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Login Page

IMPORTANT: Initial login will be your employee ID number for both
Username & Password.
You will then be prompted to modify your password.

University of Colorado

HE Lsers: Lsername is Employee 1D

Guest Users: Username is User ID provided by
HRE

Username 1192202

Password lsssssssss

Forgof your password? Beguest a § vordd reset
You will have a login link on the employee portal to access this

page. From this page, you will then login with your employee
ID number for both your user name and password.




Default upon login will be Applicant Tracking m
(Blue Banner). If you need to change to the

Q‘I University of Colorado . .
e 6 e B4 ST A Position Management module, clickon drop [ yaich List LPPLICAMT TR

Peaoplaicmin

down to display Position Management
(Orange Banner).

Annette Sargent, you have 2 message Emploves ;I & logout

Default will be employee.
You will need to change your
Welcome to your Online Recruitment System role. Select the drop down
to find your Search
Committee role. You must

P ) ) then click on the refresh
o INbOX (0 items need your attention) circle to change your role.

T T T T

Dizplayving tems for group "Employes".

y Links

Useful Links

Training “ideos
[Za here for helpful videos for staff training

ﬂ Watch List 0 items) onthe uze of PAT )
Your Applicant Partal

[Hovy Applicants access your Peoplesdmin
syatem)

Peopledmin MOPAC - Customer Portal
Lagin

(hest practice library, customer support
portal, customer cammunity’)



| Inbox | PeopleAdmin

To modify your login Watch List APPLICANT TRACKING
settings, click on My
Profile.

" My Profile  Help

PA Test Test, you have 0 messages. Employee = < logout (sandbox)

Users | PATest Test (sandbox)

User: PA Test Test Take Action On User v
Current Status: Approved

PA Test Test Groups
Employee Applicant
Username: sandbox Employee

Supervisor: N/A
Email: emailaddress@zed.zed
Phone:

Summary Manage Emails

Then click on Edit

© User Detailg_Edic_) | Button next to User

Details.
Account Information
Username sandbox
First Name PA Test



Required fields are indicated with an asterisk (*).

Account Information

Username
First Name
Last Name
Email
Employee Id

Org Unit Ids

Preferred Group On
Login

Preferences

Default Product Module

Time zone

lsandbaox

PA Test

ITE st

lemailaddress@zed zed

lsandbax

|LJr1in'ersit'_-,r of Colorado (Root)

[

|Ernp|n:|'_-,ree j

|hpplicant Tracking ﬂ

If you are mainly using the system as
a Search Committee Member, you
can change your default login setting.
Click the drop down arrow for
Preferred Group On Login and select
Search Committee Member.

|(GMT-07:00) Mountain Time (US & Canada) |

‘ Update User ’

Click on Update User to
save your settings.

Cancel



 Inbox | PeopleAdmin
Watch List APPLICAMNT TRA

Postings | My Profile Help

Annette Sargent, vou have 0 messages |Sear|:h Cormmittee Member ) j & logout

S EEEEEEEE—,—

Postings [ Classified and University Staff When logged in as a

Search Committee
Member, you see all the

Classified and University Staff Postings postings you serve on as
a Search Committee
Member.
Open Saved Search v Search:| | | search | More search options
Ad hoc Search Dpen Postings [x]
w Saved Search: "Open Postings™ (1 lterm Found] g
. . Job Active .
LI aa il Posting Humhber Eepartment Applications Workflow State (el
[T [T Senior Professional Crions2s SOM - Dean-School of Medicine {20029) 33 Fepublished Actions

You can view the
posting by clicking the
posting name link or
clicking on the Actions
link and selecting view.




Postings | Mty Profile Help

Annette Sargent, you have 0 messages. |Sear|:h Comrmittee Member j & logout

Postings | Classified and University Staff /' IT Senior Professional (Republished) 7 Summary

Posting: IT Senior Professional (Classified and
LJI'Ii‘l.,-"Er'Sit':a,Jr Staff) L See how Posting looks to Applicant

Current Status: Republizhed = Print Preview (Applicant %iew)
Fasition Type: Classified and Created by: Sharon Marston = Print Preview
University Staff Owener: Staff Campus HR

Department: SOM - Dean-School of
Medicine (20029)

Summary Histary Applicants Fepaorts

;! posting carefully befaore continuing.

When the posting

To{ opens, you can click on

hutl the Summary tab to
view information about

apA . .

the posting. Click on

To( the .Applicants tabto  |Egit |ink next to the Section Name in the Summary Section. This will take you directly to
the| 80 d'_rFCtly to .the ection has an orange icon with an exclamation point, you will need to review this section
and qualified applicants. 5 before moving to the next step in the workflow.

propriate Workflow Action by hovering owver the orange "Take Action on this Posting”
nt to the posting and also add this posting to your Wateh List. in the popup box that
b submit your posting, click on the Submit button on the popup box.

W Posting Details



w oSaved Search: "Active Applications™ o Actions

Workflow State

Last First Documents Application Date (Internal) Workflow State (External) {Actions)
Name Name
) April 06, 2013 at Under Review by Search Committee  Under Review by Search Committee :
applicant Tesi#3 ] ] ] ] Actionsy
04:06 pm - University - University
) April 07, 2013 at Under Review by Search Committee  Under Review by Search GENERAL
applicant Test#d4 o S View Applicati
01:41 pm - University - University view Application
’ Test Resume, Cover Letter, List of April 08, 2013 at Under Review by Search Committee  Under Review by ammittes
# es
References 11:48 am - University - Universi

You can either look at each
applicant individually or download
the applications in bulk.
Downloading applications in bulk
is explained later.

w Saved Search: "Active Applications” Actions
GEMERAL
Evaluate Applicants
Workflow State ) —
Last First Documents Application Date (Internal) Workflo - Download Applicants Is)
Ewvaluations
Name Name

applicant Test#3

applicant Test#4

#1 Test

Resume, Cover Letter, List of
References

April 06, 2013 at
04:06 pm
April 07, 2013 at
01:41 pm
April 08, 2013 at
11:48 am

Under Review by Search CommMee - Under R
niversity
Under Review by Search Committee -
Lniversity

niversil

Lniversity

Review Screening Question
Answers

Download Screening
CQuestion Answers

Export results

BULK

Download Applications as
POF

Create Document POF per
Applicant



Job application: Test #1 (Classified and University

Staff)

Current Status: Under Review by Search Committee - University
Application form: Faculty and University Staff Application

Full name: test #1
Address:

PO Box
Strasburg , CO

United States of America

Username: whodunit

Email: emailaddress@zed.zed
Phone (Primary): 720-555-9956
FPhone (Secondary):

Paosition Type: Classified and
University Staff

Department: SOM - Dean-Scho
Medicine (20029)

Created by: test #1
Owner: DRL/IPPL

Viewing individual
applications will open
with three available
tabs. The Summary tab
will show applicant’s
personal information,
answers to any
supplemental questions
and their documents.

Summary Recommendations (0 of 1) History

\

& Personal

Personal Information

The Recommendations
tab will allow you to
view provided reference
letters from referees.

View Posting Applied To

Preview Application



& Supplemental Questions

Required fields are indicated with an asterisk (*)

& Certification

| certify that | possess the expenence, education and/or licenses required for the job for which | am applying. | also certify that all
statements, information and documents provided with this application are true, complete and correct to the best of my knovdedge and
are made in good faith. | understand that omissions, misleading, false or untrue information, or any attempt at fraud or deceit in any
manner connected with this application and subsequent testing may result in my NOT being considered for jobs with the State of
Colorado; may constitute grounds for discipline and/or termination after hire; and/or may constitute grounds for further actions
pursuant to law. If requested, | can and will supply documentation that will confirm that the entries made on this application are true,
complete and correct. Notice to Indviduals applying for employment with a child care provider or facility, per Colorado Revised Statues
( C.R.S) 26-6-105.5, "Any applicant who knowingly or willfully makes a false statement of any matenal fact or thing in this application
is guilty of perury in the second degree as defined in section 18-8-503, Colorado Revised Statutes, and, upon conviction thereof, shall
be punished accordingly.” | am also aware that the State of Colorado has a payroll direct deposit requirement for employment. When

needed | can supply the correct documentation for direct deposit.

| certify that | have read and agree with these statements.

If‘-’p Please enter your initials to verify your identity

Submitted on Apnl 08, 2013 at 11:48 am by test #1

Required Documents
Document Type Name Conversion Status
0 Resume Resume 07'22'13 164754 (561 KB) To View any applicant
& Cover Letter Cover Letter 07-22-13 16:51:27 (43 KB) documents, click on the

& List of References List of References 07-22-13 17:05:15 (39.6 K§

blue link.




* Il_ |z Ih @ = % ZoomIn |41-5°-'“-=- - fSign' == Scrolling Page

Drecemher 0, 2012 Documents will open in
PDF format in a

M. Mary Femress Instinte for Arctic and Alpine separate window.

Resparch (INSTARE) University of Colomade

Boulder Borlder, Colorado

Doear Mz, CTI
Thiark yo for taking the tome to review wxy application Sor [T Support Techmicm at

As Projact Coordinator for the Presidanial Climate Actem Project (PCAR), T produrad, coordinated and
proceszad all necessary fsral doomments rezanding procursment LEH.DCE.‘I:I.I’J:I.IﬂJI:gﬂ:l:riE fior 2l grams,
fundraizing, projact twdzsts and coniracts. Inchuded m owy confracts work was asceraiming that we
ﬁﬂn'lmia'_] n]:F.u:a:lle Unmversity and [R5 noo-praft 301(c)3) rales as well as met any and all

dopatng perty. I also negpaated and revized, with advice from University Coumsel,
the conimact ey to the publishing of the commenczal version of the PCAPlar. (was also the editor for this
project.) I manazed and consmucted ontresch commmnicasions to posemial and existing donors as well as
wretz and edited other project doomments. Throughout the PCAP, T was respapsibls for zrant writing and

reporing as well as udzet paragement PCAP almo had reszarch with suboonmacts for which I
wits responsible and o which Iwas assisted by Tudy Tarrall who worked a1 that tome in UCD Coniracts
and Grants.

The PCAR, in part in asscciarion with the Leadership Summiits for a Sustminable Amenca, was icvalved
m fiour events held at the Jobnson Fommdation's Winsspread Conference Center. [organtzed all foum,
mehuiing assising it agenda and madenals development and affendes recnimeanf to T2 2 Consucdve
and balanced proup eminonment o wiich o parsue the goals of bedh the Sumenits and the BLAP.
Folonmg the conference, I worked with our Fesearch Director m developing post-confarance materials
smenanizies the reconerendarioes and tanes ratsed and addressed diring the mestings. Dhuring BCAP, T
also devoted sipndficant tme to researching additoral srant and fuinding siuations I order to Snance the
project throngh it twe-year term. In this way, T've becoma very fmdiar with the ins 2nd outs of locating
mdmrlmgapmﬂpuatef.nﬂmgmﬂtchanhﬂea]:nmeﬂmc for excesding) all reporing requirements.
Init srtion with PCAP alse mmlved mavel and fior the Project. T bald
degﬂwrfjmgw -2 Bachelorof _-!rtimJurmeﬁ%:nga Master Dfi%blﬂnag_n Erenl:le'ii. TiHnE.

Dvlnst recently, 1 have worked at UC-Denver as a Humar Fesporces Consuliant responsiole for processing
all records ralated to hinng and tenmnation of d lovees.  1was the main comeact for
exployvess for amy guestions of issnss they noeht have had it their siaff sians. This work alse
required that I manage search processes, review application materials md maintam the conSdentaliny of
sama [ also handled all of these maters in PeopleSof (iring. tememations) as well as ssarchas throush
Jobsatcu. Approadmately 25% of this pesition imvolved addressing matters of salary compensation by.
deterrnining appropriate salary levels for vacam oo -guts and
coofrming that oo refrned Tetiress wers .;.:.mpg;id upg;cmmh :r:.rmanagl.nfﬂl{h.eaenmm
HAMS.

Fraviously, [ was a sales representadve m the Colormde Taminory for Thomas Publishing Compamny s
ThomuasMet indusimial advertsing prozram. Instialty, Iwas the main laison oo folbow-up, billng and ad
producion for £5-100 mdosirial and mamafactrng accounts. This wok oredved mestns with all
clients, either in persen or by phowe, i order to gaiher mformation for programs . I acquired infommaton




You can download all applications or
only specific applications. Delete: To
select all, click on the box by Last
Name.

To download in bulk, select all by
clicking on the box by Last Name.

Select individual applications by
clicking on the box next to the
applicant.

Savgd Search: "Active Applications” Actions

GEMERAL

Evaluate Applicants
Workflow State , -
First Documents Application Date {Internal) e E%iﬂlﬁ ianl:||1 Sﬁ.ppllcants 15)
Name = . |
Aol 06, 2013 at Under Review by Search C e - Under R Review Screening Question
April 08, a nder Review by Search Committee - Under Answ
¥ applicant Test#3 P ¥ Answers

04:06 pm University Universit - Download Screening
. April 07, 2013 at Under Review by Search Committee - UnderR|  Question Answers
W applicant Test#4 . o .
01:41p = - Universil  Export results
_— - Resume, Cover Letter, Listof  April 08| ﬁ,:‘::::‘iltet?az:vf downloadyou | o UnderR  muix
References 1148 a NOTE: Depending on how many Universit  Download Applications as
applicants you select, — PDF
downloading in bulk will take a '?fEE‘,tE Document PDF per
large amount of time. SILEEL




"Active Applications™ (7 llems Found)

ame

2 Mext —
® | workflow
State (Ext
Select the document type(s) to use. 3
In Progres
« Application and All Documents For all the applicants you
had selected, choose In Progres
" Only These Document Types whether you would like to
- view the application and all
[ Application Data A1 o In Progres
documents or only specific
[ Resume ! documents. .
[ Cover Letter In Progres
[ List of References Click on Submit L
[ Reference Letter In Progres
—
) In Progres
Submit Cancel " InProgres
_ A
AR T, W dl IR IREvIeEw LY Sedi Ll S UTinrnes - . =
e 04:06 pm University
[ ®
Generating File... Status: Requesting Documents  * (status will
update automatically)
1 Please do not close this window until the download has started.
F
F s
April 09, 2013 at LInder Review by Search Committee
(Mone)

12:25 pm LIniversity

You will receive this
message once you click the
Submit button.




@ PDF generation in progress for 3 Applications. %

— LR LU T L]

You will receive this . _ _
Watch List APPLICAMT TRACKING ¥
message on the green

bar as the system
processes your request.

Postings | My Profile Help

Annette Sargent, you have 0 messages. | Search Committee Member j & logoul

Postings [ Classified and University 5taff / IT Senior Professional (Posted) /| Applicant Review

Posting: IT Senior Professional (Classified and

University Staff) & See how Posting looks to Applicant

Current Status: Posted #= Print Preview (Applicant View)
=

Position Type: Classified and Created by: Sharon Marston

University Staff Owner: Staff Campus HR
Department: SOM - Dean-School of
Medicine (20029)

Print Preview

Summary History Applicants Reports

Open Saved Search » ~ Search: | | Search More search options




I m EI ﬁ* - * |1_ ] Ih: IQD‘ Q [ @ IE)Eu:u:umln IB?-E% < ISign' : ScrullingPages‘ tﬂ Cne Full Page IFlnd

Page 1 of 6 | Created 07-24-2013 16:55:28 | Test #1

Application: Test #1

Fosting number: C/U0DD325

Fosting: IT Senior Professional {Classified and University Staff)

Form: Faculty and University Staff Application

The downloaded
applications will open in
several PDF pages.

Submitted: April 08, 2013 at 05:48 pm (confirmation number: CNO00025394)

Personal

Personal Information

First Name Test

Middle Name

Last Name #1

Street Address/F.O Box PO Box

Apt/Unit

City Strasburg

State CO

Zip Code 80136

Countrv United States of America




UI'II"u"Ef'SIt')I" Staﬂ:) A See how Fostung looks to Apphcant

Current Status: Posted =
FPosition Type: Classified and Created by: Sharon Marston & Print Preview
University Staff Owner: Staff Campus HR

Department: SOM - Dean-5chool of
Medicine (20029)

If the Search Committee has
requested ranking criteria
Summary History Applicants A be set up for the posting,
you can evaluate applicants
in the system.

Print Preview (Applicant View)

Open Saved Search v Search: Search More search options

Ad hoc Search

To rank an applicant,
select the specific
applicant, click on
Actions and select
Evaluate Applicants.

Ad hoc Search

2 Mext —
Last Workflow State
First Name ~ Documents Application Date  (Internal)
; Test Resume, Cover Letter, List of April 08, 2013 at 11:48 Under Review by Search Commi
# es
References am LIniversity
) April 06, 2013 at 04:06 Under Review by Search Commi
applicant Test#3 (Mone) ] ]
pm LIniversity
) April 07, 2013 at 01:41 Under Review by Search Commi
applicant Test#4 (Mone)

pm LIniversity

Actions
GENERAL

Evaluate Applicants

Download Applicants
Evaluations

: - . IS
Review Screening Question )
Answers

Download Screening
Question Answers

Export results

BULK

Download Applications as



Postings |/ .. [ IT Senior Professional (Posted) | Applicant Review | Enter Evaluative Criteria Evaluations

Evaluative Criteria

Under Review by Search...
View Detailed Entries

Only the Search
Committee Chair will be
able to View Detailed
Entries.

Workflow State: Under
Review By Search
Committee University

Showing 1 Applicant. Show More

Evaluations

Test #1

Save

To view all applicants,
click on the Show More
link.

Education: What is your highest degree of education?

Click on the dropdown
arrow and select the
correct choice for the

applicant you selected.

Cwverall: MN/A

|F'Ieaae select

Education: What is your highest degree of education?

| Ph.d

Bachelors

Teaching Experience at a University: How many years of University teaching experience do you

have?

|4-6

[

0-3

T+

Click on Next




| Inbox PeopleAdmin

Watch List APPLICANT TRACKING ¥

Postings Pools Applicants Hiring Proposals Employment Events

Annette Sargent, you have 0 messages.  |HR Admin j < logout

Postings | .. [ Evaluate Applicants /| Robert Krause /| Evaluative Criteria Details

Only the Search
Committee Chair will be
able to View Detailed
Entries.

ﬁ Evaluative Criteria Details and Overrides The system will calculate the total
score by the weight assigned to

the question and the points
assigned to the answer.

* Required Information

Workflow State: Under Review By Search Committee University

Reviewer Name Level of Educati Teaching Experience at a Universi Comments
Annette Sargent Ph.d{10.0 point: 4-6(5.0 points MIA
Average Score 10.00 points 5.00 points

Total



Postings | My Profile

| Inbox | PeopleAdmin

Watch List APPLICANT TRACKING W

Help

Annette Sargent, you have 0 messages. | Search Committee Member

>l e logo

Postings |/ ... [ IT Senior Professional (Posted) / Applicant Review | Evaluative Criteria Details

Posting: IT Senior Professional (Classified and

University Staff)

Current Status: Posted

Position Type: Classified and Created by: Sharon Marston

University Staff

Owner: Staff Campus HR

Department: SOM - Dean-School of

Medicine (20029)

Evaluative Criteria Score Details

Showing 33 of 33 Applicants

Full Name

Robert Krause
Matthew Yeakey
Prabodh Telang
Curtis Lee

test #1

Jaime Romero

Jdames Carilln

«— Previous 2
Current State

Under Review by Search Committee - University
Under Review by Search Committee - University
Under Review by Search Committee - University
Under Review by Search Committee - University
Under Review by Search Committee - University
Under Review by Search Committee - University

| Inder Review b Search Committes - | Iniversitv

Wiew Posting Summary
Review Applicants
Evaluate Applicants

Print Preview

Only the Search
Committee Chair will
see all committee
member rankings.

Mext —

Under Review by Search Committee - University

75.00
100.00



o p Updated Evaluative Criteria Evaluations

Home

Postings | My Prafile

Watch List LPPLIC

AT TR

Annette Sargent, you have 0 mezsages. | Search Committes Member

Postings / .. ! IT Senior Professional (HR Approval) / Applicant Review | Evaluative Criteria Details

"‘1 Posting: IT Senior Professional (Classified and

University Staff)
Current Status: HR Appraval

Paosition Type: Classified and Created by: Sharon Marston
University Staff Owener: Staff Campus HR
Department. SOM - Dean-School of

Medicine (20029)

Evaluative Criteria Score Details

Showing 3 of 3 Applicants

Full Name Current State

Rohert krause Under Review by Search Committes - University
hatthew Yeakey Under Review by Search Committes - University
test#1 Under Review by Search Committes - University

Once the system has
evaluated all completed
Search Committee
Member’s scores, the
Chair will see a calculated
view of the combined
scores.

Wiew Posting Summary
Feview Applicants

Evaluate Applicants

Under Review by Search Committee - University

74.00
5000
100.00

Chverall

75.00
50.00
100.00



This concludes the Search
Committee process

Thank You!

Any Questions? Please send to
jobsatcuhelp@cu.edu

22
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