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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 the 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:

Review and approve requisitions submitted by departments to DOF for posting to the Jobs at
Princeton website

Review individual applicants and the applicant pools for open requisitions
Hire applicant(s) for specific requisitions and close DOF postings
Request and close access for departmental DOF Hiring Managers and Compliance Officers

The system is designed to benefit you by facilitating:

Faster processing of approvals and postings
Up-to-date access to information regarding all of department requisitions

Review of confidential information from reference providers entered by applicants and
departments

Posting of faculty and staff openings on the Princeton University and HERC websites

Receiving more complete data about the sex/ethnicity break out of candidate pools for
openings

Giving departments and EEO compliance officers more accurate and timely information
throughout and at the end of the search process

The Office of the Dean of the Faculty has provided these training materials to assist with your
understanding and use of this system.
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System Specifications
Your Web Browser:

< 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.

<~ 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 navigation buttons within the site
instead of browser buttons.

Adobe Acrobat:

The site 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.

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. If 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
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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 DOF Recruiter. 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 Recruiter Site is displayed. On this screen you can create
requisitions, view job postings, and access links to other key documentation.

PRSP

PrincetonUniversity Academic and Staff Opportunities f

«— To perform recruiter functions,
+ your Group must be DOF

Recruiter, and your View must be

+ Welcome Lea Novak. You are lagged in with Department Yiew,
Your Current Group: DOF Recruiter,

Department
HR Hiring Manager's Guide DOF Hiring Manager's Guide
Wiew [ Dowenload Wiew | Davwnload

LR N

e L P o g oo Y

Important! Notice that in this example, the recruiter has been logged in under the Group DOF
Recruiter with Department View. Use these settings for work in the DOF Recruiter role.



http://jobs.princeton.edu/
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Changing your Default Group

You may occasionally wish to change your default Group—for example, in order to create a Dean of
Faculty requisition. (You should not normally need to do this, but on occasion may wish to assist an
academic department or program in creating a requisition on their behalf.)

To change your Default Group, click on CHANGE USER TYPE in the [JBIVIIN| menu (at the bottom of
the left side menu bar).

JOE POSTINGS 4

SEARCH

FROM TEMPLATE 1
FROM PREYIOUS

FROM SCRATCH ‘

TEMPLATES

SEARCH
FROM TEMPLATE E
FROM SCRATCH 4
SEARCH APPLICANTS
STATUS SEARCH

Select this menu option to
change your default group

CREATE USER ACCOUNT
SEARCH USERS

CHAMNGE USER TYPE

.

o HR HIRING MANAGER
GUIDE

T For documentation on how to
T T actually create a Dean of Faculty
- @ Requisition, please refer to the
- DOF HIRING MANAGER GUIDE.

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.

T e L PP P e e g 8 e = e e pm s £ L i

|~ EROM PREVIG0S ™
FROM SCRATCH

TEMPLATES

SERRCH! To change your current user type, choose from the user types below that you are a member of, then

CREATE TEMPLATES click Change Group,
FROM TEMPLATE
FROM SCEATCH

) E:Hange User T\}pe

T Rt A

APPLICANTS @ Create Dean of Faculty Requisition
SEARCH APPLICANTS ,
U LENECh O DOF Recruiter

g:::;:ﬂssiﬁ:ccoum Select Create Dean of FCICLIITY Requisi‘rion
and click on CHANGE GROUP

HOME CANCEL

ARG AR LA ek o m ookt e e e T e B B T e e 8t B e m Mo T m B o P, T

Press the CHANGE GROUP button to save this selection and return to the DOF Recruiter Site.
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Changing your Default View

You may also change your Default View. Normally you should always use the Department View for
your DOF Recruiter role work.

To change your Current View, click on the CHANGE DEFAULT VIEW link on the left bar.

e s A i P

h
l
{
3: Select this option to
1 change your default view
1
$

o e ancer

Depending on your authorization, you can select User, Department, or University View. Scroll down to
see explanations of these different views, and how they affect the available functions.

For your DOF Recruiter role work, use Department View. However, if you wish to change your view,
select the view you wish, and then press the CHANGE FOR THIS SESSION 0Or CHANGE FOR FUTURE
SESSIONS button to save this selection and return to the DOF Recruiter site.

e e s L e P 00 o LR e S STt e e L T L i e S £ T N et s L f g e it Tt e

H
Here you may change your default view. }
i

A user's view affects which jobs they are able to see.
& jobs within your departrment(s). SCICCT DepGl"TmenT fOI"

DOF Recruiter work

[
|

:
O user — To make the new

® Department

Choose Department if you wish to ses

Choose User if you wish 1o onlg#€e jobs which are specifically assigned to you,

O Uiversiy setting your default
CHANGE FOR THIS SESSION | CHANGE FOR FUTURE SESSIONS | canceL | view, click here
. HR HIRING MANAGER ’\
GUIDE A User's view determines how a Iber will: }
| wDOEHIRINGMANASER oo s e s s i s 10 Select the view only Sy

for this session, click here



Jobs at Princeton Hiring System — User’s Guide

REVIEWING AND APPROVING DOF REQUISITIONS

Reviewing a Requisition

Normally an email will be sent to all DOF recruiters notifying them that a requisition is pending
approval. Depending on the Job Title and Department indicated in the email, you would log in and
review the pending posting or leave it for another DOF recruiter to handle.

To bring up Job Postings awaiting DOF approval, select SEARCH from the SelsH @S IIN€E menu on
the left.

The Search page is displayed, with the Posting Status search criteria DOF Review and Posted
selected (checked) by default.

In order to view only requisitions awaiting DOF Review, uncheck Posted (by clicking on the checkbox)
and press the SEARCH button at the bottom of the screen.

A e e e . oy
por
L
Business Unit Code | Any v Department Any ~ fq
Job Title Requisition Mumber 3
Check all Clear All J
O saved i
O Req Returned to Hiring Mar For 3
Review [
] Staffing Review i
4
L
Respansible ,q - Posting Stat (BEF ey ‘
Recruiter ny sting atatus [ approved For Later Posting Il
[ gosted i
O Rems m Weh
O Finalist Selected DCSCIGCT POSTed .
1 Filed ;
and click the
O cancelled
From: Search button
; i
o HR HIRING MANAGER (R4 Bz
GUIDE w
DOF HIRING MANAGER 1
GUIDE
DETERMINING BENEFITS SEARCH CLEAR RESULTS | ;
® ELIGIBILITY FOR DOF i

e s o ey S o it A o S e e A AR i e S8 e 1o, m e

Note: You may select whichever Posting Statuses you want to review. For this procedure, we are
examining those awaiting DOF Review.
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When you click the SEARCH button, you will then be brought to the View Postings page. Note that the
postings are listed in order by the date they were submitted. You may sort by other columns by

clicking on the down arrow for the desired column in the header line.

To view the details of the position, click on the "view" link below the Job Title.

‘fou may change the sort order of the list by clicking on the arrow next N tit)e!
33 RBM/ / / J
DiOF Review
Assistant || Aporove
Professor PUDOF 10-30-2006 Return for Later
igw Posting
Post
. . DiOF Review
HR HIRING MANAGER Associate CIICk view to || Aoorove
* GUIDE Professor PUL . 10-03-2006 Return for Later
DOF HIRING MANAGER tiew d |5P|C(Y The Bosting
U Post
GUIDE . |ELEEE
DETERMINING BENEFITS requis ition DIOF Review
* ELIGIBILITY FORDOF | | associate Aporove
< » Professor FUDOF 10-03-2006 Return I for Later

e B i G e L S R e et e T et P Lty S it g L im =t = e | s L E T e im e am e fa e Tt s

i i B T e e

P AR

Click any arrow to
sort by the
selected column

Note that you can approve (post), return, or approve for later posting right from this screen. However,

most likely you will want to review the submission from the department.

To review the details of a requisition, click on the View link under the Position Title you wish to review.

You will be brought to the screen that displays the full requisition submission, which you may Edit,

Print, or change it's Posting Status.

In most cases you will want to review the full details of each requisition before Posting in Edit mode.

B g e e S e ¢ e 6 et T o Tt % S e 5 R o i g B L i e s e P s et

8, Printer-Friendly Version

EEO Audit

EEO Hire Summary 1
(DOF)

EEO Summary

Uien Coens

Please review the detp#€ of the posting carefully before continuing.

Applicant List
Report (DOF

click Edit. JA exit the posting without making any changes, click Cancel. EEQ Summary
(DOF)

Posting Status

@ Save

« JOB POSTING POLICY

« HR HIRING MANAGER

GUIDE O Return
DOF HIRING MANAGE ) ' .

. ootoE g Approve for Later Posting 4— Change pOS‘I'Ing
DETERMINING BENEFTTS Dl status

* CLIGTBILITY FOR DOF CANCEL || CONTINUE | artu

< >

]

e - S Y P P S S VPPV SRR

10

Print the req

Edit - your most-likely choice
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Helpful Hints for the DOF Recruiter

The following list of helpful hints provides a checklist of items you should confirm:

Confirm that PUDOF is not selected in the Department field.

Confirm that the checked documents match up identically with the items referenced in the
position description (such as, Resume/CV, Cover Letter, Statement of Research Interest,
Writing Sample, and so on).

If the department has activated the automated reference request, then confirm that the Letter
of Recommendation box in the documents section is not checked.

If the department checks the Transcript box in the documents section, then insist that they
specify their preference—official or copy—in the position description.

Note: Official transcripts are likely to be routed directly from the home institution to the
department, bypassing the applicant altogether, which begs the question of why the
department needs the box checked in the first place.

Confirm that the department contact person has provided a correct email address in the
posting, otherwise the contact email address the reference provider receives in the reference
request email will be wrong.

In terms of the reference section, if you select letters accepted in the first dropdown and no
letters required in the second dropdown, the system will allow applicants to successfully
submit their application without having to provide referee information. This fix works
particularly well for open searches in which junior faculty are asked for references and senior
faculty are not. However, this does allow all candidates to bypass the reference section, which
they will not be able to return to later to add, edit, or update references so that their references
can be automatically contacted by the system.

You may want to consider adding the following language to all position descriptions: “Should
you have questions about this position, please contact the department directly.”

11
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Reviewing

the Posting — Field by Field

Once you are on the View/Edit Requisition screen for the posting you chose, you want to verify that
the information is correct and appropriate. We will review these fields each individually on the

following pages.

e Requisition Number (will be assigned by the system upon approval)

e Job Title —defaults from the PeopleSoft HRMS system. If you want something different to
display on the posting other than the generic title associated with the job code, you may
change the title here.

e Directory Title —only necessary if you want an additional title to display on the posting along
with the Job Title (above). The additional title would be listed in the University Register and the
Online Directory — for example, “Electron Microscopist”

e Job Function — defaults from the PeopleSoft HRMS system. Change this only if you are
changing the Job Code and Title to a different staff (i.e., Job Function) group.

« JOB POSTING POLICY
o HR HIRING MANAGER
GUIDE

A DOF HIRING MANAGER
GUIDE
DETERMINING BENEFITS

# ELIGIBILITY FOR DOF .,

CONTINUE TO NEXT PAGE >> I

To edit a requisition, modify the information on this screen, then click Continue to Next Page>>. Proceed
through all sections completing all necessary information. To submit the requisition to human resources, you
must click on the Continue to Next Page>> button from the last section. Once a summary page appears, i
select the Submit button and click Continue. Your requisition will not be saved, or moved to the next status,
until you see the confirmation page and click the Confirm button.

*Required information is denoted with an asterisk,

Requisition
Number

(will be assigned
once approved by
Staffing or DOF)

= Job Title Assodiate Professional Spedalist
Directory Title Isotopic Laboratory Manager o
Job Function Reg Prof Spedalist &Technical »

TIP: Proofread
carefully! Certain
fields entered on this
screen will appear
on the applicant site
exactly as it is
entered here.

TR 24 L R PR |

S S P S N PP

12

st o o o 0o o et A-A._..«._n“
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Scroll down the screen to review the following posting details:

e Advertising Job Category — the academic area that most closely fits the department or the field

of specialization for this opening should be selected.

e Grade — defaults from the PeopleSoft HRMS system. Change this only if you are changing
the Job Code and Title.

e Full-time/Part-time — Indicates whether this opening will be either a full or part-time position.
o Benefits Eligible — Indicates whether this opening will be eligible for university health benefits.

Please refer to the link for DETERMINING BENEFITS ELIGIBILITY FOR DOF STAFF on the

left menu bar, if necessary.

e DOF Authorization — must be checked before a department can submit a requisition to DOF
for approval to proceed with this posting. It is the department’s responsibility to be in contact
with our office prior to any submission through this system.

e For Faculty positions ONLY, make sure the following are included:
o0 Faculty Search Authorization number we have provided the department, when
appropriate
o the account(s) the faculty FTE will be charged to

o Department — The department in which the person will be hired and which is submitting the
posting. If PUDOF shows in the Selected column, it should be removed using the < arrow
otherwise it will display on the posting the applicant will see.

e Business Unit — Should always be PUDOF.
e Position Type — Should always be Faculty & Academic Appointments.

et i i 7T 0 e T T T T it i s et o e b b gt e s 7 e R e e et e et
*

Advertising Job Arts - Architecture w j
Category g
* irade FR. 090 ’
Full-timePart-time Ful-Time  » !
* Benefits Eligible Yes W k

I acknowledge that I have
obtained DOF autharization
to proceed with posting this
OpEning.

Faculky Search Authorization
MNumber

For Faculty appointments
only, where will FTE be

If PUDOF is displayed
here, remove it, and
make sure the hiring
department is selected

FSA4528

oo01002

charged? 'J
Mot Selected Selected :l
PUDOF Training
PIUHRS 4
* Department .
o HR HIRING MANAGER j
GUIDE
DOF HIRING MANAGER J.
GUIDE i
DETERMINING BENEFITS * Business Unit Code FPUDOF fl
#® ELIGIBILITY FOR DOF <4 . .
4
S & Pasition Type Faculty & Academic Appointments _f( Cl ICk her‘e If YOU
] PSP PO PR S o 0 s S S AU T, P S VS N SR A

need to verify
benefits eligibility

13
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Continue to scroll down the screen to review the following posting details:

STAFF

PSPPI W INSL WP P I SN S

Mail Drop — If unknown, you can expect to see the department number here.

Online applications — Indicates whether Online Applications will be accepted and provides
instructions for the applicant in the next block. If No is selected, the Posting will still display on
the Jobs at Princeton site, however, if an applicant clicks on the APPLY FOR THIS POSTING
button, a message will refer them to the application instructions.*

NOTE: Every effort should be made to encourage departments to accept online applications.
If No is selected for accepting online requisition, you (the DOF Recruiter) will have to enter
the application of the person ultimately hired in order to Fill and Close the requisition. The
department will need to provide us with the applicant pool sex/ethnicity information separately
as it cannot be gathered in the system.

Application Types Accepted — Faculty & Academic Application should be selected. The
applicant will complete a simplified application template for DOF openings, different from the
generic application used by HR.

Documents — Departments should select all the document types they want provided by the
applicants for this requisition. Only one file per document type may be submitted. If a
department selects one or more of the Other document types listed, they must specify what
these documents should be for the applicant in the Position Summary section. Confirm that
the documents selected match the documents referenced in the position description.

T T e T T i T A e T s

Mail Drop
* IF unknown, enter your 043

— «— _ Strongly encourage the
Yes
departments to accept
. 0 Complete the anli licati d click "Apply to thi
Do tecca T Posin st of e postna el e, applications onlinel

instructions For applying:

+ Will anline applications and
resumes be accepted?

3
Applicati b
* Application Types Accepted O PR 9
Faculty & Academic Application 4
Checkall Clear al ;
ResumefiCy 1
Documents requested ko Cover Letter J
apply for this position F
[ statement of Research Inkarest 3
If you are"requesting_ “Other [ statement of Teaching Interest 4
Daocument” Fram applicants, ) ) 1
please specify the document Teaching Portfolic
type in the position summary. [ Letter of Recommendation If o-l-hern Documen-‘-s are
fiote; Appicants are onjeabie [ Wiriting Sample ' + d Th P 1. H
fo atfach ona fie par . selecte e PosiTion
5 ESIE{ERINE MANAGER dhcumeant Eype, 70 be Fure fo g fllebeciin: !
sefect alf that may be Yisa Information Form Summar mus-'- ex IG | n WhGT
. glleIFDI'EIIRING MANAGER NECeErary. Other Document 1 y p
DETERMINING BENEFITS [ ather Document 2 these documents should be
* ELIGIBILITY FOR DOF D Other Document 5

v e e — S ‘_‘_‘_f

Note: A department should only select the document type Letter of Recommendation if they
want the applicant to provide a hard-copy letter they already have from a reference.
Otherwise, the departments should use the Reference Letter tab (the rightmost tab on this
page). If the department has activated the automated reference request on the Reference
Letter tab, confirm that the Letter of Recommendation is not checked here.

If the department has checked the Transcript box, make sure they have specified their
preference—official or copy—in the position description.

Tip If they require an official transcript, which is usually sent directly from the home institution
to the department, they don’t need to check the Transcript box here, since the applicant
doesn't attach the document.

14
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Continue to scroll down the screen to review the posting details.

o Department Contact Person Name

e Department Contact Person Email, including the domain (e.g. hirmgrl3@princeton.edu)
Important! Confirm that this address is correct, since this is the address used in the
automated reference request email.

e Department Contact Person Phone, including the area code

e User Responsible for Electronic Requisition field should display the name of person who
actually submitted the posting to us electronically.

e Application deadline — Departments may either enter a specific date or select Open until
filled or see Position Summary. The maximum amount of time a requisition can be open for
posting is one year. After that time the requisition must be closed and removed from the web.
The department must submit a new posting for review and approval if they want to continue it.
For pool postings, details about application deadlines should be explained for the applicants in
the Position Summary section.

e Proposed Start date
e End date — May be indicated if this is a term appointment.

i SR A 7 [ [ 4 e e e o P s e P iy S e PR a4 Tt et e Pt e e e
+ Department Conbact Person lea f
Iame 4
4
4+ Department Conbact Person - N [
Emal hirmar 13@princeton. edu }
Department Contack Person 1
* Phone: 609-258-6338 b
(Format: xxx-xxx-xxxx} J
Mot Selected Selecked E
Agans, Carol ~ IManager12, Hiring
allison, Cathie g
+ User responsible for Qm‘l-‘;n’_]:::hleen I
Electronic Requisition spplegate, Kathleen 1
Aria, Soonoo J
Arnold, MaryAnn
Aronowitz, Sonya b i
1
,, Application Deadline 05-01-2007 FIDDLTTY -t MDD ;
Posting will be removed fram z
the website on this date. ] Open Until Filled or See Pasition Summary, ]
Proposed Stark Date 09-01-2007 FMIDDYYY -or- MM-DD-Y 7Y j
o HR HIRING MANAGER i S0 sPCifY . (o6 302005 MDD -or- MI-DD-YTYY
GUIDE end date
BT, P TR AL o | ST e sl b nem S A o R A S B T L e i e .—)

15
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Continue to scroll down the screen to review the posting details.

e Comments related to end date — Note that any text entered in this field will be viewable by the
applicant.

e Pass and Fail Messages — Can be ignored and left as is.

e Academic Year search has been started — should indicate the July 1-June 30 period that this
positing has been opened in (NOT the academic year it is expected it will be filled in).

e Position Summary — A summary of the job responsibilities and other important information
about applying for this position should be indicated in this section. If Other Documents have
been checked, an explanation of which documents are needed should be included here. If the
position is for a pool posting, details about application deadlines should be explained here.
You might want to consider including the following language: “Should you have questions
about this position, please contact the department directly.”

o Essential Qualifications — Required education and experience should be indicated in this
section.

e TN AT e T LT T = i e L T T et e T o i e

. HR HIRING MANAGER
GUIDE

5 DOF HIRING MANAGER
GUIDE
DETERMINING BEMEFITS
# ELIGIBILITY FOR DOF

Comments related ko end
date:

Nioke.: Appiicant wilf see this
commant onlina.

Pass Message

Fail Message

Academic Year search has
been started

#

* Position Summary

This position is a one-year term, and is filled each year by a
different artist, in order to provide a wide variety of
viewpoints and experience to our students,

Thank you For submitting your application.

Thank you For submitting your application.

Z006-Z2007 %

Princeton University invites applications For a Lecturer to
teach courses in fine art in contemporary culture, This could
be a lecture or seminar, and will invalve studio time. Whether
ane ar bwo courses, the keaching waould take place in the Fall
and spring kerms of 2007-2008,

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

4

STAFF

v
S

* Essential Qualifications

e e R e e YL et ea e oa e S e e S e s Y e L a1 e ey e
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Continue to scroll down the screen to review the posting details.

GUIDE

GUIDE

STAFF
£

B L Sy SV S N W WU SN gy g S L G P N NP

« HR HIRING MANAGER
» DOF HIRING MANAGER

DETERMINING BENEFITS
& ELIGIBILITY FOR DOF

e e e o b o L

Preferred Qualifications — qualifications that are preferred but not required should be indicated
here.

DOF Advertising Text — The text from the previous 3 fields (Position Summary, Essential
Qualifications, and Preferred Qualifications) should be copied into this section before the
standard compliance text. It should be edited as appropriate for readability, but should still
closely match the text in the previous fields, and should be exactly what is posted as an
advertisement for any outside sources, such as the New York Times. Again, it is
recommended that applicants be encouraged to apply online in this text.

External sites/publications where this posting will be advertised in addition to the Jobs at
Princeton site. Since this is a required field, if the posting will not be advertised elsewhere, the
field should contain the value None.

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

g
Experience with marketing in the art world preferred. f’
1
[
1
Preferred Qualfications Th . h ld . l d “
4‘ is fext should include a
i the information from the
i previous 3 fields, edited as
Princeton University invites applications for a Lecturer to ~ i
teach courses in fine art in contemparary culture, This could ’ needed
be a lecture or seminar, and wil involve studio time, Whether 3
one of bwo courses, the teaching would take place in the fall L
* DOF Advertising Text and spring kerms of 2007-2008, ;
4
Applicants must have at least an MFA, and must be & working :
artist who is currently exhibited in at least one gallery, i
Experience with marketing in the art world preferred. j
b
f
Newe York Times :
The Artist Magazine 3
Philadelphia Inquirer 1 . .
Indicate where this job Manster cam + EXTCI"Y\GI pOSTIng SITGS
* opening will be posted on 1 . .
external stes { and publications should
1 .
be listed here
v
> * Education Required Other-see essential qualifications 1

L P P
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Continue to scroll down the screen to review the posting details.

e HR/DOF Comments to Department — If you are returning the requisition to the department for
changes and modifications, you can explain here and instead of Posting the opening, select
the option to return it to the department.

e Internal HR/DOF Comments — Only recruiters will see these comments. Hiring Managers will
not have access to see any of the comments in this section.

e Department/Hiring Manager Comments — These are comments to us from the DOF Hiring
Manager, and may include any information which the Hiring Manager thinks will assist the
DOF recruiters with their review of the posting.

B S T i T R e ey S s i g e e R P TR e et e e =
- Education .
Required Master's Degree -
HR,/DOF
Comments to
Department
Internal HR/DOF
Comments
Department/Hiring
Manager
Comments
E:étadgkfor cs170.peopleadmin.com/applicants/Central? quickFind=57503 i
*Required information is denoted with an asterisk, 4
CONTINUE TO NEXT PAGE >> |
+ JOB POSTING POLICY 1
o HR HIRING MANAGER
GUIDE
o GD&FDTMNG MANAGER CANCEL VIEW REQUISITION SUMMARY >> !
R 5o o P 0o e 0 A 0 0 A 00 O e o e A o 0 0

If you have completed your review of this requisition, press one of the following buttons to return to the
Approval page:

e |f there are no changes, click CANCEL
e To save changes, click VIEW REQUISITION SUMMARY

If you wish to continue your review, click CONTINUE TO NEXT PAGE.
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Reviewing Requisition-Specific Questions

For DOF searches, departments may also add position specific questions (for example, “How many

years of teaching experience do you have?”, “Please describe your field resear
become part of the application the candidate completes online.

Any questions for the applicant should be reviewed carefully. There are some

ch”, etc.) that will

legal issues

surrounding what may or may not be appropriate to ask a potential candidate for a position. For

example, questions about age, race/ethnicity, and marital status are prohibited.

ST e T e e e et P e -~ B Ty e e

To delete, check the box of the question(s) vou wish o delete, then click the Delete Question(s)
button below,

[] Do you have prior teaching experience at the collegiate level? Edit)
ANSWER
Mo Response

fes

Mo

|

Is this question required? ® Required O Mot Required

<< RETURN TO PRE¥IOUS

DELETE QUESTION(S) ADD A QUESTION

CONTINUE TO NEXT PAGE >

. HR HIRING MAMNAGER
GUIDE

5 DOF HIRING MANAGER
GUIDE

o AAE TEDM TN FNG IENEEET S s o o 0 it m e

VIEW REQUISITION SUMMARY 2=

CANCEL |

e e AR S e e e e v L s

If you have completed your review of this requisition, press one of the following
Approval page:

e If there are no changes, click CANCEL

To save changes, click VIEW REQUISITION SUMMARY

If you wish to continue your review, click CONTINUE TO NEXT PAGE.
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Reviewing Information on Guest User Access
As a DOF Recruiter, you will have access to the Guest User Account ID and password.

Guest user accounts are used by the chair, search committee members, or additional interviewers. If
the requisition involves committee review, this guest user account can be shared by members of the
search committee to log in to the system and view the applicants.

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.

Note: Compliance Officers should not use the guest user access. Special user ID’s can be set up for
each Compliance Officer that give the Compliance Officer both guest user access and access to the
EEO reports attached to this requisition. Compliance Officers should be made aware that information
on the EEO reports may NOT be shared with department and hiring managers due to federal
regulations regarding fair labor hiring practices.

On this screen you may deactivate, activate, or change the Guest User password.

Deactivate Guest User

*Required information is denoted with an asterisk.,

User Name: GU5S6423

- Password:

Between 6 and 20 Characers Sodieat

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

* JOB POSTING POLICY

. HR HIRING MANAGER
GUIDE

- DOF HIRING MANAGER
GUIDE

DETERMINING BENEFITS
® ELIGIBILITY FOR DOF .,
e RS

o e A A N e A e e A I e e S i e A AR RS B 0 T e

CANCEL VIEW REQUISITION SUMMARY >>

If you have completed your review of this requisition, press one of the following buttons to return to the
Approval page:

e |f there are no changes, click CANCEL
e To save changes, click VIEW REQUISITION SUMMARY

If you wish to continue your review, click CONTINUE TO NEXT PAGE.
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Activating Guest User Access after Posting Submitted to DOF

On occasion, you will be requested by a DOF Hiring Manager to activate a Guest User ID and
password after the posting has been submitted to us for approval. You may do this for them at this
point by clicking on the Activate Guest User link and providing a password for the system generated
Guest User ID. You would then need to communicate this information back to the Hiring Manager who
requested it.

EEQ Audit

EEO Hire Summary (DOF) i
EEQ Summary

Hire Form 1
Applicant List Report

Applicant List Report (DOF)

EEQ Summary (DOF) £

On this screen you may deactivate, activate, or change the Guest User password. ]
[
4
1

Activate Guest User

<< RETURN TO PREVIOUS CONTINUE TO NEXT PAGE >> I
# JOB POSTING POLICY
« HR HIRING MANAGER
GUIDE
. DOF HIRING MANAGER
GUIDE
CANCEL VIEW REQUISITION SUMMARY >>

DETERMINING BENEFITS

* ELIGIBILITY FOR DOF ’
I e o R e B R AT 0 e T e i e A A e 2 e

However, DOF Hiring Managers can now do this function themselves by following the steps outlined
below (which you can walk them through):

e The DOF Hiring Manager should click on the View link under the Position Title
¢ Next select the “Guest User” tab

e Enter a password for the Guest User ID

e Select VIEW POSTING SUMMARY

e Click on CONTINUE

e And finally click on CONFIRM
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Reviewing and Adding Notes

You can add notes to the requisition that will be viewable by the DOF recruiters, hiring managers, and
compliance officers, as well as others.

Important! Any notes you add will be permanently added to the posting, even if you cancel without
saving. What you write here should be considered cautiously as it will be part of the posting’s
permanent record, and subject to audit. These notes will be available for review by DOF Recruiters,
DOF Hiring Managers, Compliance Officers, and Auditors — but not applicants.

T R U W A S N A e gy A A WU SR v uy ¥ P (S e SO APt P

}
A

Once you enter a note and save it (by clicking Add Note, then confirming), that note will be 3
permanently added to this posting, even if you cancel out of the posting without saving. }
L
L
{
11-15-2006 11:06 AM Hiring Manager13 ‘
DOF Review J?
i
1
[
4
1

Mates: Once you click ADD

NOTES, the note
becomes a permanent

ADD NOTES pClI"T of the pOS‘I'lng
HR HIRING MANAGER 5
* GUIDE << RETURN TO PREVIOUS CONTINUE TO NEXT PAGE >3 | J
+ DOF HIRING MANAGER }
GUIDE 1
DETERMINING BENEFITS 3
* ELIGIBILITY FOR DOF E
STAFF {
o HIRING MANAGER v CANCEL | VIEW REQUISITION SUMMARY >3 ‘ J
e et 8 N e e e e e b R oo e b A, e B b b i % B B

You have completed your review of this requisition. Press one of the following buttons to return to the
Approval page:

e If there are no changes, click CANCEL
e To save changes, click VIEW REQUISITION SUMMARY
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Reviewing Departmental Requests for Reference Letters

Hiring Managers can specify whether this posting accepts reference letters for the applicant, and
whether or not a minimum number of reference letters is required. You do not have to use this
functionality; the default is No letters accepted. You must change this value if you want to accept
reference letters online. You can also indicate what number of references should be provided in the
instructions to the applicant.

If the applicant knows the reference provider’s email address and indicates that it is OK for the system
to automatically contact the reference, an email will be sent to the reference provider once the
applicant submits his application online. The reference provider will receive an email with a portal link
to attach or type in his reference.

The reference materials received will only be viewable by the hiring manager, guest users, and central
office recruiting staff. The hiring manager can solicit additional references for the candidate after they
have applied, and can specify for each additional reference whether the contact should be hidden from
the applicant, who would then be unaware that the person has been contacted.

i e L et et S e e i g T o T g T AT e e m e e e e L e B At Bt S A T e s i

<< RETURN TO PREVIOUS | CONTINUE TO NEXT PAGE >> | T
Use the fields on this tab to define applicant reference letters. 4
|&

*Required information is denoted with an asterisk,

m

Will this position accept reference Letters accepted -

|

letters? g
Mumber of reference letters required? 2 - '
Instructions to Applicant: <b> Please provide at least 2 references. If your reference » i
(s) prefers not to use email, please have them send their = 3

(If Letters accepted” you MUST edit  |etter to Lea Movak, Faculty Search Committee, Princeton

text before continuing). University, Princeton, M1 08544, Your reference will not ~
i B e Thank you for providing a reference for this prospective -
* JOB POSTING POLICY candidate for our open position. The information you send =
be edited will be kept confidential and will not be seen by the applicant.
HR HIRING MANAGER (raylseati=) Please dick the Attach link below to begin. =
GUIDE
DOF HIRING MANAGER Completed/End Instructions to We appredate your providing a reference for this applicant.  »
* GUIDE Reference:
DETERMINING BENEFITS 5
« ELIGIBILITY FOR DOF (May be edited) =
STAFF
10 HIRINGAMANAGER. ...« .o ons sl REAUIEEAINFRMAtIONS Gonater Mt AR FRIETITK. A s . hmn et At ol A8 8 0 B b 8 8% i B

Important! The default on this page is always No letters accepted. If a department leaves No letters
accepted, but indicates a required number of references (up to 10), the system will not accept
references submitted by candidates online. If a department realizes this is an error, a recruiter can
correct the posting to accept letters, however, it will only affect new applications from that point
forward. Candidates who have already applied will not be able to go back in and submit references,
but will instead need to have their references added to the system manually by the Hiring Manager.

Tip! If you select Letters Accepted in the first dropdown, and enter 0 in the second (Number of
reference letters required), the system will allow applicants to successfully submit their application
without having to provide reference information. This works particularly well for open searches in
which junior faculty are asked for references and senior faculty are not.
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Approving or Returning a Requisition
When you have reviewed the requisition for accuracy and completeness, you may:

e Save the requisition without posting.

e Return the requisition to the department for further modifications. If this is selected, the DOF
Hiring Manager will receive an email alerting them that a requisition has been returned to
them. In addition, you should provide instructions regarding the changes required in either the
DOF/HR Comments to Department section, or by email or phone call.

e Approve but save for later posting

e Post — This action will move the requisition to active status on the Jobs at Princeton site. It
can be removed from the web at a later point.

Both approving and returning a posting will send notification emails to the departmental DOF Hiring
Manager about the action.

Please review the details of the posting carefully before continuing.

To take the action you have specified, click Continue. To edit the posting, click Edit. To exit the
posting without making any changes, click Cancel.

Edit O Printer-Friendly Yersion

Posting Status

O save

O Return

C‘ Approve For Later Posting
® Post

CANCEL | CONTINUE I
HR HIRING MANAGER
et E TUAMASIEE

o A e 2 T b o e A e P R 1 o B, i B e A R e T

[P PR N Ty R———

[ L,

When you have selected a posting status, click the CONTINUE button. (If you decide not to save any
changes and return to the review at another time, click CANCEL.)

When you click CONTINUE, you will be taken to the next screen to confirm your selection.

A s ot < oop ot = e et 1 e 4t e ot e A < %y P S £ @ P e e 8 1 2e e e gt e gt e e

The following request is about 10 be submithed

o A e e e

Posting Status

Post

copack || conFirm |

S, i, i,

To complete this step, click on the CONFIRM button.

Important! The requisition will NOT be approved or posted until you complete this step.
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Finding the Requisition Number Assigned to an Approved
Posting

A Requisition Number is assigned automatically when the requisition is actually posted. Make note of
the number, so you can cross-reference it if you are monitoring the Search process on a spreadsheet.

To find the Requisition Number, return to the Search page and select Posted (instead of DOF
Review). Press the SEARCH button to display the Job Postings. The new requisition should be at the
top since postings are listed in date order. The Requisition Number is above the Get Reports List link
in the Requisition Number column.

it e o TS T R e R e e B it ety msnT 4 e L s e i e £ P g s e et et Pt S e e o F

4
!
1
To view the details of the position, click on the "view" link below the Job Title. J
You rmay change the sort order of the list by clicking on the arrow nest to the colurmn title, 3
4
- Requisition Number
31 Records b
Posted !
Lecturer . 0601153 11-15-
Wiem Training Get Reparks List 0 2006 09-01-2007 Remove j
- e from Web i
Assistant
Posted
Professor Trairing oz 5 for oz-01-2008 Remove y
o HR HIRING MANAGER ) L Repons JEL from Web f
GUIDE Vigw,
DOF HIRING MANAGER Assistant
* GUIDE Professor 0601125 07-27- Posted
Training 3 0z-01-2008 Remove
DETERMINING BENEFITS 05 Get Reports List 2006 from Web
* ELIGIBILITY FOR DOF View J
STAFF N
S U B . T 2. L S S S S VPO RP R
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Logging Out
When you are done, log off the system by selecting the LOGOUT option on the left menu bar.

APPLICANTS ik

SEARCH APPLICANTS
STATUS SEARCH
CREATE USER ACCOUMT
SEARCH USERS

HOME
CHANGE DEFAULL Logout and close your
CHANGE o o X

LOGOUT rowser window when

you are finished

- HE HIRIMG MAMNAGER
LT 1 T AR
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REVIEWING AND CLOSING REQUISITIONS

Reviewing Applications to Current Open Postings

After logging into the system, click the SEARCH option under the SR Z@SJIIN€E menu on the left.
On the Search page, select the following to narrow your search results:

e Business Unit Code: PUDOF

e Posting Status: Check only the Posted Status, or if the application deadline has already
passed, the Removed from Web posting status (the application will have been removed
automatically from the Jobs at Princeton website)

;
]
Business Unit §ode | PUDOF  + Department Any d )
L,
Jaob Title Requisition Murmber 4
Check all Clear &l J
[ saved ‘:
] ReqReturned ta Hiring Mgr For
Revien Select only the
F Staffing peview
0 . Posted status
4 DOF Keview
Responsible A - Pasking Stat
Recruiter Y sting Stats O proved for Laker Posting 4
Posted .
o HR HIRING MANAGER D‘R\emoved from et If The dead“ne has
GUIDE [ Finalist Selecte
o DOF HIRING MANAGER O Filled pC(SSGd, select Removed
GUIDE
. DETERMINING BENEFITS e e e i s i et NS vnn frOm Web

Again, note that on this screen you may select a variety of requisitions with different posting statuses,
should you wish.

If there are active DOF postings, the View Postings page is displayed:

e e i it i L T e T Lt L Pty
4
To view the details of the position, click on tor " fine tiels baloes Hon Aok Tk 3
You may change the syt order of the list by CI 'Ck to view The 1N title. 3
/ posting description ——— ¢
/ and applicants J
31 Records 3
4
i
v] v] [A] (Al [v] [v] [v] : .
A Click to remove
Lectfer - 0601153 11-15- Posted o 4 the postin
Vigw Lsining Get Reports List L spps  08-01-2007 er:rTE\T:b 3 posTing
Assistant F from the web
Professor 0601124 07-27- Posted i
04 Training et Beporte List =} 2006 02-01-2008 Bemove
« HR HIRING MANAGER e m Web i
GUIDE Wiew . A
o DOF HIRING MANAGER Assistant Click to view reports - i
GUIDE Professor 0601125 e ]
Training ) 3 02-01-2008 Remove {
DETERMINING BENEFITS 05 Get Reports List 2006 from Wieb 1
* ELIGIBILITY FOR DOF Wiew 1
e s e o BESIRAREL (L e e s e it e i ’J

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. You may also view available summary reports or remove
the posting from the Web.
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Note: Reviewing information about individual applicants and working with their records is generally the
responsibility of the DOF Hiring Managers, not the Recruiters, until the final Hire step.

However, from the screen shown below you may perform a number of tasks, including:

e Sort and view applicants by different criteria

e Print applications and documents

e Review History/Notes

e Change an applicant’s status

e Review materials submitted by reference providers

e e i i - N
Reference Letters
Active Applicants
4 Records
P Teach || Cur ) Hired 0Dof3
Henry Histor:
View Int Lir No 0 Notes | D1716-2009 Chanae Manage d
Fac/Acad App Res/CV — Status References
ga“k““e't' cwr [l Histo Finalist (DOF) 2of4
View S 'Resicv No 0 fS10rv/ 51192009  Change Moge
— = Status References
Fac/Acad App . A
Toutier, Click here to find out s vufs
- 08 e potrey \p'ieu:l % "PﬁfE how to Iook at 3-2009 Change Manage i
HR HIRING MANAGER d - Status References
* GUIDE Fac/Acad App . , 3
DOF HIRING MANAGER Trumble, GDDI icants’ mater IGIS 3rd Tier of
" ounoe Tane o lgesjoy No o HSY 460000 I?E;Ec;gft M[Tiﬁggze
DETERMINING BENEFITS View | Lir Notes Change References
* ELIGIBILITY FOR DOF Eac/Acad App Change
STAFF Status
» HIRING MANAGER CHANGE MULTIPLE APPLICANT STATUSES |
TUTORIAL
O P S T SR, 5 8, 0. B s o 0 St A s i, 0 8 At AR .

For more detailed documentation on how to actually look at individual applicants’ materials, refer to the
DOF HIRING MANAGER GUIDE on the website.

Running EEO Reports

Summary and Detail reports are available through the Jobs at Princeton site for Recruiters and
Compliance Officers. The data regarding individual applicants’ sex and ethnicity may NOT be shared
with departments and hiring managers running the searches. This information is strictly confidential
due to Federal EEO/AA Fair Hiring regulations.

Run reports from the View Postings screen, by selecting Get Reports List (see page 27). Then select
the report of your choice, and press the GENERATE REPORT button.

T e AL RTS8 et e 8 e i e T P e e

v

e el

Select the report

GENERATE REPORT |

e you want and click g
GENERATE REPORT j

® EEQ Audit 3
O Tier Rark Report (DOF) [
O EEQ Summary i
O Hire Form i
O EEC Summary (DOF) i
!

1

i

B L
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The report will open in a new window. When you are finished with the report, simply close the new
window to return to the Posting Reports page. When you are done with the reports, click the Return to
Previous link to return to the View Postings page.

Changing the Status of Applicants to Hired or Inactive

Only DOF recruiters can change an applicant’s status to Hired. Therefore, it is the responsibility of the
Office of the Dean of the Faculty to change the status of selected applicants to Hired, and close out
the requisition. This is a very important step to ensure accurate reporting for Federal regulations
and internal analysis.

Multiple applicants may be hired on a single requisition throughout the period when a posting is open
(before it is closed and removed from the web). Department DOF Hiring Managers will be able to
select other statuses for applicants except for Hired.

Note that the applicants themselves will only see a status of Submitted, unless they themselves have
removed their application from consideration or they have been hired. In these instances, the
applicant will either see Application Withdrawn or Offered Job.

IMPORTANT NOTE:

There will be some circumstances where the person(s) being hired are not in the list of applicants who
applied online, either because online applications were not accepted by the department, or the
applicant did not apply through a formal process but was recruited by the department, such as in the
case of a senior faculty hire.

In these cases, the DOF Recruiter must “apply” online on behalf of the candidate before the
requisition can be filled and closed.

Before you can close a requisition, you must first change the status of each applicant to show either as
Hired or inactivated.

e For those that are being hired, select Hired. You can hire as many applicants on a single
requisition as needed without closing the requisition, as long as the application remains
posted. If you are expecting multiple hires on a single requisition, you may change an
applicant’s status to Hired, save the status change, and exit.

e For the remaining active applicants, you switch them to inactive status by changing their
status to Not Interested (DOF).

You do not need to close the requisition until the end date, or until all hires have been made.
However, when that point is reached, follow the steps for closing a requisition on page 32. When the
requisition end date arrives and/or the department informs us the requisition should be closed, we can
go in and inactivate the remaining applicants, close the requisition, and remove it from the web. This
is avery important step. Unless we close each requisition properly, reporting on this data will not
function properly.
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To change the status of one applicant at a time,

1. Display the Active Applicants page (see page 27 for instructions),

2. Select an active applicant by clicking the Change Status link under the Status column in the
row corresponding to the appropriate applicant.

e A S R T e e
Active Applicants 1
4 Records
1st Tier of
:;:'r?’ Teach || Cur Histor Interest 0of3
- Int Lr No 0 01-16-2009 (DOF) Manage
View Notes ch Refe (i
Fac/Acad App Res/CY 45;2_4: REErEnEs
Roosevel N
Frankdin I - Finalist (DOF) 2of4
View Ly | Resicv Mo 0 Notes D1719-2003 Change Manage @
%Acad o LT Dotes Status References
* JOB POSTING POLICY ;g;‘h“e“r & [ X Finalist 0of2
o HR HIRING MANAGER view Lr Click to Change Notes e Cshﬁf R;Irg%_:rﬁs |l
GUIDE Fac/Acad App - -
+ DOF HIRING MANAGER status 3rd Tier of
e R Interest Dof2
DETERMINING BENEFITS Jane Cur || distor 15 E
+ ELIGIBILITY FOR DOF View Lir R te o Moeg 0116 C(I?.;Fg)e Rzrf?r-‘ﬁs ]
STAFF Fac/Acad App —
Status
» HIRING MANAGER
TUTORIAL CHANGE MULTIPLE APPLICANT STATUSES |
. COMPLIANCE OFFICER'S
AT AU IINE o 08t ok AP i ek A b A b o A A8 A8 b e A B o s, 8108

3. On the next screen, select
e Not Interested (DOF) to inactivate the applicant, or
e Hired to hire the applicant

e o A T ! v e o= P el o S ol i P St e st i

Roosevelt,
Franklin — Choose Option Below: %
view R:; oy LFinalst OOF) v v
Fachcad  BeslOV o itdrann
App Submitted
Hired

SET TO ORIGINAL STATUS CANCEL

(D
Forwarded to DepartmeMaQOF)
HR. Initial Screen (DOF)
Interview Pending (DOF)
Finalist (DOF’

Phone Screened (DOF)
. :5{:‘)1:“”6 ARRCER Dedined Interview (DOF)

* JOB POSTING POLICY

Select Hired or Not

Not Forwarded by HR. (g
o DOF HIRING MANAGER Not Interested (gOF) Infer'es'ted (DOF)
GUIDE Waitlisted (DOF)
DETERMINING BENEFITS Offered Position (DOF)
* ELIGIBILITY FOR DOF Offer Accepted (DOF)
STAFF Offer Rejected (DOF) i
HIRING MANAGER Applicant Rejected (DOF)
TUTORIAL Interviewed (DOF)
Mo Call, Mo Show for Interview (DOF)
« SompLIANCE oFFICERS o oo
2nd Tier of Interest (DOF)
"f:’lfﬂ USER'S QUICK 3rd Tier of Interest {DOF) J
S —— AR R e o 8 s 8 8 = R S S o e o e m g0 e i AT om0

4. Press the CONTINUE TO CONFIRM button and then SAVE THE STATUS CHANGE to save it.
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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).

Tip! To make it easier to select a large number of people, you can group the people you want by
clicking on the arrow next to Status in the header row to sort them together in a group. Or you may

select them all by clicking All in the All/None header link, and then deselect those applicants you have
already indicated as Hired.

T ] Ty e 2 T P T e g e

~
Active Applicants ‘
4 Records Click the
(&) ) (a) n (&) checkbox for
s st Ter of each applicant
ames,
Henry Teach || Cwr Histor Interest 0of3
View Int L No 0 —ﬂNDtES 01-16-2009 C(ECJF) RI':I::naga you wanht to
Fac/Acad App Res/CV St::-lg: eferences .
S assign the same
3rd Tier of
Trumble,
Interest 0of2 STOTUS
3
. % lpesicy No 0 % 01-16-2008 (DOF) Manage
Fac/Acad A = %E:Jg: References
* JOB POSTING POLICY —
JLomeyy Finalist 0of2
HR HIRING MANAGER
* CUIDE i‘l‘:\h & llpesicy Mo 0 % 01-16-2008  Change Manage
= = Status References H H
o DOF HIRING MANAGER Fac/Acad A = — Click to continue
GUIDE = elt,
DETERMINING BENEFITS Franklin aw || Histor Hired 20f4
* ELIGIBILITY FOR DOF View I Res/CV No 0 —ﬂN = 01-19-2009 Change P
STAFF %ﬁ\cad rem| =2 HotEs Status
o HIRING MANAGER
TUTORIAL CHANGE MULTIPLE APPLICANT STATUSES |
=0 1 b o B T o e e e T e e T P = T

Then click the CHANGE MULTIPLE APPLICANT STATUSES button. The following screen appears.

e e e e e T e e e e e
Stati Gender/Ra Mot Hired R
Change For All Applicants: us e ! cason
Mot Interested (DOF) w hd Choose Option Below:
James,
Henry Teach Int
vew! ol v Select the status here for all
FAacfAcad Res/CV . . .
Apo
* JOB POSTING POLICY g 0pp|lCCln1'S IISTed on Thls page
o HR HIRING MANAGER Jane Cur Lir LNoose UpToN Delow: ¥
GUIDE View @ Not Interested (DOF) R v
o DOF HIRING MANAGER ;;EE—‘M Reslcy
GUIDE
DETERMINING BENEFITS Trinney, . ..
s CGlLIVRORDOF st You can also change individual statuses
e View S| [ Not Interested (DOF) v
o HIRING MANAGER Facfacad ~ Res/CV
TUTORIAL Ao
COMPLIANCE OFFICER'S .
QUICK GUIDE | CONTINUE TO CONFIRM PAGE >> W~} RESETTO ORIGINAL STATUS
e GUEST USER'S QUECK |l ot 00 a5 s i 858 e 55 e o e e S e Chck to Con*hnue P

Click the down arrow in the Status field at the top of the list to display a drop-down menu of the
different statuses available. Select the new status for all applicants you have displayed on this page,
and then click the CONTINUE TO CONFIRM PAGE button.

Note: You may also change the statuses individually on this page, by selecting the status for each
applicant in the list.

Tip! To reset the statuses to their original values, click the RESET TO ORIGINAL STATUS button. Click
CANCEL to return to the previous screen without making changes.
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After clicking the CONTINUE TO CONFIRM PAGE button, a confirmation page is displayed. Click the SAVE
STATUS CHANGES button to complete the action. Click CANCEL to return to the previous screen to edit
your changes.

e i B o o 1 22T L 5 e e e L e S T L et i e e

- - - e . e e
DrRnest i eTey Teach Int
View Fac/Acad App :vr IE:t\: Hired
=3 . H
Click to confirm
Trumble, Jane CvrLtr Not Interested (D
View Fac/Acad App ResfCV L Changes
Trinney, Seth Cyrlir
View FacfAcad App Res/CV RoIy S DUET
| SAVE STATUS CHANGES >> | cancew |
T Ty s ohtinn o 0 b . A A, i £ e85 o A A, i e b

You will see on the next screen, only the Hired applicants remain under the Active Applicants list. The
requisition may now be closed.

Reference Letters
Active Applicants
2 Records
James,
Teach || Cwr
c.e","’ Int L No 0 == O
e Res/Cy S
Fac/Acad App
+ JOB POSTING POLICY Roosevelt,
Frankiin ar I Histor 2cf4
o HR HIRING MANAGER = L—;r Res/CV No 0 |I\lsutés Manage @ 4
GUIDE Fac/Bcad A = References :
» DOF HIRING MANAGER 4
GUIDE J
ok s e . e it A e . e PP

Important! If the applicant who was hired is not in the online lists, you must “apply” on their behalf
before filling and closing the requisition. You must do this before the next step of removing the
requisition from the web.

Closing a Requisition

Find the requisition to be closed by using the Search option under the gl@l=REOIFEINE€E menu. (If you
need instructions, see page 27.) When the View Postings page is displayed, click the Remove from
Web link at the end of the line containing the requisition you want to close.
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- o e i b o — e e i i P o e = -,
~ )
<~:> To view the details of the position, click on the "Wiew" link below the Job Title. ',
1
“fou may change the sort order of the list by clicking on the arrow next to the column title, 3
4
1
31 Records 'f
i
v] v] [A] (4] v] v] v] s
Lecturer _ 0601153 0 TS Pp— : e j .
View raining ek Reports List 2006 - Fﬁm 1 Click to
Tom Web 1§
Assistant posted remove from
Professor L 0601124 07-27- 1
04 Training Get Reports List 3 s U2DL-2008 it 4 :
. fon Web 7Ty the applicant
- £ .
Assistant [
Professor 0601125 07-27- 1 Web site
o5 Training Get Reports List 3 2006 02-01-2008 Remove r
View e hepors List from Web |2
e AR HERTNG MUBMNAGER s, b Lo s ot by oo o .o o e o i, e 0 S, 0 b e, b e e, B, e e 8, ot paBiem,

Click the CONFIRM button to confirm the removal. The posting will be removed from the web but not
closed.

{
i ]
¢V The status of this Posting has been changed to: Removed from Web ;' Status is Removed from Web
3 1
? Tao view the detalls of the position, click on the "view" link below the Job Title, ;‘1
You must now indicate the status of this requisition as “Filled.” Return to and look for those
PUDOF postings with a Status of Removed from Web.
e B e b e s Pt i e A i o H,é
< D) ]
.
Business Unit Code | Any hd Department Ay hd 1
H
Job Title Requisition Murnber b
Checkdll Clear Al [
[ saved 1
L
i Req Returned ko Hiring Mar for 1
Review
O Select Removed
i .
E:irpj?;b‘e Ay . Posting Status ] fl"Oﬂ'\ Web Gnd CI | Ck
Pl SEARCH
Removed from ‘Web J
[ Finalist Selected :
[ Filed 3
[ cancelled j\
HR HIRING MANAGER Fram: ;
GUIDE v - ]
LR INCITIA A CER HR{YP Region ary v JbFilledDate ’ 4
* GuIDE : 1
DETERMINING BENEFITS b = | 1
® ELIGIBILITY FOR DOF ;
:IRAIF:G MANAGER v SEARCH |  CLEAR RESULTS :
B S S S S S S S S PP e e At

Click the Fill link in the Posting Status column.
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A e e e T - e P e o e Py e e i L e Ty i e
f
To view the details of the position, click on the "iew" link below the Job Title. ;
*You may change the sort order of the list by clicking on the arrow next to the column title, ‘
1
2 Records ;
v v il n a v i v 3
4
'I_ Select Fill
Assistant 4
Professor - 0601124 3
04 Training 0601124 3 et Raports Lisk 11-20-2006 !‘
igw j
1
Removed from | 2
HR HIRING MANAGER Temparary Population e i
- Research 0600983 || Einalisk 5
GUIDE pecialist 1 Resiad':gg 400 0600983 1} Got Roports List 06-05-2006  Boyd, Sanya Post Salacted [i
DOF HIRING MANAGER Wiew M /
e T e O S PP P P =SV S P | W11 o7 )T’ W

When the Confirm Change Posting Status page is displayed, click CONFIRM.

e Ty P e e T T e T e T = GO e et £ e g P e g o s g

(Ld :
i ?
¢ ou are sbout to change the status of the following o Filled: 4
: 3
# 1Record 4
4 i
3 3
: 5 4
4 Assistant . oy Removed

ﬂ Professor 04 Training 0601124 g 0601124 11-20-2006 From Wb j‘
H

{ Click to close and finalize the requisition
: F
{ _GANCEL || CONFIRM | 3
i APt Ao oA s i

The requisition is now closed and finalized.

Note: If you did not hire or inactivate all the applicants for this position, the system will not permit you
to fill and close it. If there are active applicants, you must view the position and follow the instructions
for Changing the Status of Applicants to Hired or Inactive on page 29.
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ADMINISTRATIVE FUNCTIONS

Requesting Access for a New DOF Hiring Manager or
Compliance Officer

To request that access be set up for a new DOF Hiring Manager or Compliance Officer, follow the
steps below.

Select the CREATE USER ACCOUNT option in the [EiS1538 menu, on the left.

T e A A i e e

O

P S R T S

. HR HIRING MANAGER
e NP

The Create User page is displayed. Complete the information on the page as follows:

e NetlD should be the person’s Princeton University NetID (not their email address), for example
JDOE. To find a person’s NetID, you can use Princeton’s Online Directory.

e Enter the person'’s first name.

e Enter the person’s last Name.

o Enter the person’s Employee ID (again you can find this using Princeton’s Online Directory or
by looking them up in PeopleSoft HRMS Campus Community).

o Enter the person’s title.

e Enter the person’s campus phone number.

e T e T R e e g a5 s e e £ im0 ety gt Lt s e =t et

1

%
J 1
1 Users can submit a user account to HR for approval and will be notified by HR if the account has been i
i approved. Please fill in the following information to create your account, Click the cancel buthon to return 1
‘ 0 the login page. i
) {
é *Required information is denated with an asterisk., F
5 i
;,? Create User !
0 J
: MetIl -
5 (Do not include "@princeton. edu”y Inwagner \ }
7
£ | * First M Lind (. HP
g | Tt L Don't include the domain in
L * Lastm W
B | e the NetID (lwagner, not
4
b Empl j(u] 123456709 H
§| e Ilwagner@princton.edu)
,P Title Department Chair - History X
)
’\: Phone Murmber:
k4 (Farmat Kxx-xxx-xxxx} 8-3458) L 5
I PP s A e A U A i B A

35



Jobs at Princeton Hiring System — User’s Guide

Scroll down to continue, and enter the following information:

e Enter the person’s campus email address

e Indicate one or more departments to which this person should be assigned.

e Select the User Type.
o For DOF Hiring Managers, click Create Dean of Faculty Requisition
o For Compliance Officers, click Compliance Officer

Note: A single person should not be both a DOF Hiring Manager and a Compliance Officer
simultaneously.

e i S et e Rt = S e eyt e 2T T i = T e e m i i
F Phome Numnber: 5-53456 "
\l (Format: xxx-xxx-xxxx) L
| g
* Email Iwagner@princeton, edu f
g Mot Selected Selected ]
Department Training L
PUHRS 5
il 11 Click on the name of your department and T
1 click the top arow (=] to select - please only L
A select your own depattrment(s).
1 2) Gelected departments) appesr in the right ;’
hand box, E

Click here for DOF Hiring
Managers

Check Al Clear All

Create HR ar PPL
HR: Adrministr,
HR: Recryier

O
O
[ pe
]

™

ent Level Review

2D e
*

User T
S R Wigw Only

Create Dean of Faculty Requisition

) [ cCreate Casual Hourly Requjsik
] [0 DOF Ropww
! b el .,

o e, i L e nea e i e Rt B ek e, i, et B

Click here for Compliance
Officers

PR PR

Indicate what email notifications this person should be getting:

e For DOF Hiring Managers normally you would select:
0 Hiring Manager-Job Posted
o0 Hiring Manager-Requisition Returned
e For Compliance Officers normally you would not select any Email Notification Group unless
they request it specifically.

Select your name as the Person Requesting Account.

o e e e e T 1 e e e P L g R e e e L S e o e e
Check all Clear all
Hiring Manager-Job Posted

Hiring Manager-Requisition Returned

WP/Dept Head-Posting Submitted For Staffing Review
YP/Dept Head-Finalist Selected

WP/Dept Head-Job Posted

Budget User-Posting Submitted For Staffing Review

s s e

Email Notification Group:

Administrator-User Account Submitted
All Users-User Account Approved
DOF Recruiter-DOF Job Submitked

O0o0ooo0ox®

* Person Requesting Account Mo Response d

P Ve R s

T N i o o S e B

Comments Regarding Account Request

~f——————— Make sure Submit for Approval is
selected before you click CONTINUE

User Status

kit For Approval }
i 4
! {

o e SRR &y oSt o, o AR e S e, B e e m A Bl B o ol A, SR e )
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As the final step, be sure the Submit for Approval button is selected and click CONTINUE.
The Create User Confirmation screen is displayed, showing a summary of your submission.

e If everything is correct, then press the CONFIRM button at the bottom of the screen to send it to
the HR Systems Coordinator, who will approve and finalize the request in the Jobs at
Princeton system.

e If you wish to make changes, click the GO BACK button to return to edit mode.

[ o) ']"'(_-o'n'n'rrem SR TEE O HBEEEE — — "~ =T T A s e s e [

4

o HR HIRING MANAGER '

GUIDE

DOF HIRING MANAGER J

GUIDE 1

DETERMINING BENEFITS Submit for Approval *

* ELIGIBILITY FOR DOF i

STAFF GO BACK | CONFIRM I 3
HIRING b

. E

< ¥ b

&] Dane {.

Cancelling Access for a DOF Hiring Manager or Compliance
Officer

To cancel access for either a DOF Hiring Manager or a Compliance Officer, send an email to the HR
Systems Support person in charge of the Jobs at Princeton site (currently Pete Cassaday,

cassaday@princeton.edu).

Searching for Users

In order to find out who is currently in the system, you may also search through current users by
clicking on the SEARCH USERS option in the [Ei51=536 menu at the left.

T o e e it o e et P L e e e T i e e 0 P D o g e s et S e g it

Enter partial names to

narrow your search

r
|

First Mame Kris Last Mame Millet| !
SGECTT ) GGG T Click here to clear results and

D \— Click here to search return to the blank search page

e e e v B R o S o B e B o S Bt B R s oo s IS SR o

To return a complete list, just press the SEARCH button.

To narrow your search, enter all or part of a First Name and/or a Last Name before pressing the
SEARCH button. The system will search for the characters you enter at any contiguous position in the
name.

Notice that on the SEARCH USERS screen, you can log in with the same profile as the person listed
by clicking on the Log in as link. This is often helpful when you are trouble-shooting problems a DOF

Hiring Manager may have when using the system.

37


mailto:cassaday@princeton.edu

Jobs at Princeton Hiring System — User’s Guide

3 Records
(4]

DOF, Kris
Login as
Emerson, Kris
Login as

e, g Click the link to log in
— as that person for
trouble shooting

ORI crcovsers

GUIDE

o DOF HIRING MANAGER First Marme Kris Last Mame
GUIDE
DETERMINING BENEFITS

* ELIGIBILITY FOR DOF SEARCH I CLEAR RESULTS |

R O R S

STAFF

e e e o A b A B B g 8 i, 08 o, B o e R L o o s

If you click the Log in as link, you will be logged in with another user’s profile. You can log out of this
profile by selecting LOGOUT OF HIRING MANAGER. This will return you to your own profile without
logging you out of the system entirely.

AT R e e T N 5 g R S B e S Gt A i it i T,

A -
1

+ welcome Lea NovaK fou are logged in as Kris Emersan, L

‘our Current Group: Createsskear PPL Requisition Tuesday, NDVEI‘!"

HR Hiring Manageg= 3 DOF Hiring Manager's Guide
“igws [ Doy “iews | Dovenload

Departrment HeadsAPs: Please review and modify your default view using the "Change Defal

PN R

Click here to return to
your own profile

PSPPI I

sttt ininein e B DT N0 BT e e et a2t ARm i, e eadn

4
1
lII

Role of the Compliance Officer

Each departmental Compliance Officer has access to the Jobs at Princeton Hiring system, which
provides a way for them to view applicants and posting details, as well as generate EEO and applicant
detail reports. A Compliance Officer cannot change the status of an applicant or alter or delete
information in the system.

Compliance Officers should be reminded that the information on the reports they have access to in the
Jobs at Princeton Hiring System is strictly confidential. The gender and ethnicity of individual
applicants should never be shared with hiring managers, search committees, or any unauthorized
individual, in accord with U.S. Department of Labor regulations regarding fair hiring practices and
confidentiality protection guaranteed to individuals who apply for openings.

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. If 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 Smei'ﬁ'ed,

_ _ _ _ _ _ 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'C(Wn

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.

e e e e A A et e e i e You will be able to
1 Recard view a similar page
e @ f for each reference,
" Semm—— if you need to find
i the contact
information for the
reference (see
page Error!

® Reguied information i dencied with an asterisk,

.
ot i i Bookmark not
* Name of Reference Marcia Haggis { defined ) i
Reference Current Institution Brown University !:
Reference Phone Number 401-883-9827 . . .
s st ot 4 If the applicant selects Yes, an email is sent to the
ecommended - MUST provide email address below, . . .
P reference automatically, with a link to the portal
automatically, your Reference wil be able to upload . . . . .
P T 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.
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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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