of the posting.

TR T 3 e 0 5 TS i T

Experience with web marketing in the art world preferred.

T e A

Preferred
Qualifications

This text was copied from
the prior 2 fields and
pasted here to replace
instructional text.

abroad are welcome,

Applicant must have at least an MFA, and must be a working

* JOB POSTING POLICY ’ . . .
artist wha is currently exhibited in at least one gallery.

DOF Adveftising

#

A HR HIRING MANAGER

GUIDE = Text Experience with web marketing in the art world preferred. p
DOF HIRING MANAGER “
* GUIDE Princeton University is an equal opportunity employer and ]
DETERMINING BENEFITS complies with applicable EEQ and affirmative action 1
* ELIGIBILITY FOR DOF lztinne L
STAFF New York L
HIRTNG MAMRAS R Tie Artist's Magazine
TUTORIAL 5 Philadelphia Inquirer , . .
o COMPLIANCE OFFICER'S Indicate whers — yonster,com Don’t Forget: Fields with an
QUICK GUIDE * m_ls job opening ) " R
o HR GUEST USER'S QUICK :)Ic"t‘e’rengl(,:iig ] Asterisk ( ) are requi red. If you
GUIDE . . . .
ST do not include information in the
SuIDE - field, an error message will
« SUMMARY OF BENEFITS m— . .
AT PRINCETON = Education Other-see essential qualifications = appear al’ld yOU WI ” be I'eq Ull'ed
DIRECTIONS TO Reqrd :
* PRINCETOMN UNIVERSITY HR/DOF to com Dlete It.
Comments to
FREQUENTLY ASKED
QUEgI'IDNS Department {
L
» CAMPUS MAP Department,Hiring F
Manager {
* VISITOR PARKING = Comments = )

4 1.

13
o e e A B e b e e T B e T im0, B B £ 85 5, e e e AL, e i, SR e e

e Click on the CONTINUE TO NEXT PAGE button located at the bottom of the screen.

12
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Adding Application Specific Questions

For DOF searches, you may also add position-specific questions (for example, “How many years of
teaching experience do you have?”, “Please describe your field research,” etc.) that will become part
of the application the candidate completes online.

Please be sure the questions you propose to ask an applicant are not personal in nature or in conflict

with Department of Labor Fair Hiring Practice laws. For example, questions about age, race/ethnicity,
and marital status are prohibited. Questions about relevant experience and education are permissible
as they relate directly to the opening you are advertising.

To add a question, click on the “Add a Question” button on the “Posting Specific Questions” page that
follows the Posting Details section.

If you do not wish to add a question, click on the Continue to Next Page button, and see Activating Guest
Users on page 15.

o e o ] e e R T 0 m e i ot T e £ S n e L i et o Pt e £ e PR e P et 4 e ey

EEQ Hire Summary (DOF)
Applicant List Report (DOF)

m

Click here to add a
question

ﬁ Click here to
3
f,
J

# JOB POSTING POLICY

o HR HIRING MANAGER
GUIDE

« DOF HIRING MANAGER
GUIDE

DETERMINING BENEFITS
# ELIGIBILITY FOR DOF
STAFF

o HIRING MANAGER

TUTORIAL . _ continue without
- COMPLIANCE OFFICER'S
QUICK GUIDE ADD A QUESTION i i
. curor unes quick Z adding a question
GUIDE C

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE >> —I

- DOF GUEST USER'S QUIC
GUIDE

- SUMMARY OF BENEFITS
AT PRINCETON

o DIRECTIONS TO -

< .

If you clicked on the “Add a Question” link, the “Add a Question” page is displayed. Click on the
“Create a Question” link.

Search Existing Questions:

Click here to
create a question

Search by Keyword:

m

+ JOB POSTING POLICY

. HRHIRING SEARCH I CANCEL ‘

GUIDE

- DOF HIRTNG MANAGER . ‘
GUIDE Create a Question
DETERMINING BENEFITS

« ELIGIBILITY FOR DOF

.. FEAFE

B bt e o b s M e - ©

I SV Iy S (S O R SR AP PSS SR PSP S S PSP
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On the “Create a Question screen, type your question in the Please enter question text field.

¢ Indicate whether your question is closed-ended (for example, Yes/No) or open-ended (for
example, allowing for a couple of free-form sentences in response).
o0 If the question is closed-ended, click the Closed-ended button and define your possible
responses in the Closed Ended Answers area.
o If the question is open-ended, click the Open-ended button and select the format (short
text, long text, phone, or date) under Open-Ended Answers.

When you have entered your questions and defined the responses, press the “Submit Question”
button at the bottom of the screen.

e T o™ < P T Ry LT R e e T e s e e T T o e e i

D s

7 Create Question Helpy

For closed-ended —— Please enter question text:
. Describe the steps you took to obtain & publisher for your first book.
questions, enter

responses here

T —r

For open-ended
questions, select the
ded (e.g. Do you have experience working in an office environment?) answer Type her‘e

@ Open-Ended (e.q. Describe any wark experience relevant to this Posting.)

. HR HIRING MAI
GUIDE

. DOF HIRING MANAGE
GUIDE

DETERMINING BENEFITS
* ELIGIBILITY FOR DOF =
STAFF Display No Response As: Open-Ended Answer Type:
o HIRING MANAGER Mo Response @ None
TUTORIAL
Short Text (Text < 50 characters)

COMPLIANCE OFFICER'S| = .
. 'QUICK GUIDE Possible Responses (up to 7): Long Text (Text > 50 characters)
Phone

HR GUEST USER'S QUICK
Date

GUIDE

- DOF GUEST USER'S QUIC
GUIDE

- SUMMARY OF BENEFITS
AT PRINCETON
DIRECTIONS TO
PRINCETON UNIVERSITY

- FREQUENTLY ASKED
QUESTIONS

Moo oe W

S SUBMIT QUESTION | CANCEL ‘

oot Aot e i A A e A At —-...\

v
H
]
)
4
:
/
’
t
b
]
3

L i et At m it e e i i i e

On the next screen, you can review your question and define whether your question is required or
optional. You may also:

o0 Click Delete Question(s) to remove this question from the application

0 Click Add a Question to add another question.

I T R e i R P Pl re

{
To add questions that will be asked of every applicant who applies to this position, click Add a j
Question. Click Continue to Next SectionZ-> to skip this section or when finished. ;
* HIRING MANAGER GUIDE To delete, check the box of the guestion{s) you wish 1o delets, then click the Delete Ouestioni's 1
button below. I d X h h h
HIRING MANAGER
* TuTORIAL ] Do you have prior teaching experience at the collegidte level? {Edit) ndicate whether the
SUMMARY OF BENEFITS H H :
* AT PRINCETON ANSWER qUeSTlon 1S requi red or
DIRECTIONS TO H
* PRINCETON UNIVERSITY M lREEpaES OpTlOﬂGI
o FREQUENTLY ASKED Yes 3
QUESTIONS - i
# CAMPUS MAR Is this question required? & Required ) Mot Required i‘
* VISLTOR PARKING DELETE QUESTION(S) | ADD A QUESTION < Cl ICk The Clppr‘opr‘icd'e
o PRINCETON UNIVERSITY
HOME PAGE << RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >3 | button to add or

* INTERYIEW ARCHITECT

__remove a question

O P S S S P P o W S e P TR

When you have finished adding questions for the Applicant, click on the “Continue to Next Page”
button at the bottom of the screen.
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Activating Guest Users

The next step is to create a Guest User Account. If your requisition involves committee review, you
may set up a special account that will be shared by members of the search committee to log in to the
system and view the applicants to this requisition. The guest user account is used by the chair, search
committee members, or additional interviewers.

Guest users are only able to view the requisition(s) to which they are assigned, and any applicants to
those requisition(s), and are not permitted to take action on any of the applicants. When the
requisition is filled, the guest user name and password are automatically deactivated.

To set up a guest user account, click the Activate Guest User link.

e e s i iy S I L e A im0 i U e it it P L = e P et e i S s ot A

1
<

EEQ Hire Summary (DOF)
Applicant List Report (DOF)

& JOB POSTING POLICY

m

Reference Letters

. HR HIRING MANAGER
GUIDE

, DOF HIRING MANAGER 0n this screen, you may create an account that will be used by members of the review committee.
GUIDE
DETERMINING BENEFITS Committee members who log in using this account may view applications and resumes to this

. ;KEFIFBILFW FOR DOF requisition only, and are not able to take action on the applicants.

. ?ﬂgﬁ”mm When finished or to skip this section, click Continue to Next Page.

QUICK GUIDE

- HR GUEST USER'S QUICK
GUIDE

- DOF GUEST USER'S QUIC
GUIDE

. SUMMARY OF BENEFITS
AT PRINCETON

DIRECTIONS TO
PRINCETON UNIVERSITY

. o FREQUENTLY ASKED

COMPLIANCE OFFICER'S
< Activate Guest User

<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> I

i 1 i T 8 et B

CANCEL | PREVIEW REQUISITION |

The system automatically assigns a User Name for this requisition (which will be GU####). You will
need to create and enter a password, which must be between 6 and 20 characters. Note that the
Password is a required field; you must enter a password before you can continue with the next step.

Please record this user name and password so that it can be given to the chair and/or search
committee members, as appropriate.

o HE HIRING MANAGER ~ 71~ [Tréquisition orify, and aré ot bt take actioh on the dppidants, - e e ey
GUIDE
- gl?IFD:IRING MANAGER When finished or to skip this section, click Continue to Next Page.
. Deactivate Guest User
HIRING MANAGER
TUTORIAL
o SUMMARY OF BENEFITS *Required inFormation is denoked with an asterisk.,
AT PRINCETON
DIRECTIONS TO User Name; GUS3674

PRINCETON UNIVERSITY
+ Password:

ztrafct's
« FREQUENTLY ASKED Between & and 20 Characters
QUESTIONS
* CAMPUS MAP
<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE > |

* YISITOR PARKING

Tl Bt 2 e, A ot el A A e il

L T i g P P b L, o 0% o ey A, 8 e B B 8 e et e B By et e e et 2

After entering a password for the guest user, click the CONTINUE TO NEXT PAGE button to proceed
to the final step.

On occasion, you may find that you forgot to define a Guest User ID and password before submitting
the application for approval. You may do so as described in Adding a Guest User ID After Posting the
Requisition, on page 19.
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Requesting References from a Candidate

As a hiring manager, you may ask candidates to provide names and contact information for references
online. If the applicant provides you with a reference’s email address and says it is OK to do so, the
reference provider will be automatically contacted through an email from the Jobs at Princeton system
to provide a letter of reference. The reference provider can then respond by attaching the information
through a confidential web portal without the candidate ever seeing the actual letter.

Note: The size limit for files that can be attached by a reference is 2MB.

The reference letters will be available only to the hiring manager and any guest users of the system.

In addition, once an applicant has applied, the hiring manager can add references for a particular
candidate without the candidate’s knowledge. The candidate will also not be able to see the reference
letter, although the hiring manager and guest users will have access to these letters as well as the
ones from references provided by the candidate.

To start the process, complete the Reference Letters tab as part of the requisition setup.

R R s S T S e T S e e
<< RETURN TO PREVIOUS |

To accept reference =7
letters, change the j
default

Use the fields on this tab to define applicant feference

Replace bracketed text with
the number of references you
want the applicant to supply.

*Required information is denoted with an asterisk,

Will this position accept reference Letters accepted - i
letters?
#* JOB POSTING POLICY ” d d ' b k d
Number of refe lette ired? Mo lettes ired
HR HIRING MANAGER umber of reference letters require o letters require SCr"O owh an r‘ep ace brackete
GUIDE E Instructions to Applicant: <b> Please provide atleast { OF REFERENCES} text with your d epartment contact
« DOF HIRING MANAGER references. If your reference(s) zg;aﬁers‘ﬁﬁ'f To Use emall,
GUIDE (If "Letters accepted” you MUST edit  please have them send tid r to {DEPARTMENTAL hame Clnd Gddr‘ess,
DETERMINING BENEFITS text before continuing). CONTACT & ADDRESS}. Your reference will not be contacted
* ELIGIBILITY FOR DOF f
STAFF Instructions to Refe . Flease dick the Attach link below to begin. Please note that 4
HIRING MANAGER nsiructons ETErEnce: the size of the file you can attach is limited to 2MB. If you 1
TUTORIAL (May be edited) have difficulties submitting your reference, please contart £ !
* Quickeuoe PEAIETR OTT $——— T 556 instructions are included in the
QUICK GUIDE
HR GUEST USER'S QUICK Completed/End Instructions to \We appreciate your providing a reference for this appli .
* Guie Reference: automated email to the reference
DOF GUEST USER'S QUIC i 4
* uroe @ (Haybesdied provider. Scroll down and replace

3 denoted with an astg

bracketed text with your
O PREVIOUS conminue TonexTeace > departmental contact information.

You can also edit the thank you text
that will be sent to the reference.

gt s s |
|H * CAMPUS MAP o
Sl -v=tir S — P i s AT T 5 o e R e e e o S e T P nim e 8 e B e o

You may choose to accept reference letters or not. The default is No letters requested. If you leave
the default, no further entries are required on this page.

Important! If you do not select Letters accepted, even if you do select a number of reference letters
required, the applicant will not be able to submit them.

16



Jobs at Princeton Hiring System — User’s Guide

When you choose Letters accepted, you will have two options:

You may accept reference letters, but not require a minimum number. If you choose this
option, be sure to give full instructions to the applicant. In this case, if the applicant submits
their application without providing the reference information requested, they will not be allowed
to go back in and edit or add to their reference contact information. However, you, as Hiring
Manager, have the capability to delete and add references on behalf of the applicant (see
Adding Departmental References for a Candidate on page 31).

You may require a certain minimum number of references as part of the application. If letters
are to be accepted and you indicate a minimum number (up to 10), the applicant will not be
able to submit their application in final form until they provide reference contact information for
this minimum number of references. If they try to submit their application before doing so, the
system will warn them and save the application for them to return to later, but will not submit it.
The applicant will be allowed to go back in at a later time to add their references along with
their required documents, and then submit the application.

S e s S A e e s A s AT e

b “— To accept references online, you
H lwil:liljemlg position accept reference Letters accepted h h d f I

- - must change the default to Letters
J(; Mumber of reference letters required? Mo letters reqired - | accepted .

< Mo letters reg

; Instructions to Applicant: 1

i) 2

g (If "Letters accepted” you MUST edit |3

; text before continuing). 4 .

¢ : You can then decide how many

5 Instructions to Reference: 5 . b l . d

(" guay e cae : references, if any, must be supplied.
; 10 -

{ GompltedfEnd Ingiuchons o |, Ve zpprecate you piovidng &

In both scenarios, when you select Letters Accepted, applicants will be asked

To provide the reference’s name, current institution, and phone number .

To indicate whether they will allow Princeton to contact the reference automatically through
email, and if so, provide the email address of the reference.

If desired, to enter a personal note to the reference that will be displayed in the email sent
automatically by the Jobs at Princeton system.

Applicants will be asked to alert their references to expect an email from
dofjobs@princeton.edu, to they know it is coming and to respond to it.

Samples of what the applicant and reference providers will see are provided in “Appendix A:
What Do They See?” To set up automatic reference letters, proceed as follows:

Instructions to Applicant: Text entered here will be displayed to provide information to the
applicant on how to complete the Provide References page they will see. Default text is
provided for your convenience, but does require some editing to include your contact name
and address. Other changes and additional instructions can be entered as appropriate for your
requisition.

Instructions to Reference: Text entered here will be included automatically in the email sent to
the reference provider. Again, default text is provided, but can be edited as appropriate. You
must at least replace the bracketed text with your departmental contact information.

Completed/End Instructions to Reference: Text entered here will be included at the end of the
request for a reference, and is an opportunity to thank the reference provider on behalf of the
applicant.
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Submitting the Requisition

You may now review the Requisition for accuracy and completeness. At the top and bottom of the
requisition, there is a Posting Status box.

< If you do not have time to review the requisition now, or there are fields that you know you want to
change, click the Save w/o submit button. This saves the requisition, but does not send it to the
Office of the Dean of the Faculty for review. You can submit the requisition for approval at a later
date.

< When the requisition is complete and correct, click the Submit to Office of the Dean of the Faculty
for Review button to save the Requisition.

Then click the CONTINUE button.

A et e e P S e e M g 8 s P e e T A T e e e e e 02 P i g ot A =

* VISITOR PARKING Edit &) Printer-Friendly Yersion

4

PRINCETON UNIVERSITY R s

* HOME PAGE Posting Status I

* INTERYIEW ARCHITECT (;:. Save wjo submit f
* NI-HERC ) submit to the Office of the Dean of the Faculty For Review

canceL | [coninue | E

= DOF FORMS [

L e T LT TR

To complete this step and save your requisition, click on the CONFIRM button. Note that the details
of your requisition are NOT SAVED until you complete this_step.

Ty T £ D g ST £ me et T e s AT e T i = e et e 8 e e s o m P T e e e =i g e

The following request is about to be submitted

T Sa—y

Posting Status

* JOB POSTING POLICY GSave w/o SEhau

- HR HIRING MANAGER GO BACK | CONFIRM I
GUIDE

SIS S PR e e

m

| P————

The requisition will be reviewed by the Office of the Dean of the Faculty and, upon approval, posted to
the Jobs at Princeton website. Your posting will remain in Pending status until it is approved by DOF.

On occasion, a requisition may be returned to you by DOF for corrections or changes. In this case
you will receive an email prompting you to log back into the site and update the requisition using the
Edit feature. To update a pending requisition:

e On the Jobs at Princeton web site, select View Pending from the Job Postings menu.

e When the pending requisitions are listed, click the View link below the requisition you need to
edit.

e Atthe top of the requisition is an Edit link. Click the link to edit the requisition.

-
!
3
i

Fleasa: review the details of the pasting carefully
o e || L To oo he posing wihos makng aml Note: When you edit data, you must

|||||||

review the entire requisition, as some
other fields may revert to the default.

BfEFITS
OR DOF

MERERG MASAGT I

Lo SoueLancE OFFICERS | LTSI o s caminn

e When complete, resubmit to DOF again through the same process outlined above.
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Managing Requisitions

Adding a Guest User ID After Posting the Requisition

On occasion, you may find that you forgot to define a Guest User ID and password before submitting
the application for approval. You may do so after the approval of the posting by selecting View Active
in the Job Postings menu, and following the steps below:

Click on the View link under the Position Title
Next select the “Guest User” tab

Enter a password for the Guest User id
Select VIEW POSTING SUMMARY

Click on CONTINUE

And finally click on CONFIRM

Please record this user name and password so that it can be given to the chair and/or search
committee members, as appropriate. If you do not note this information or forget it, please contact a
DOF recruiter and they can look it up for you.
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Viewing Applicants To Your Requisitions

You may view active, pending or historical requisitions by selecting the

appropriate option from the Job Postings menu:
View Active: To see requisitions that are either:

e currently posted on the applicant site, or
e no longer posted but contain applicants still under review
View Pending: To see requisitions that are either:

e waiting for final review by DOF and/or HR, or

e approved by DOF and/or HR but not Active on the applicant
site

View Historical: To see requisitions that are either:

o filled and are no longer listed on the applicant website, or
e cancelled and therefore not listed on the applicant website

To view applicants to active requisitions:

Pr——

After logging into the system, click the View Active option under and a list of active

requisitions is displayed. Notice that you can see how many applicants have applied, as well as other

administrative information about the requisition.

arrow next to the column title.

e R T e e i i T L i s g it e R i g eim T LA s S m e i e

To view the position details, click on the "View" link below the Title. To sort by any column, click on the

o HR GUEST USER'S QUICK
* urpe

PP

* JOB POSTING POLICY
£| |2 Records
HR HIRING MANAGER
GUIDE v] v] (A] (Al v]
o DOF HIRING MANAGER
GUIDE
DETERMINING BENEFITS Vis Asst ) 1000868
* ELIGIBILITY FOR DOF Professor Sodiology - 275 Get Reports List 2 11-17-2010
STAFF View SELReparts Lst
HIRING MANAGER Lecturer 1000867
- .
TUTORIAL View Sociology - 275 Get Reports List 1] 11-16-2010
o COMPLIANCE OFFICER'S
QUICK GUIDE

. Click fo see details on the posting

09-01-2011

09-01-2011

[v)

Posted

Posted

T At i A

o e

TS

To view the details of a specific Posting (including the description and the applicants to that Posting),
click on the View link below the relevant title.
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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 Requisition.

# JOB POSTING POLICY
. HR HIRING MANAGER
GUIDE

. DOF HIRING MANAGER
GUIDE

DETERMINING BEMEFITS| 3
#* ELIGIBILITY FOR DOF
STAFF

= HIRING MANAGER
TUTORIAL

« COMPLIANCE OFFICER'S
QUICK GUIDE

HR GUEST USER'S QUICK
GUIDE

- DOF GUEST USER'S QUIC
GUIDE

. SUMMARY OF BENEFITS
AT PRINCETON

DIRECTIONS TO
PRINCETON UNIVERSITY|

. FREQUENTLY ASKED
QUESTIONS

* CAMPUS MAP

* VISITOR PARKING

PRINCETON UNIVERSITY
HOME PAGE -

P E—

b S a5 7 T T e S T e T e g oty i

EEQ Hire Summary (DOF)
Applicant List Report (DOF) i

specific Questions Guest Use

Active Applicants

CHANGE MULTIPLE APPLICANT STATUSES |

== VIEW MULTIPLE APPLICATIONS |
Minimum Score:

3 Records
& @ al v }
McClanahan, y L
" ] Submitted 1of3 )
Pl [RREERTERE ) g Hetor) 01072011 Chance Manage 1
Res/CV —_ Status References 1
ADD 3
. Teach |lqy . J
Pumpkin, Peter ot Biblio fFub o Submitted 2o0f2
View Fac/Acad L= 0 ﬁ‘d 01-07-2011  Chance Manage j
App curtt |l Resicy S Status References
Taylor, Jessica Teach || Submitted Dof2 }
Curltr
VewFacad It SME o HSOW 51570011 hance Manage )
App Res/CV Status References 4{

V| Active Applicants

Indude:
Inactive Applicants

VIEW MULTIPLE DOCUMENTS | J

Applications [ documents will open in 2 new window, To print,
. Flew = Drist. afer denmantssnnaat inthas windoas, e on

From this page, you can:

< Sort and view applicants by different criteria

Print applications and documents

<>
< Change an applicant’s status
<>

View and manage references for this applicant
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Sorting and Filtering Applicants by Different Criteria

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

R P

S S e e e TP

Active Applicants

- DOF GUEST USER'S QUIC
GUIDE

- SUMMARY OF BENEFITS
AT PRINCETON

QUESTIONS

* CAMPUS MAP

* VISITOR PARKING

PRINCETON UNIVERSITY
HOME PAGE -

P

EEQ Hire Summary (DOF)
Applicant List Report {DOF

CHANGE MULTIPLE APPLICANT STATUSES ‘

b = -
Incude: Active Applicants

Inactive Applicants

the applicants you want
to see, and then click

PRIICETON UNIVERSITY Click the checkbox for
- FREQUENTLY ASKED Minimum Score: ATIONS

CUMENTS

e b o it L A

Click one of these arrows

3 Records to sort by that column.
+ J0B POSTING POLICY
. HR HIRING MANAGER (4] (4] (4] [v]
GUIDE
McClanahan, .
DOF HIRING MANAGER s ) 1 Submitted 1of3
. )
GUIDE L VD‘"":"" P Eimey MEE 0 Hp'ftl 01072011  Change Manage
DETERMINING BENEFITS A—f—'e“ ag/ e ResfCv Haies Status References
* ELIGIBILITY FOR DOF 40
STAFF Teach ||
HIRING in, Peter —--= "Biblio/Pub o Submitted 20f2
* TUTORIAL View Fac/Acad = 0 ot 01072011 Change Manage
, COMPLIANCE OFFICER'S App CwrLtr "' Resfcv — Status References
s — Taylor, Jessi Teach || Submitted 0of2
aylor, Jessica (=1 Cur Lir . ubmi o
o HIR GUEST USER'S QUICK View FacfAcad m ==L g Hetorv)  gro72011  Charae Marage
App Res/CV Status References

T

LR —

windowr, To print,
RefrleSh that window,
REFRESH Documents may take several minutes to load,

T ) AP PP

You may also choose to show Active Applicants, Inactive Applicants, or both. This is performed by
checking the boxes for Active Applicants (those still under review) and Inactive Applicants (those no
longer under review). Click the REFRESH button below these selections to update the screen.

Tip! Applicants are defined as Active or Inactive by virtue of the Status assigned to them by the Hiring
Manager (see Changing the Status of Applicants on page 27 for more information).
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Viewing and Printing Documents (Resume and Cover Letter)

This process is very similar to printing applications except that the documents appear in the Adobe
Acrobat Reader software. This preserves the formatting, and helps prevent 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 for the document under the column labeled Documents in
the Active Applicants area.

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. You can either click on the printer icon located in Acrobat’s toolbar or click on the File menu
option and then click the Print option.

Note: The documents you view or print using this option will also include any reference letters
received for the candidate to date.

e R = < e e 2 Y i R 4 1 8 e P
sting Specific Questions Guest Use
Active Applicants Click the document link to view and
T — print a single document, or...
[A] [A] [v] 1
McClanahan, N
A " Submitted 1of3 H
Dorothy abiorub ! cur 1o derd  groranit heme M ..click the checkboxes
* JOB POSTING POLICY View Fac/Acad Notes
hon ResfCV Status References f Th d . d
HR HIRING MANAGER Teach I or e desire
GUIDE Pumpkin, Peter 12250 Ul ibjio Pub ) Submitted 20f2 .

o DOF HIRING MANAGER View Fac/Acad Int . 0 H—‘Hsnbgs 01-07-2011  Change Manzge GpphCGnTS and then
GUIDE L App Cur Lir Res/Cy —_— Status References I k h .
DETERMINING BEMEFITS click the VIeW

* ELIGIBILITY FOR DOF Taylor, Jessica Teach || Submitted 0of2 .

STAFF view Fac/Acad Int S 0 Hﬁﬁés 01-07-2011  Change Manage 1 MUH’Iple Documents

o HIRING MANAGER App Res/CV Status References b d
TUTORIAL 1

utton to view an

, COMPLIANCE OFFICER'S CHANGE MULTIPLE APPLICANT STATUSES |
QUICK GUIDE : I"inf agroup o

» HR GUEST USER’'S QUICK p 9 p f

ocuments

o DOF GUEST USER'S QUIC VIEW MULTIPLE APPLICATIONS |
GUIDE Minimumn Score:

+ SUMMARY OF BENEFITS
AT PRINCETON e 7] Active Appicants VIEW MULTIPLE DOCUMENTS
DI ECTIOnS S0 Incuses Inactive Applicants
PRINCETON UNIVERSITY £ R e e e Te T T,

o FREQUENTLY ASKED select File > Print after doouments appear in that window,

R REFRESH Documents may take several minutes to load,
* CAMPUS MAP
R T (at BrTine CONTINUE TO NEXT PAGE >> |

R e P £ T 3 o T e e S e e, e st e e A e, S A st e, T e e e e8P Amnm

A new window will appear (it may take several moments to load) in Adobe Acrobat Reader. This
window contains the selected document. If you selected multiple documents, the Reader window
contains a single file that includes all of the documents for the selected applicant(s), one after the next.
To print the document, you can either click on the printer icon located in Acrobat’s toolbar or click on
the File menu and then click the Print option. To close the window, simply click the X in the upper

right-hand corner of the window (this will NOT log you out of the system — it will return you to the list of
applicants on the “View Posting” screen).
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Viewing Reference Letters

The References Received column indicates how many references have been requested and how

many have been received.

S S S S I PV N

By clicking the Manage References link for a candidate, you can:

- eam =
Active Applicants 3
E
3 Records
(&) (al al vl To view
McClanahan, 1 Submitted 1of3 documenTS, Gdd
Dorothy Biblio/Pub "* Cvr Lir Histor
- _ a 01-07-2011 Change Manage
..
+ JOB POSTING POLICY EEELI_FEE lAcad Tl Notes Stabs References references , or
HR HIRING MANAGER G-H-ach
.
GUIDE Pumpkin, Peter T?:fh 1 giblio fpubs Hitor Submitted 20f2
DOF HIRING MANAGER View Fac/Acad - 1] 01-07-2011 Change Manage H H
* Guine L App curte !l Resicy bintes Status References mClTeI"ICIIS, CIICk
DETERMINING BENEFITS| M
+ ELIGIBILITY FOR DOF i i anage
o T_ziyk}r, Jessica Teach || Cur Lir Histor Submitted Oof2 9
View Fac/Acad Int — a Notes 01-07-2011 Change Manage 1 R
S BAop Res/CV Status References eferences
, COMPLIANCE OFFICER'S CHANGE MULTIPLE APPLICANT STATUSES |
I GUIDE . | L o e e e i

e View, edit, or delete the information for a reference—click the appropriate link under the

reference name

o View the documents submitted by a reference provider—click the View link under References

e Attach the materials on behalf of a reference provider if the reference sends the letter to you
directly rather than to the Jobs at Princeton portal link—click the Attach link under References

e Add references for this candidate (see page 31.)

To add a file on behalf
of the reference, click
Attach.

Tip! The Attach link is only displayed
if no materials have already been
submitted. If a reference provider
wants to submit an updated letter,
you will need to remove the existing
file before the reference will be able
to attach an updated file.

i e ol i Ll 8 P o T R 2 5 e R P S 4 5 R S P L bS R ot et
To Add A New Entry: Click the Add New Entry button. 3
To Edit An Entry: Click the Edit link for the specific entry. ’
To View An Entry: Click the View link for the specific entry. b
To Delete An Entry: Click the Delete link for the specific entry.
3 Records j
« JOB POSTING POLICY
o HR HIRTHG MANAGER | = o u u i
GUIDE
o DOF HIRING MANAGER ::glf o i
GUIDE nahan
- - https: {/cs 170 .peopleadmin, comiuserfiles/Central?
DETERMINING BENEFITS| view lgqit  cukibaker@opt 40&371{37499 aacn
+ ELIGIBILITY FOR DOF .
A e To delete a submitted j
TUTORIAL - Ml’\vak fil lick R serfiles/Cenal? s
. view gt lean@prince e, clic emove. X’ At i
Click to return to T
. . Sl https://cs 170, peopleadmin. comuser fles/Central? i ]
Active Applicants | e lles  eomeemnes Res el et o :

referenceld=894350_2_4050940750925926

page Delete
I ADD NEW ENTRY 1
o FREQUENTLY ASKED
QUESTIONS
« CAMPUS MAP | SUBMIT LIST OF REFERENCES AND/OR RETURN TO POSTING>> |
LG =l ., AR

To display a PDF of
the submitted
material, click View.

Guest users may also view the references submitted for candidates. However, they will have view-only

access.

Samples of what the reference providers will see on the portal, and the emails they will receive, are

included in “What the Reference Provider Sees” on page 38.
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Viewing and Printing Applications

To view and print a single application, click the View Fac/Acad App link under the applicant’'s name
from the "Active Applicants" page.

S O U O R SR e e P e e e e Rt e T s o i et s

Active Applicants
* JOB POSTING POLICY 4 Records
. :lI}III;IéRING MANAGER | (4] (A ek th i
Click the View Fac/Acad App lin
. 33[':)2“]:"6 MANAGER James, Henry Teach Histor Subrmit pp
DETERMINING BENEFITS ;EEMFE bl | Notes 017152008 cshﬁ for an appllcam’ to view and then
* ELIGIBILITY FOR DOF | . K X
STAFF Roosevelt, swmt Print the application
Ol 2 F=D llgesjcy 0 Histow/ gy 193008  Change manage
TUTORIAL View Fac/Acad Lt MNotes Sl References O
o COMPLIANCE OFFICER'S App
QUICK GUIDE Trinney, Seth I T Submitted 0af2
Il e O O PO = =L ol L S P R 1< Y - - - =

When you click on the View Fac/Acad App option, a separate window opens to display the application.

To print the application, you can either click on the printer icon located in the browser’s toolbar or click
on the File menu option and then click the Print option. There is a signature line at the bottom of the
page for obtaining the applicant’s signature.

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

-

& . .
e BEE Click here to close this
https: [/cs170. peopleadmin.comjuserfiles/jsp/shared/applicationiPrintableApplication. jsprtime=1232396410781 v % .
; window and return to
o fi - B @ - [ese - (iTods - @ the View Posting page
XN A
5 - . . : Employment
PrincetonUniversity An':)liZation
Click here to print the

Requisition Number: Job Title: apphca'tlon

0800790 Lecturer

Personal Information

Last Name: First Name: Middle Name: Other names you have been known under:

Roosevelt Franklin

Address: Address 2 City: State: Zip Code: Email Address:

316 Washington Ct. Trenton NJ 08629

Home Phone Number: ‘Work Phone Number: Cell Phone Number: ‘Which of the above phone numbers is preferred?

609-510-3389 K Cel
Home
Work

Are you currently employed by Princeton University? . .

o References will not be listed here for
References / the online Reference Letters feature.
Mame of Reference: Current Institution: Phene Number: Email Address: May we contact this This Sec‘rion is used Only by HR‘

person?

Supplemental Questions

|Hnw did you hear about this position? |

PAC-Packet Publications v

& mternet #100% -

Note: If you are using the Reference Letters feature, as described on page 16, a listing of references
will not display here. Access the references as described on page 24.
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Viewing an Applicant’s History

While in the Active Applicants screen as shown on previous page, you may view an applicant’s history
by clicking on the History/Notes option under the Link to category .

e A b i e R e e % 8 P et b n s s P S et R s e tm i

L
11 4 Records ]
.‘Jr (A] [A] v]

4

.(" James, Henry Teach |lo, 4y Submitted 0of3

3| View Fac/Acad Int I 1-15-2009 Change Manage |

3| Amo Res/CV Status References

5

H

3 gme“' c Submitted 20f4

N | lpesicy -19-2009  Change Manage 0

i e == Status References

3| App

[ T P, pon e Sirmitedh Dafa

Each time an applicant changes status (e.g., submits their application, withdraws their application, is
no longer under consideration, etc.), a record is made automatically in the History/Notes section,
which is viewable on this screen.

e g e 2 e e P g i o P R e e P e e

~iae:  Roosevelt; Franidin <

01-19-2009 11:21 AM Applicant

Incomplete - Attached Application

B it SR ST il

01-19-2009 11:23 AM Applicant
Incomplete - Answered Questions
01-19-2009 11:26 AM Applicant
RAR0t BUSTIRG BOGICY, Incomplete - Frovided References
o HR HIRING MANAGER
GUIDE 01-19-2009 11:27 AM Applicant ]
DOF HIRING MANAGER N
* GUIDE NOTE:
DETERMINING BENEFITS Document Associated (Resume/CV_01-19-09_10-25-27CT)
+ ELIGIBILITY FOR DOF
i 01-19-2009 11:34 AM Applicant
HIRING MANAGER NOTE:
TUTORIAL Document Associated (Cover Letter_01-19-09_10-27-25CT) 4
, COMPLIANCE OFFICER'S
QUICK GUIDE 01-19-2009 11:36 AM Applicant
o GUEST USER'S QUICK
L Incomplete - Attached Documents
] SUMMARY OF BENEFITS
AT PRINCERCS 01-19-2009 11:36 AM Applicant

DIRECTIONS TO
PRINCETON UNIVERSITY

= FREQUENTLY ASKED
QUESTIONS 01-19-2009 11:36 AM Applicant
& CAMPUS MAP

Completed Application Process

Click to return to the

Submitted
+ VISITOR PARKING M .
01-19-2009 3:42 PM Reference View POSqu page
o PRINCETON UNIVERSITY
HOME PAGE NOTE:
« NI/EPA/DE HERC Letter of Reference Associatgd(3)
01-19-2009 3:43 PM, Reference

+ DOF FORMS
NOTE:
Letter of Refel

RETURN

e 0 s A A S 8 A O S o R A b A A T A e B B M o

ce Associated (1)

Common History entries you may see for each applicant include:

Incomplete — Attached Application (the applicant clicked “Apply to this Position”)
Incomplete — Attached Questions (the applicant clicked “Submit Questions”)

Incomplete — Attached Documents (the applicant clicked “Finished Attaching Documents”)
Completed Application Process (the applicant completed all necessary steps to apply)
NOTE: Letter of Reference Associated (n) (the nth reference provider has attached a letter)

Others may appear, depending on your department’s hiring process.

The Modified By column shows you who was responsible for moving the applicant through that step.
An action taken by Template or System Generated indicates that the system automatically moved
the applicant through that step in the process.

Click the Return button to return to the previous screen.
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Managing Applications

Changing the Status of Applicants

While in the Active Applicants display on the View/Edit Posting page, you can change the status of
applicants as you review their applications.

To change the status of one applicant, click the “Change Status” link under the Status column in the
row corresponding to the applicant.

To change the status of multiple applicants at the same time, check the box below the “All/None”
column for each applicant that you wish to change (or click the “All/None” link), and then click the
button labeled Change Multiple Applicant Statuses.

e o B o s i 7 R P T e PR T e S e S [ i £ e R et e R B e

Click the link to change the

EEQ Hire Summary (DOF)
! status for one applicant, or...

Applicant List Report (DO)

® JOB POSTING POLICY Active Applicants
HR HIRING MANAGER

* o S ..select the checkbox(es)
DOF HIRING MANAGER .

* Goroe o n (a) V] and then click the Change
DETERMINING BENEFITS| . .

* ELIGIBILITY FOR DOF Mecanaban, — 1of3 1 Multiple Applicant

Dorothy Biblio/Pub '’ Cur Lir History,

, HIRING MANAGER View Fac/Acad 0 Notes 0107 Chence [ 3 Stat button to ch
TUTORIAL Aop ResjCy Status References 3 aruses button 1o C Gnge
COMPLIANCE OFFICER'S J .

* QUICK GUIDE Pumpkin, Peter Telgfh Il Biblio pub tor Submitted 20f2 the status for muﬁ'lple
HR GUEST USER'S QUICK View Fac/Acad — 0 Notes 01-07-2011 Change Manage J .

* CUIDE Apo curte N Res/CV DotEs Status References appllcanfs
DOF GUEST USER'S QUIC

® GUIDE Taylor, Jessica Teach || CurLtr Histor Submitted 0of2

. SUMMARY OF BENEFITS View Fac/Acad Int — a Notes 01-07-2011 Change Mf:nage (

AT PRINCETON App Res/CV — Status References 4

o DIRECTIONS TO CHANGE MULTIPLE APPLICANT STATUSES | ;
PRINCETON UNIVERSITY 3

o FREQUENTLY ASKED
CAMPUS MAP

: VIEW MULTIPLE APPLICATIONS ‘ }

Minimum Score:
® VISITOR PARKING
v i VIEW MULTIPLE DOCUMENTS
PRINCETON UNIVERSITY Indude: Active Applicants ‘
HOME PAGE - Inactive Applicants _
Applications / documents will open in a new window. To print,
e r— N AT S e i vy e

If you selected a single applicant, the Change Applicant Status page shows only the line for that
applicant. If you selected multiple applicants, the Change Applicant Status page allows you to change
all the selected applicants to the same status at once, or to change each selected applicant’s status
individually.

) Use this line to make
7 Cha For All Applicants: Status GenderfRace Mot Hired Reason
} . PP the same change for

Application Withdrawn R e Choose Option Below: .
all selected applicants

1

SR

§

o

% :I‘::r?’ Teach Int Choose Option Below: | Use These 'IHCS To
) View britted .

| Fahem o ST . * make different

i App

! Trinney changes for each
T:’ seth Choose Option Below: | % .
Puew S (e v v selected applicant
b Faciacad  ResiCV

{ amp

} | ‘CONTINUE TO CONFIRM PAGE >> | RESET TO ORIGINAL STATUS | CANCEL ._j

e R e A A R B S o AT Tt i e e I e o S s A e et i A
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A drop-down list of the possible statuses appears under the Status column. Select the new status for
each applicant, and then click the Continue to Confirm Page button.

Note: Only DOF recruiters will be able to change an applicant’s status to “Hired.” Please coordinate
all hiring decisions with the DOF recruiter who is assisting you with the search. For further information,
please see Hiring a Candidate on page 33.

On this screen, you may also indicate the gender/race for candidates that have been interviewed in
person.

To reset the statuses to their original values, click the Reset to Original Status button. Click Cancel
to return to the previous screen without saving your changes (if you wish, for example, to edit your
selection of candidates).

After clicking the Continue to Confirm Page button, you will come to a confirmation page. Select the
Save Status Changes button to complete the action. Select the Cancel button to return to the
previous screen to edit your changes.

S S U A 0 S = &
{
3
¢
¥
1 James, Henry Teach Int
—, View Fac/Acad A Cur Lir Not Interested (DOF)
I Res/CY
& .
i Trinney, Seth Cur Lir
] View Fac/Acad App e Not Interested (DOF)
i
i
H| SAVE STATUS CHANGES >> | cancer |
)

:

o S st s A A
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Ranking Candidates Within Your Online Pool

You may rank and group the most promising applicants who have applied online to a DOF requisition
by using the Status attribute. When you assign a tier status to your candidates, you can then use the
sorting option to bring them to the top of the list for convenient review.

Ranking is optional, and as the hiring manager, you may decide whether or not you wish to rank
candidates for a particular requisition.

There are a few preliminary statuses (i.e., pre-hire) that you may use to rank your top candidates after
your initial review, and before your final interview and decision process:

e 1% Tier of interest—for your top candidates

e 2" Tier of interest—for your secondary level candidates who are of possible interest, but not
top candidates

e 3" Tier of interest—for any candidates remaining who are of some interest and can be
grouped together as such.

Multiple candidates may be ranked with the same tier statuses, so you can separate your promising
applicants into groups.

Notice that on the View/Edit Posting screen, that you may sort by these rankings and they will appear
at the top of the screen. This should be particularly helpful to any Guest Users you may have who are
reviewing the applicants’ information online so they can be focused quickly and directly on the most
likely applicants and their materials.

Active Applicants

! 4 Records _—~——— Click arrow to sort
by Status

P

{ Jam \

i 5 eS, Teach || Cur X 1st Tier of 0of 3

3 lenry Int Lir [1} Histor 01-15-2009  Interest (DOF) Manage

4|  View Fac/Acad MNotes ch Statu Refe Fl

| App Res/CV. Change Status | References

i

H Roosevelt,

b . 1st Tier of 2of 4

;| Framkdin S llpesicy o MY g149-2009 Interest®OF) | Manage

\ AIE“ Eimif = 2iEz Change Status . .
3| Ao WEE—— Tion of interest
<| Trinney, Seth . 2nd Tier of 0of2

| View Fac/Acad % Hgesicy 0 Hr'f;’g;s 01-19-2009  Interest (DOF) Manage a statuses
3 App = Change Status References

¢

¢| Trumble,

1 . 3rd Tier of 0of2

i) -:I_illlﬁ: et % gesjcy 0 H—ﬂrhstg 01-16-2009  Interest (DOF) Manage il

: &E‘; Eimif = 2iEz Change Stab.ls) References

S

CHANGE MULTIPLE APPLICANT STATUSES
e s e

[ e e

Once you select other statuses, such as Interviewed but Not Hired, Finalist, etc., the applicant
moves out of the high level ranks and will appear under the new status categories in the Status
column, including moving to Inactive Applicant, when appropriate.

Note: If the applicant moves to an inactive status, you will need to check the Inactive Applicants
checkbox and click the Refresh button to see the applicant in the Inactive Applicants list.

The tier ranking status will continue to be viewable as part of the applicant’s history (see page 24).
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E e e T e e T T
1 Active Applicants )

)

4| 3 Records

3

( [al n a] a] |

i fl"’e'r‘l‘r"f" Teach || Cwr istor 1st Tier of 0of3

] i Int Lir 1] 01-16-2009 Interest (DOF) Manage

(? :EE Fac/Acad Res/CV Botes Change Status References ] 1

E };::ﬂﬂe; Cvr |l Histor S o N

H e 0 Hlpesjcy 0 01-16-2009  Interest (DOF M

| denrahad b Notes e When the Status changes, the
!l Roosevel, bora applicant moves out of the
;| Franklin Cvr || History/ . Finalist (DOF) . .

; View Fac/Acad  Lir Res/CY g MNotes UL Change Status R:‘i%cges Fl Tler‘ed pﬂr‘T Of The “ST
5| Ao FElerences

i CHANGE MULTIPLE APPLICANT STATUSES |

§

‘3 Inactive Applicants .

4 Depending on the Status

1| 1 Record .

change, the applicant may

i 4] (A A] v] : :

j become inactive.

Iz Trinney,

4| seth o i . Interviewed Mot Dof2

A view L—;r Res/CV 0 rlfon;s 01-19-2009 Hired (DOF) Manage 0

| Fac/Acad = Change Status References

7 Ao

{ CHANGE MULTIPLE APPLICANT STATUSES |

;

|

: Mirii . VIEW MULTIPLE APPLICATIONS |

‘ inimum Score:

Active Applicants VIEW MULTIPLE DOCUMENTS |

; Indude: ] ]

ks‘ Iaciebnl Apolications / documents will ooen in 2 new window, To orint,

ll—— To see inactive applicants, you must check this

o s

box and click Refresh.
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Adding Departmental References for a Candidate

The References Received column indicates how many references have been requested and how
many have been received. In addition to the references the applicant has requested, you can enter
other references that you want to solicit for this candidate or from whom you have received unsolicited
materials that you want to add to the candidate’s record. To add a new reference, click the Manage
References link for the applicant.

i Active Applicants 3

H E

<| 4 Records

3

HE O n (4] (v) {

L

/

i| lames, Henry Teach || : Submitted Dof3 .

1 Teach -

Y| ViewFac/Aced It LT Hﬁxs 01-16-2009  Change Manage 0 Click Manage References
‘| App Res/CV Status References 1' dd f

i D

7 oa a hew rererence
i I;nranklin " o | | Histor: Sl mis

{| VewFachc [y RV 0 g 0-s209  dee  Mmee 4 provider.

4| ADD S T

I E

H T Seth i Submitted Dof2

|, ewgack Gr Il TR B R ORI Sesn g T

On the Manage References page, the current reference providers are listed.

T e

+ JOB POSTING POLICY

o GUEST USER'S QUICK
GUIDE

o SUMMARY OF BENEFITS
AT PRINCETON

DIRECTIONS TO
PRINCETON UNIVERSITY

o FREQUENTLY ASKED

* VISITOR PARKING

* DOF FORMS

view || Egit lEan@princeton. edu

Delete

Jill
Endicott
View 1} Edit lean@princeton. edu

= 1} Edit lean@princeton. edu

A hiring manager may view, delete, or
edit the information about a reference.

referenceld=769337_2_3983043435335548

https:/fcs 170, peopleadmin. com/userfiles/Central?
referenceld=769337_1_3983043377249228

Attach

Remaove I View

4 Records
+ HR HIRING MANAGER L
GUIDE (] V)
o DOF HIRING MANAGER
GUIDE i
DETERMINING BENEFITS g:'“s
* ELIGIBILITY FOR DOF SCSNE
https:/fcs170. peopleadmin.comjuserfiles/Central? Il !
STAFF view !l i Iean@princeton.edu referenceld-769337 3 3983043523950617  Lomove TView
o HIRING MANAGER o R
TuTORIAL D= If this is blank, the
o+ COMPLIANCE OFFICER'S Jack i
QUICK GUIDE H
Sprat https:/fcs 170, peopleadmin. comjuserfiles/Central? I"efel"ence WGS IISTed by

the applicant.

https:/fcs170. peopleadmin.comjuserfiles/Central?

= referenceld=769337_4_3983062424278549

Attach

| SUBMIT LIST O

F REFERENCES AND fOR RETURN TO POSTING> >

1

it A A A AT o A e AR AR R e e A A e 0 0 i e B e A e s s

QuESTIONS 2R A Yes or No indicates that the
* CAMPUS MAP :::!i:g / 1

Hiring Manager added this

PRINCETON UNIVERSITY Delete r'efer'ence. YCS means The
HOME PAGE R : .
« Wo/EpA/E HERC { applicant will not see this

reference on the Application
Status page.

To return to the list of postings, click the SUBMIT LIST OF REFERENCES AND/OR RETURN TO

POSTING button.

If you click on the Add New Entry button below the reference list, the displayed page is expanded to
include a section similar to the one the applicant sees when they enter references to be contacted (a
sample of what the applicant sees is provided on page 36). However, for the hiring manager, there is
an additional option to hide this reference from the applicant’s view, so they will not be aware that the
person was contacted for a reference.

Note: The applicant can never view materials submitted on his behalf by a reference provider, whether
he provided the reference himself or not.
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« JOB POSTING POLICY
A HR HIRING MANAGER
GUIDE

DOF HIRTNG MANAGER
GUIDE
DETERMINING BENEFITS

* ELIGIBILITY FOR DOF
STAFF
HIRING MANAGER
TUTORIAL

A ‘COMPLIANCE OFFICER'S
QUICK GUIDE

A GUEST USER'S QUICK
GUIDE

o SUMMARY OF BENEFITS
AT PRINCETON

o DIRECTIONS TO
PRINCETON UNIVERSITY

A FREQUENTLY ASKED
QUESTIONS

* CAMPUS MAP

a new entry at this time, dlick Cancel.

* Required information is denoted with an asterisk,
* Name of Reference
Reference Current Institution

Reference Phone Number

Allow our system to email this
Reference Automatically?
(Recommended - MUST provide email
address below)

e — e

el T T e e o T T e e il Yo T
Add New Entry

To add a new entry, complete the following fields and then click Add Entry. If you do not wish to add

p

- By allowing us to email your Reference No Response

Provider automatically, your
Reference will be able to upload their
Letter of Reference directly into our
system, and you will be able to track
whether we have received the
Reference.

Reference Email

If you don't want the reference to
be contacted automatically by email
(if, for example, a non-solicited
reference has been sent that you
want to add to the applicant’s
record), select No.

f
i

* VISITOR PARKING

/—!— Text entered here will

appear in the email the
reference receives

PRINCETON UNIVERSITY
HOME PAGE

Add @ Personal Note to the Automated

Email: 1
ADD ENTRY

CANCEL

B AT AR A o 8 0 R 9 et S S S o S8 g s A J

* NJ/EPA/DE HERC

Hide from Applicant?
* DOF FORMS

To hide the reference
from the applicant,
select Yes.

To add a person to the candidate’s reference list, complete the fields and click the ADD ENTRY
button. If you indicate that you want the system to automatically contact the reference and you provide
an email address, the system will automatically send the email when you click the ADD ENTRY
button. You are returned to the list of references, which shows the new entry.

To see a sample of the email and link that will be sent to the reference, see “What the Reference
Provider Sees” on page 38.
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Hiring a Candidate

Only DOF recruiters will be able to change an applicant’s status to Hired. You must coordinate all
hiring decisions with the DOF recruiter who is assisting you with the search.

When you are ready to identify a specific applicant(s) as someone you would like to hire, contact the
appropriate DOF Recruiter and submit an appointment recommendation form to our office. You will
notice that the appointment forms now provide a space for you to indicate the Jobs at Princeton
requisition number. Providing this number will be extremely helpful in our efforts to keep our records
in sync.

For DOF postings, there may be only one hire on a single requisition, or you may indicate multiple
applicants to be hired on a single requisition.

This latter option is particularly useful to departments that may have an “open” posting (for example,
for multiple postdoctoral hires in their department from a single requisition) which is left open for up to
a year. There is no need to close and open a new search after each hire in these cases. As the year
progresses, you may note that there are multiple people indicated with a Hired status on the “View/Edit
Posting” screen. When an open requisition is to be closed, the final hire will be made by the DOF
recruiter and the posting will be removed from the web and closed. After one year, if you wish to
continue posting an open search, a new requisition will need to be submitted and approved (see
Creating a Regular Requisition on page 7).

) ) ) s e e SRR - R ¢ = e A £ -
All hires will require the regular « CaMPUS MAR . — lites' o :

i Wong, ¥ 4
appo'ntment paperwork to be * VISITOR PARKING Vi:\:lg:ac ‘.:::3 © Res/CY 0 % 08-05-2008 i
submitted to us. Please notice INCETON UnGVERSITY fop iR 1
the link to the DOF Forms site at * HomE pagE CHANGE MULTIPLE APPL

the bottom of the left menu bar for # INTERVIEW ARCHITECT

your convenience. - e _d

< @ Minimum Score: wj
i b

[
4
< * Active Applicants VIEW MU

Terbids

—
& 3

The candidate will not be indicated as “Hired” in the Jobs at Princeton site until all the appropriate
appointment paperwork and supporting materials are received by the Office of the Dean of the Faculty
and the appointment has been approved. After that point, the person will be processed as a hire in
the PeopleSoft Human Resources Management System (HRMS) and the workflow manager in your
department will receive email notification that the person is now finalized.
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Administrative Functions

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, should you leave your computer, we strongly
recommend that you save any work in progress and log out of the system by clicking on the LOGOUT
link located on the left side of your screen.
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Appendix A:
What Do They See?

This appendix shows what applicants and reference providers see on the Jobs at Princeton portal.

Both the applicant and the reference provider go through the Jobs at Princeton portal to provide
information. The reference provider also receives an email requesting the reference.

What the Applicant Sees

On the Application Status Page
What an applicant sees depends on the status of their application:

e |If the applicant has submitted his/her application and has a confirmation number, he/she can
manage/update his/her documents at any time. However, they can only view the other items
or withdraw. Note: An applicant cannot view the actual reference materials, but only see if the
materials have been received or not.

o If an applicant has withdrawn the application, he or she cannot reapply.

o If an applicant has not completed the application, he or she must click the Complete link to
finish adding references, documents, and so on, and then submit their application.

The table below lists the positions for which you have applied.

« To remove your application from consideration for a position, click on the Withdraw Application link below the
status column for that position.

(Note: If you withdraw your application, you will NOT be able to apply for the same Th's app' ication hC(S been SmeiTTed'

_ _ _ _ _ _ and has a confirmation humber.
« If the job you applied for allowed you to provide references using our online portal, you will #ee them listed in . . .
the right hand column. Otherwise, your reference list will be viewable as part of your appjation or as part of NOTICC The IlnkS to view documenfs

your other attached documents. .
or withdraw.

Application Status
3 Records

(v] (v] vl (v] (v] . .
This application has
Visiting Fellow- 1000103 879403 10-29-2010 Submitted Oof

Hodder Fellow been WlThdr‘GWn

Assistant 1000460 879401 10-27-2010 Application Withdrawn 0of3
Professor of

Chinese

Literature, Ming-

Qing to May

Fourth

Open Rank 1000461 Incomplete - Finish 0ofd
Professor Early Applying

Modern

Japanese ¢ ——

History

(Tokugawa era)

This application is not complete.
The applicant needs to click the
Complete link to finish and then
submit their application.

€ Internet | Protected Mode: On H T wawe g

The applicant will receive an automated confirmation email thanking them for applying.
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What Do They See For Reference Letters?

When the applicant has completed the rest of the basic application, the Provide References page is
displayed. In the following image, the applicant has already entered one reference.

¥ The entry has been added.

Please provide the name and contact information of at least 3 references. If your references prefer not to use email, please have
them send their letter to Search Committee, Ancient Art and Archaeology, Department of Art and Archaeology, 105 McCormick
Hall, Princeton University, Princeton, NJ 08544. Your reference will not be contacted automatically unless you answer "Yes",
allowing us to do so. Please notify your reference(s) to expect an email from dofjobs@princeton.edu on your behalf.

When you are finished adding your entries, you may go to the next page by clicking "Submit List of References".

TO THE APPLICANT: Once you submit your list of references and leave this screen, you will not be able to add, edit, or delete references or information
about your references. Flease review carefully before pressing the "SUBMIT LIST OF REFERENCES" button below.

To Add A New Entry: Click the Add New Entry button.
To Edit An Entry: Click the Edit link for the specific entry.
To View An Entry: Click the View link for the specific entry.

To Delete An Entry: Click the Delete link for the specific entry. . . . . . .
"’ T Until they submit the application, the applicant can view

T Reoord / the reference information, edit it, or delete the
fmm . ia reference entirely. After they submit the application,
re they can only view the status of the references.

1
i
To add a reference, the
applicant clicks here.

AR A ot b e A A0 b

To add references, the applicant clicks the ADD NEW ENTRY button. The applicant then completes
the page, as shown below for the reference listed above.

A 1 R b P i P L g ey < ot s U T o A 8 = € i e i T i A e

You will be able to

1 Recard view a similar page
B u for each reference,
Matt McClanahan lean@princeton.edu i

if you need to find
i the contact
information for the
reference (see
page 31).

® Reguied information i dencied with an asterisk,

.
Scroll up for instructions on providing ;
reference(s), if necessary. i
* Name of Reference Marcia Haggis J
Reference Current Institution Brown University ':
¥
Reference Phone Number 401-883-9827
s st et e st (e AT If the applicant selects Yes, an email is sent o the
(Recommended - MUST provide email address below) . . .
o ot you R Frover reference automatically, with a link to the portal
automatically, your Reference will be able to upload
the f Refer direct! , and M M M M M
e e e i where they can confidentially submit their materials.
Reference.
Reference Email cukibaker @optonline.net i

Add 2 Personal Note to the Automated Email:

Ereally enjoyed workng with you an the Committe far the ;
Arts in Rhode Island, and hope to meet with you the next

i
time I'm up there., Thanks for providing a reference for me! \

This text is included in the email
sent to the reference, o personalize
the automated request.

If references are required, the applicant can click this
button to save the application and come back later to
complete the references. This button is not available if
references are not required.

36



Jobs at Princeton Hiring System — User’s Guide

An applicant may delete or edit the information for a reference only until he or she clicks the

SUBMIT LIST OF REFERENCES button. After that point, only the Hiring Manager can edit or delete
references. If incorrect information was given by the applicant (such as an incorrect email address),
the Hiring Manager must delete the old entry and re-add it on behalf of the applicant. If the information
is only corrected on the existing reference record, an automated email message will not be
regenerated to the new address.

The applicant can later log in to the system, and at any time check the status of their application,
including that of their references. They can see how many references have been received, and by
clicking the View Status link under References Received, they can see which references have
responded.

" Application Status

L

4 1 Record

e

¢ | ] ] v] ] ]

!

b Vis Asst 1000858 894350 11-29-2010 Submitted 1of3
Professor

L
\
e - bl . i S

AT

A s o PR . B R e b i e e P S, oo e e s, i, e B, o b AR vt

The candidate will not be able to see the submissions, but will be able to see a list of names and
whether or not their reference has submitted anything yet.

e S L R R L e et £ L et £ e i Py
r; » Welcome Pumpkin, Peter. You are logged in. Monday, Movember 29, 2010 1

) 4

| s

: 3 Records {q

N u 5 . .
—— : . —~— Indicates whether this

£ James McCl wwukibaker @optonline. net Mo

i LeaNovak lean @princeton. edu o A reference has responded
': Natalie Shilkevich lean@princeton.edu Yes 4%

i

i

o e A e st SR o L stk T b 8 e A o A o A 8o ik PR i o i, i e S i
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What the Reference Provider Sees

When either you or the applicant adds a reference, the reference provider receives an email that looks
like this:

DO NOT REPLY TO THIS EMAIL. CLICK THE PORTAL LINK BELOW TO SUBMIT YOUR REFERENCE.

The reference clicks here
you as an intended provider of a letter TO Open The pOI"TGI.

espectfully request that you visit the

Dear Joanne McCarthy,

Peter Pumpkin is applying for a position at Princeton University and has list
of reference relevant to his/her candidacy for the position of Lecturer. W
link below to submit a letter of reference for Peter.

If the link does not work, you may have to copy and paste the entire 1i to your browser.

[<https://training17@.peopleadmin.com/userfiles/Central?referenceld=905936 2 4054838164691358>]

Your letter of reference will remain completely confidential.
If you have any questions about this process, please contact Lea Novak at lean@princeton.edu@princeton.edu and include
the candidate's name, job title, and requisition number in your inquiry.

Sincerely,

Information about the posting and
the candidate is provided here.

Princeton University

***Job Title***
Lecturer

***Requisition Number¥**
18068981

***Candidate***
Peter Pumpkin

***Department Notes***

Thank you for providing a reference for this prospective candidate for our open position. The information you send will
be kept confidential and will not be seen by the applicant. Please click the Attach link below to begin. Please note
that the size of the file you can attach is limited to 2MB. If you have difficulties submitting your reference, please
contact Lea Novak at lean@princeton.edu directly.

The applicant’s personal
Personal Note . . - o ) ]
Thank you so much for providing a reference. I hope all is well with you and your family! no_‘_e IS Included her‘e_

***Referral Link***
[<https://training17@.peopleadmin. com/userfiles/Central?referenceld=905936 2 4854838164691358>]

The reference provider can simply click the portal link to display their own personalized portal page.
The email clearly states that they should not reply to the email, but click the portal link within the email
to submit their reference materials.

On the portal page, the reference provider can attach a reference letter for the applicant by clicking the
Attach link and uploading the document, or by entering the text directly.

I

PrincetonUniversity Academic and Staff Opportunitias

This is the text you provided
on the reference letter

. setup page when you created
the posting.

« Welcome Joanne McCarthy.

Please submit your letter of reference belov. j
i
4
Thank you for providing a reference for this prospective candidate for our open position. The information you send will be kept confidential and will not be f
seen by the applicant. Please click the Attach link below to begin. Flease note that the size of the file you can attach is limited to 2MB. If you have difficulties f
submitting your reference, please contact Lea Novak at lean@princeton.edu directly.
1 Record The reference provider

clicks here to attach
. the reference

Pumpkinggter Lecturer training 170. peopleadmin.com/applicants/Central?quickFind=60415

When they click on the Attach link, a page opens where they can either upload a Word or PDF
document, or enter the reference directly by either cutting and pasting text, or typing it from scratch.

Note: The size limit for files that can be attached by a reference is 2MB.
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Academic and Staff Opportunities ?
i
3 g
1 1
' « Welcome Joanne McCarthy, f
%e {
\ 4
q The reference can either

Please choose one of the following methods to associate and att

2 document. G""l’ach a flle her‘e,

Upload a new document:
Browse below to select a document to as;

File: [(Browse... ]

Paste a new document:

Please either copy and paste document text or type from scratch into the box below to associate a documnent.

o 8 A o S A e R B R R 8 o e A BRI i TR AR i e 8

Text:

..or type or
paste text
here.

R A b i TR e ST b T

ettt i ot T s e 5 . B . b L.

[ = DA

After the reference clicks the ATTACH button and confirms the attachment, a thank you page is
displayed.

f PrincetonUniversity Academic and Staff Opportunities g
i

éL }
y

!
{ « \Welcome Joanne McCarthy. 1
f |
{ 4
1 i
§ Thank you for your submission. Please print a copy of this screen as your receipt. ‘,
4 F
1 We appreciate your providing a reference for this applicant. “
b [
1 3
4 1 Record '4
i {
rj' Pumpkin, Peter Lecturer training 1 70. peopleadmin. com//applicants /Central?quickFind =60415 ]
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