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Welcome to the James Madison University Online Employment Application System.  The Human Resources Department has implemented this system in order to automate many of the paper-driven aspects of the employment application process.

You will use this system to:

· Create and submit requisitions to Human Resources
· View applications for your openings
· Notify HR of your decisions regarding the status of each applicant

The system is designed to benefit you by allowing:

· Faster processing of employment information

· Up-to-date access to information regarding all of your requisitions

· More detailed screening of applicants’ qualifications – before they reach the interview stage  

This training booklet is provided to assist with your understanding and use of this system.  

Your Web Browser

The JMUJobLink system is designed to run 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. However 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.
The site also requires you to have Adobe Acrobat Reader installed.  This is a free download available at www.Adobe.com.
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Please do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site. Using those buttons will cause you to lose your unsaved information. Instead, use the navigational buttons within the site.
Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log you out after 60 minutes if it detects no activity.  However, anytime 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.

GETTING STARTED
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Signing In

joblink.jmu.edu/hr
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An account must be created before you can access the system. 

Creating an Account
Click the “CREATE USER ACCOUNT" link. All fields with asterisks are required and must be answered.
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Enter a username and password, along with all of the other requested information.   Please keep your username and password private. Your username can be the same as your current JMU e-Id. DO NOT SHARE. You will need them each time you log in to the system.

**Please note that your JMU e-Id and your JobLink account are not linked. When you change your e-Id your JobLink account will not be automatically changed.

Click [Continue]. You will be given the opportunity to review/confirm your information.

Click [Submit].  Your request will be sent to the Human Resources Department, who will approve or deny your request.  Once HR notifies you by email that your request has been approved, you will then be able to log into the system with your username and password.  

Buttons and links
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	Clicking this button allows you to move to the next page
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	Clicking this button allows you to move back to a page previously viewed.
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	Clicking this button allows you to save your changes and continue working on the same page.
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	Clicking this button allows you to cancel your action and start over.
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	Clicking this button allows you to preview the posting as you move through the system.
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	Clicking this button sends you to the next page.
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	After previewing your posting, the Edit link will take you back to make changes.
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	Clicking this button allows you to view more than one or all applications at a time.
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	Clicking this button allows you to view more than one document at a time (i.e. resume, cover letter, etc.)
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	Use this refresh button instead of the refresh button in the browser toolbar  [image: image13.bmp].
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	Clicking this button shows the posting.


Home Page
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The Hiring Manager’s home page shows the active postings.
To view pending postings click View Pending on the navigational bar.
To view historical postings click View Historical.
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Create posting
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Create posting options are broken down into three different choices:
From State Role Title
From Previous
From Position
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Selecting from the State Role Title
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After choosing “FROM STATE ROLE TITLE”, select the Pay Band and/or State Role Title if known. Click search. NOTE: The state role titles for faculty are Instructional Faculty and Administrative and Professional Faculty (no pay bands). The state role titles for students are Institutional Employment and Federal Work Study (no pay bands).
Once your search results appear, click the View Summary link to view the pay band and salary information. To use this role title to create a posting, click the Create link.
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VERY IMPORTANT: Data 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 navigational bar (on the left side) before completing these steps, no information will be saved.

Posting Details

After you click Create, you will be taken to the Posting Details screen.
You may click Preview Posting at any time in order to save your position description for completion at a later date or to send for approval. To continue creating/editing the posting click the Edit link.
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Posting Details
	Career Group: 
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings. 

	Working Title: (Required)
	Enter a working title (not the state role title).

	Occupational family
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings.

	Position Number: 

(If unknown, leave blank)
	If unknown, leave blank. If this is a classified position HR needs to establish the position before you can recruit. 

	Pay band:
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings.

	Request/Posting number
	This number is generated by the system after the posting is approved.

	Role code: 
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings.

	State Role Title
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings.

	Salary Minimum
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings.

	Salary Maximum
	This information is entered from the HR system and cannot be changed. This field will be empty for faculty and student postings.


Posting Details
	REQUISITION INFORMATION 
	

	Position Type:
	Select the appropriate Position Type (i.e. Classified, Wage, Student, etc.).

	Type Definitions
	Click on this link to view a description of each position type.

	College/Division: 
	Select the appropriate division.

	Position Status: 
	Select either Full Time or Part Time.

	Pay rate: 
	Select Min or Max Starting, Commensurate w/experience, Hourly or Other Pay Rate: Stay within what is budgeted for this position. If you are advertising a minimum starting salary it has to be the minimum of the pay band. Maximums cannot exceed maximum amount budgeted for the position!

	Specify range or amount: 
	Enter the range or amount as it relates to the Pay rate.

	DEPARTMENT INFORMATION 
	

	Is this an agency only position? 
	Choose Yes or No. Human Resources must approve all agency-only listings.

	Is this a grant-funded position? 
	Choose Yes or No.

	Org Name: 
	Only those Departments that you have access to will be available.

	Departmental users with permission to access position information: 
	Those users who have been previously approved for the org code will be listed. Choose anyone that should be able to change information in the posting. THIS IS DIFFERENT THAN A GUEST USER WHO MAY ONLY VIEW APPLICATIONS. If your name is listed in the box, you will need to select it as well.

	General Info: 
	1200 characters are allowed. This should include information about the college, department, hours required, location, who the position reports to, etc.

	Duties & Responsibilities:
	1200 characters are allowed. Make it as detailed as you would like, within the limits. This is where you want to be descriptive.

	Qualifications: 
	1200 characters are allowed  Include experience, number of years, certifications or degrees, ability to travel, bilingual, etc

	Name of employee replacing: 
	This field is optional. The applicant cannot see this information.

	Posting date: 
	Enter the date the ad should be posted. You can enter searches that will be approved for later posting. For example, you can create the description in March but use a posting date of July 1, because that is when you want to start recruiting.

	Beginning Review Date:
	This field lets applicants know when you will begin reviewing applications.

	Closing date: 
	Enter the date the posting should be closed or you may choose open until filled. If you enter a date into this field, the system will automatically remove your position from JobLink on the specified date. Use this if you are confident that you will have a good pool of candidates to pick from by the closing date.  

	Application types accepted: (Required)
	Select all that apply - Staff, Faculty, Student or Graduate Student Application.

	Special instructions to applicants:
	This is where you would tell an applicant to include a contract they have written or a presentation in Power Point that they developed. You can also enter an address if you want someone to mail you hard copies of something. Users can also list their name as a contact in case applicants have questions about the position. The HR department does not forward calls about open positions to the departments. If you want calls to come in you must list a phone number here.

	Required applicant documents: 
	If items are checked you will not see the application until they are attached. If you require a document, the applicant has to attach it before the system will let them apply. Be careful because, if for example, you require 3 letters of recommendation and the application only has hard copies they will not have any way to apply. If you check "other documents" be sure to specify what those other documents need to be in the "Special Instructions" above.

	Optional applicant documents: 
	Optional documents. The system will give them a chance to attach these documents but the applicant does not HAVE to do so in order to apply.

	Proposed starting date: 
	Enter the date you want the employee to start working.


Advertising
Select the advertising sources and ad types by clicking on the dropdown arrow.
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The Recruitment Services Center automatically uses the following free advertising sources for all faculty/staff positions:

Historically black colleges and universities listserv
Hispanic Association of Colleges and Universities listserv

JMU job line

Virginia Jobs – the career site for the Commonwealth of Virginia
Resources available (in alpha order), 4 fields are available for resources not listed:

	Diverse Issues in Higher Education
	Northern Virginia Daily

	Charlottesville Daily Progress
	Nuevas Raices

	Chronicle of Higher Education
	Richmond Times-Dispatch

	Harrisonburg Daily News Record
	Roanoke Times

	Hispanic Outlook
	Staunton Daily News leader

	NCAA 
	Winchester Star


	Comments and/or special instructions:
	

	Job Announcement:
	This is where you want to put a condensed version of what you listed in the General Info, Responsibilities & Duties and Qualifications boxes on the Posting Details Tab. This is the ad you would want to appear in the newspapers/publication. Most departments do not want to use full descriptions of the job because of cost. Be sure to direct people to JobLink.jmu.edu (no www is needed) for detailed information and application instructions.


Posting Specific Questions
The Posting Specific Question allows you to ask questions of the applicant that may not be addressed on the application. If you make the question a required question, the applicant must answer it before applying. This can be used as a screening tool. The HR department at JMU has created a list of questions available to you. If you need to add a question that is not on the list contact your HR Representative. 
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Click ADD A QUESTION.
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Guest User
The Guest User feature allows you to generate a password for the systems assigned User ID.  This id and password can be given to those you wish to view the applicants for the position. 
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Notes/History

Used by HR to record notes regarding the applicant, i.e. “applicant called and submitted the wrong application and wants to withdraw one and submit the proper one”, this page will also show the history of the requisition.


Screening Criteria

This page enables you to establish up to 6 criteria and up to 20 interview questions.  This information will not be available to the applicant(s).




Previewing the Summary
Select the appropriate posting status and click Continue or click Edit to change and make corrections.
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Viewing Reports

Once the position has been posted, you will see a link on your “view active” page that says Get Reports List. By clicking on this link, you can view system generated reports.
Jennifer, I’m not sure how you want to word this. User’s can now see the Reports List from anywhere in their posting. For example they could be on the Applicants tab and see the list of reports at the top of the page. (You can see this in the previous screen shot.)

Applicant Mailing List

The Applicant Mailing List will include the following information for all applicants. This can be copied into Excel or Word to be used for mail merge letters/emails.

Screening Grid

Each applicants name will appear on the criteria list for easy scoring. The criteria entered on the Screening Criteria Information tab will also appear on the report. Applicants cannot see this report. A screening grid must be completed for every Classified, Wage (if a competitive search is conducted) and Faculty search.


Interview Question List 

A report will be generated that can be used in the interview process.  The interview questions you entered on the Screening Criteria Information tab will be used for the report. Applicants cannot see this report.


VIEWING APPLICANTS TO YOUR POSTINGS

After logging into the system, if you have a posting that has not yet been filled, you will see a screen that looks similar to the following:  


Underneath the Job Postings heading on the left navigation bar, you are presented with the option to View Active, Pending or Historical Requisitions.

View Active:  Postings that are Active are either: 
currently posted on the applicant site. 
no longer posted but contain applicants still under review. 

View Pending:  Postings that are Pending are either: 

waiting for final review by HR.
approved by HR but not Active on the applicant site.
View Historical:  Postings that are Historical are either:

filled and are no longer listed on the applicant website

cancelled and therefore not listed on the applicant website

To view the details of a specific posting, including the description and the applicants, click on the word View below the relevant title. This will bring you to a screen similar to the following:


You will notice that the posting data is divided into tabs, listed across the top, starting with “Applicants”. This first tab lists the Applicants who have applied to this Posting. Additional information is also provided on this screen, including their date applied, status, etc. You may click through the other tabs at the top of the screen to view more details about the Requisition, including Screening Questions and Points.

From the screen shown above you may perform a number of tasks, including:

Sort and view applicants by different criteria
Print applications and documents
Change an applicant’s status

Sorting & Filtering Applicants by Different Criteria

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

You may also choose to show Active Applicants, Inactive Applicants, or both.  This is performed by checking the boxes next to “Active Applicants” (active Applicants are those still under review) and “Inactive Applicants” (inactive Applicants are no longer under review).  Click the Refresh button to refresh the screen.

Viewing and Printing Applications 

To view and print a single application, click the link View Application under the applicant’s name from the Active Applicants screen (the screen shown on the previous page). After clicking on this link, a screen similar to the following will appear in a new browser window. It may take a few moments for the information to load into the new window. 

Select File>Print from your browser’s menu to print the applications. There is a signature line at the bottom of the page for obtaining the applicant’s signature, if necessary.

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

To view and print multiple applications at the same time, perform the following steps:

Check the boxes next to the corresponding Applicants whose applications you wish to print (or click the “All/None” link). These boxes are located on the right side of the page.
Click the View Multiple Applications button.
A new window will appear (it may take several moments to load). This window contains all the applications you selected to print.  
Select File > Print from your browser’s menu to print the application(s).

Viewing and Printing Documents

This process is very similar to printing applications, except the documents appear in the Adobe Acrobat Reader software.  This is done to preserve the integrity of the documents’ formatting, and to assist in preventing viruses from entering the system via documents attached by Applicants.

To view and print a single document (such as a resume or cover letter) that the applicant attached when applying for the Posting, click the link of the document under the column labeled “Documents” from the "Active Applicants" screen. 

After clicking the link, a new window will appear (it may take several moments to load) in Adobe Acrobat Reader. This window contains the document for the applicants you selected to print.  Select File>Print from the Adobe Acrobat Reader menu to print the document.  To close the window, click on the “X” in the upper right corner of the window (this will NOT log you out of the system – it will simply return you to the list of applicants on the “View Posting” screen).

To view and print multiple documents at the same time, perform the following steps:

Check the boxes next to the corresponding applicants you wish to print (or click the “All/None” link). These boxes are located on the right side of the page.
Click the View Multiple Documents button.

Select File>Print from the Adobe Acrobat menu.

Changing the Status of Applicants 

While in the Active Applicants display screen, you can change the status of Applicants as you review their applications. 

To change the status of one applicant, click the Change Status link under the Status column in the row corresponding to the applicant (see following example).

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


Change Multiple Applicant Statuses Page
Under the “Status” column there is a drop down menu of the different statuses for an applicant.  Select the new status for each applicant, and then click [Continue to Confirm Page]. To reset the statuses to their original values, click [Reset to Original Status]. To return to the previous screen, click [Cancel]. 


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


ADMINISTRATIVE FUNCTIONS

Changing Your Password

To change your password, click the Change Password link on the left navigation bar, and enter the required information.  The change will be updated automatically.

Logging Out

To ensure the security of the data provided by applicants, the system will automatically log you out after 60 minutes if it detects no activity.  However, anytime 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.

Marking Positions as Filled
Once you have changed the statuses of the applicants and the only remaining active applicant is the person that has accepted the position, you will need to change the position to Filled.

To do this simply select the Screening Criteria tab at the top right of the screen, then select the continue to next page button. You will have two options Filled – Send Email and Filled – No Email. If you select the Filled – Send Email, an email will go out to those applicants who were not interviewed notifying them that the position has been filled. It is still up to the departments to contact those applicants who they interviewed.
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