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This guide Is intended to assist hiring managers In

changing a position’s functional title and/or position
description.

About

Any questions regarding this content can be directed to
our Compensation team.
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PeopleAdmin Overview

PeopleAdmin is divided into two modules: Position Management and Applicant Tracking.
Reference the table below to see what actions are available in each module.

n this guide, we will be focusing on the module.

Position Management Applicant Tracking
 Reqguest audit for new position  Create a job posting from a previous
 Reclassification of an existing position posting
* Position description updates/functional ¢ Create a job posting from a job

title change on existing position description

 Promotion/transfer of an employee
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Login Instructions

To log into the system: Texas State University

e Go to jobs.hr.txst.edu/hr/

Click here to login with your Texas State ID.

* Select “Click here to login with your Texas State
ID”

Guest User Login ONLY

Username
Password

Log In

Authenticate with single sign-on?550 Authentication
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Login Instruction, cont.

* Enter your Texas State NetlD and

TEXASSe STATE

password then select “Login”

Login to PeopleAdmin 7 Texas
State University » Forgot your password?

Username » Need Help?

Password

Use of computer and network fac owned or operated by Texas State
University requires prior authorization. Unauthorized access is prohibited. Usage
may be subject to security testing and monitoring, and affords no privacy
guarantees or expectations except as otherwise provided by applicable privacy
laws. Abuse Is subject to cniminal prosecution. Use of these faclities implies

agreement to comply with the policies of Texas State University.
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Login Instructions, cont.

To access the Staff Position Management module:
* Select the ellipsis menu on the top left of the screen

* Select “Position Management”

Anplicant Tracking System Welcome, Elizabeth Cruz  logout
O Applicant Tracking System User Group:
Employee v
O Position Management
Shortcuts ~
the administrator) 0 Active Applicants

t Talent Acquisition website for available toolkits, user guides, and forms located in the Hiring
. Faculty: Please visit the Faculty Recruitment Toolbox for available guidelines and resources
st in the recruitment process. Contacts: Talent Acquisition team: Adrian Leal (245-1835) and

d (245-6172). In addition, the Talent Acquisition office can be reached by phone at

mail at talent@txstate.edu, or by Chat with Microsoft Office Team.

emic Affairs: A position authorization form must be attached to all personnel requests. Please
ocol and General Protocol for Faculty and Staff Positions.

I Evaluated Applicants
e hiring proposal process, the ‘Pre-employment Inquiry Release Form' is no longer required in B Unevaluated Applicants
sal. When contacting the candidate of their recommendation for hire, notify them that they will
from HireRight or Accurate authorizing TXST to perform a background check.
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User Group

Before creating a requisition request, ensure you are using the correct user group.

* Under “User Group,” use the drop-down menu to select "Hiring Manager”

Welcome, Elizabeth Cruz  logout

Position Management

User Group:

TEXASye STATE

Employee v

UNIVERSITY

.- . .. . Employee
Position Descriptions ¥ Job Titles ~

HR Class & Comp

Search Committee Member

For access to a specific user group, please complete the PeopleAdmin Security Authorization Form located on our
Form website and submit to our Talent Acquisition team.
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Position Description Update

 To begin, select the “Position Description” drop-down menu located on the orange

banner of the Position Management homepage

e Select “Staff”

Position Management Welcome, Elizabeth Cruz
User Group:
TEXASyk STATE g
UNIVERSITY Hiring Manager v

Position Descriptions ¥ Job Titles ~ Shortcuts ~
N ‘

ue

Alerts (3. Volunteer 0 Active Applicants

Volunteer Position Requests
TYPE MES!
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Position Description Update, cont.

* Enter the position number and select “Search”

» Select the position

Position Descriptions ~ Job Titles ~ Shortcuts ~

/ Position Descriptions / Staff

Staff Position Descriptions

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

Saved Searches v 50029395 I Search I Q More Search Options v
Ad hoc Search x Staff Position Descrip \e

Ad hoc Search o Save this search? Selected records o X Clear selection?

Position (Actions)
Description
O Number Position Description Title Supervisor Status

O 50029395 wgrces Representative Benefits Analyst (Selma Selvera) Active Actions v

TEXASSSTATE

UNIVERSITY




Position Description Update, cont.

» Select “Position Description Update” in the menu on the right of the screen

B
a Print Preview

Position Description: Human Resources Representative (Staff) = g ;... preview Employee view

Current Status: Active * Reclassify Regular Staff Position Description
Position Type: Staff * Reclassify Academic Affairs Staff Position
Department: Human Resources Description

50000160

( ) * Regular Staff Promotion and Transfer

* Academic Affairs Staff Promotion and Transfer
W Position Description Update - Regular Staff

* Position Description Update — Academic
Affairs

All divisions except Academic Affairs must use Position Description Update - Regular Staff

The Academic Affairs division must use Position Description Update — Academic Affairs
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Position Description Update, cont.

e Select “Start”

Start Position Description Update - Regular Staff Position Request on Human Resources
Representative?

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

e Select “Save & Continue”

Position Information

o

Save & Continue

Position Number

Position Number 50029395

Personnel Subarea 0002 - Benefits Eligible Full-time (40)
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Position Description Update, cont.

* |Input the required knowledge, skills, and abilities, duties, and any license, credential, or

certification that is specific to the position — not on the general description in the next section.

e Select “Save & Continue”

Functional Title <= Pm Save & Conlinue

’_ Check spelling

Currént"l:‘r-o-ﬁosed Functional Title

Current Position Tide | |

Proposed Position
Tite | |

Requirements

B I = |& | m <>

High level of professionalism and confidentiality
. _ Highly organized and detail-oriented
Position Spedific Excellent communication and interpersonal skills

l{nfm:ledge, Skills & Bachelor's degree in related field or equivalent combination of education and experience
Abilities R . R
Experience in customer senice related to benefits administration
Analytical and problem-solving skills
Ability to build constructive and effective relationships while using diplomacy and tact to find
common ground in resohing isswes and diffusing high-tension situations comfortatty
Murst be copperative and approachable, able to gain trust and support to collaborate effectively
= = "
AEdEara ] If a functional title is needed, complete the
J
Job Summary
The Benefits Representative, under general supenision, provides assistance in the utilization 117 [ / - - ” -
amd understanding of benefit plans. Serves as a resource for employes benefits information and Curren Prop OS ed Fun Ctl O n a l TI tl e S e Ctl O n
processes, which may include new employee orientation, counseling employees and retirees on -
group insurance or other emnployes benefit options, assisting with claim issues, entering benefit
nformation into a database, reviewing and resolving benefit reports, and assisting with annual
benefit enrollment processes.
Job Duties
. _ Serves as a resource and assists with new employee orientation [distributes new hire gifts,
Pog_nnn Spedific coprdinates attemdance, follows up on required hiring paperwork, maintains information in the
Duries online course, and facilitates Q@A sessions)
Processes new hire and annual enroliment papersork
Assists employees and retirees in resohving insurance-related benefits issues, oorredting data,
processing forms, and coding information into a database in accordance with System policies and
regulations
Reviews daily, weekly, and monthly reports to address ernors
Coordinate prior state senvice verification requests with other State of Texas agencies
Assists with resolving daims issues
Participates in planning for Annual Enrollment period
Assists with drafting benefit communications, offering spedal programs, and planning benefit fairs
Perform other duties as assigned
B || = |&#| T |« == e |
Position Soech
Licenses, Credentials,
or Other Certifications
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Position Description Update, cont.

e Select “Save & Continue”

‘m‘iﬂ‘"“‘ -
Job << Pre Save & Continue

Job Classification
Job Code 7308

Job Tite Human Resources Representative

Job Code Long Text Human Resources Representative

US Job Attributes

EED Category Technical/Paraprofessiona
ASA Mon-Exempt
SOCC
500C Noo 13-1071
S00C Tide HR Specialists

General Description

General Description Responsible for providing a variety of Human Resources services according to assigned area under minimumn supenision.

Example of Job Duties

Serve om and provide support to various university and external permanent and ad hoc committees, task forces, and teams.
Complete special projects and tasks as assigned.
Maintain time entry programs and leave polides.
Administer retirement programs including counseling, processing new enrcliments, changes, and troubleshooting problems.
Reconcile insurance premiumms and TexFlex deductions.
Administer the ORPYTDA program and 457 Plan.
Assist employees and company reps with policies and procedures.
Research and verify prior state service records and prepare list of retirees for spedal projects.
Counsel retiring employees and assist with retirement paperwork.
Example of job Duties  Enter payroll deductions for charitable contributions.
Prepare and review employee reports for changes in benefits and status.
Provide information and assist faoulty and staff with benefits-related issues.
Process summer insurance premiuns.
Conduct Mew Emnployee Orientation and provide training to faculty and staff.
Coordinate annual Financial Planning and Retirement Fair.
Provide guidamce to employees, supervisors, department heads and department time administrators om leave policy and time entry.
Process quota payouts for vacation, FLSA overtime, and sick leave.
Process requests for sick leave pool, extended sick leave, emergency leave and FMLA.
Perform other duties as assigned.
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Position Description Update, cont.

e Select “Save & Continue”

Seated Employee m << Prev I Save & Continue I

Seated Employee o/
First Name Danielle

Last Name Waddell

Work Email D)W @txstate.edu

Please enter a valid email address

Employee 1D

o | <o | oo

* Enter the contact person information and select “Save & Continue”

S Sl

[ =] Check speliing
Contact Information for this form
Contact Person's | |

Mame

Contact Person's | |
phone

Contact Person's Email | |

Responsible Hiring
Manager
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Position Description Update, cont.

* |f requesting a functional or positional title update, upload the required justification

memo. Otherwise, select “Save & Continue”

Position Documents << Prev Save & Continue

In the case of a functional title update, please provide a brief justification memo explaining how the proposed title describes the function or duties of the . All other
attachments listed below are optional.
Document Type MName Status (Actions)
Org Structure Actions v
Justification Memo Actions v
Upload New
Job Analysis Form (JAF) Create New
Choose Existing
HR Market Analysis Add by URL
Background Inquiry Release Form (Required for Reclassify and Promotion and Transfers) Actions v
Other Support Document Actions v

Save << Prev Save & Continue

TEXASSSTATE

UNIVERSITY




Position Description Update, cont.

 Review all the information for accuracy

» Select “Take Action on Position Request” and send to the next approver

Take Action On Position Request v

Keep working on this Position
Request

WORKFLOW ACTIONS

Canceled (move to Canceled) Some departments do not have a Director

Send to Director (move to
Director)

in their organization. The request should

Send to AVP (move to AVP) be sent to the AVP or VP instead.

Send to Vice President (move
to Vice President)

Send to HR Class & Comp
(move to HR Class & Comp)

Please ensure requests are sent to defined roles. Contact our Compensation team if an override to the

workflow is needed.

TEXASSSTATE
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Workflow
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Approval Workflow

Step One Step Two Step Three Step Five

Hiring Manager Department Head Vice President HRIS

Please ensure requests are sent to defined roles. Contact our Compensation team if an override to the workflow

IS needed.

TEXASSSTATE

UNIVERSITY



mailto:compensation@txstate.edu

Check Workflow Status

 On the orange banner, use the “Position Description” drop-down menu to select “Staff

Position Requests”

Position Descriptions ~ Job Titles ~

Staff

Staff Position Requests \°
sts

Alerts (3. Volunteer

Volunteer Position Reque
TYPE MES!

* Enter the position number associated with the request and select “Search”

Staff Position Requests

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

Saved Searches v 50029395 M -\ Q More Search Dptiﬂ"ﬂ v
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Check Workflow Status, cont

You can see the current workflow status here or you can select the position to access the entire

workflow history, including notes from approvers.

Staff Position Requests

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

Saved Searches v 50029395

Ad hoc Search x Professional Staff Position...

Ad hoc Search o Save this search?

Position
Proposed Position Title Number
Human Resources Assistant 50029395
HR Benefits Representative 50029395
Human Resources Representative 50029395

Position
Request
Number

5701542016

517462021

5710882021

Q More Search Options v

Department Name

Human Resources

Human Resources

Human Resources

Position Request Name

New Regular Staff Position Description: Human Resources Assistant

Reclassify Regular Staff Position Description: HR Benefits Representative

Position Description Update — Regular Staff: Human Resources Repres

entative

d

Actions v

Position (Actions)
Request

Workflow State

Audit Complete Actions v
Audit Complete Actions v

Vice President Actions v
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Check Workflow Status, cont.

* Select the position

Vice President Actions v

Human Resources Representative 20029385 ST10882021 Human Resources Position Description Update - Regular Staff: Human Resources Representative

» Select “History” tab

| Position Description Update - Regular Staff: Human Resources Representative (Staff)

Current 5tatus: Vice President
Position Type: Staff Created by: Elizabeth Cruz
Department: Human Resources Chwner: Vice President

(50000160)

m— —
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Contact Information

512.245.2557
(Press 5 for Compensation)

compensation@txstate.edu

Office of Human Resources
J.C. Kellam 340
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