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Hiring an Applicant and
Creating a Hiring Proposal

UElJobs To access the applicant tracking system go to
Home » Human Resources » UElIJobs WWW.UEIIObS.Com
APPLICANTS SUPERVISORS Select “Supervisors”.
Search Part-Time and Benefited Post Jobs
Jobs Review Applications

Create and Update Applications

UElIjobs

You will be taken to a login page. Type in your
Username and password and select “Login”.

Username |

Password |

First time here? Request an account
Forgot your password? Request a password reset

When you log in, the *Home" page defaults to the “Applicant Tracking” module. This is the module which you
will work in for your role as “"Student Part-Time Manager”.

@ You are now viewing the cystem as & member of the Student Part-Time Manager group

EMH@ Applicants  Hiring Proposals | MyProfle  Help

Test User, you have 0 logout (lestuserda)
Welcome to your Online Recruitment System
£ Inbox (0 items need your attention) Shogcuts
Desplaying e for group “Siudent Fan-Tme Manager
Postings (1) | Hitng Piopasate (0 Pesiion Requests [0)  Special Handing Lists (0]
Job Title Type Currant State Cwnar
My Links.
Useul Links
Your Appkcant Perts
(How access your Peopl system)
[} Watch List (0 items)
Mostings (0} Hirng Proposas (0]
University Enterprises, Inc. (916) 278-7003

ueijobs.com ueijobs@csus.edu


http://www.ueijobs.com/�

On the menu bar, select “Postings” and select one of the following posting types:

Postings Applicants Hiring Proposals | My Profile Help

PT Student (On Campus) Test U
est User,

PT Student (Central)
PT Student (Off Campus)

e PT Student (On Campus) — Select this option if you are recruiting students or part time casual
employees for either the University Union/WELL or UEI grant funded projects.

e PT Student (Central) — Select this option if you are recruiting students or part time casual employees
for either Dining Services or UEI 3rd floor departments.

e PT Student (Off Campus) — Select this option if you are a CAIN client recruiting student assistants/
interns to work off campus either at a CA State Agency, City, County, or Business.

[ University Enterprises. Inc. @D | PecpleAdmin
j SACRAMENTO STATE [ watch List ] APPLICANT TRACKING ¥

Go to UClobs
Employes Poral
Postings Applicants Hiring Proposals 1 My Profile Heslp i

Miles Davis, you have 0 messages. FSIudnnl Part-Time Manager -] € logout (MilesDavis

Postings /| PT Smdent (External

Search for the appropriate
PT Student (External) Postings posting and select it by clicking
on the “Job Title".

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

Student External Postings ©

@ Saved Search: "Student External Postings" (2 [tems Found) Actions. |
Active Last {Actions)
Dapartmant Pasting Number Applications Warkflow Stats Updatsd
The Buzz Qates PEDOAF14 n Closed/Removed February 03, Ationsy
AisS ":r Group of Companies from Web 2015 at 10.:56 AM
Social Media AClGiSY
1 = Fetruary 03,
1 intem rStugent KOJET PEODSF14 2 Posted 2015 at 0213 PM

Asgistant

g SACRAMENTO STATE

Postings  Appbcants  Hiring Proposals | MyFmdie  Hep

Miles Davis, you Fave Dmessages. | Sludent Pal-Tame Manager -I € logoul (MiesDavs |

Select the
“Applicants” tab.

= Posting: Social Media Intern /Student Assistant (PT
Student (Extemnal))
Currend Status: Posted
Posicn Type. PT Student (External]  Creatied by, Wamcy Drew
Degartment. XOJET e, HR Studsmt Employmeet

LS |

Summary Hat AppBeants ot Hining Pregosals
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To view the
applicant you want
to hire, select the
"First Name”
hyperlink.

Liul]  Postings  Applicarts  Hiring Proposals  Onboarding Events | MyFrofils  Helo
Mancy Blanton, you hine 0 messages | UEIHuman Resowoes. =) @ lopowr
Paaiings [PT Campan) +
™. Posting: Student Assistant - Accounting (PT Student Tk Acton On Posing + |
(Off Campus))  Edt -
Current Status: Posind § Soo how Posting looks b Appicant
Fosttion Type: T Student (0% Craaing by Naney Elanton & Prnt Proview (pplcant View)
Campus) Cwner. UE] Human Resources & Prnt Preview
Dopartmert. Sutter Health
Sarmwy Mistry Satiogy Appiizants Repors Firg Proposals
Cpen Saved Sesich v Search: Searh More s h 0gton

External Job Applications” (7 'evis Found) @

™ First Mame Lot Narrw Pasting Ksmber
[ ssea Risbit PEMIF I
[ Sudert PEMIF 14

Weorkdion State (intermal]
Recomanend lor Hre
Unchar R by Mariager

Actons
Workfiw Stain (Externa {hctions|
In Progress. Kurdy
In Progress. Aetorny

Applcants  Hiriag Proposals

| oy Profie  Helo

Wty Divin, ooy Omezsagee. [ludend Pant Tome Marager 5] ¢ ogout MssOars |

Saarch Fiesam. Wt

= Job application: Branford Marsalis (PT Student
(Extemal])
Clomomt Siatas: e s Firn
Appbcation fom: St [ seral

Full rarse: Beardord Marsaly
Acdw

120 Trurwpe! Lase
Seasnets, (A

United Statns of Americs

Lvermame Jacmmm

Ena branalagrsiemalzom
Prone (Frmaryr S3-067.5309
Prenm [econdin) $20.555.112
Foston Typs: T Studem [Externad
Cecarvnert KOET

Csand by Beantord Mursalis
v Haman Rnsawon
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Home  Fostings

Aplcants  Heng Proposals

| My Frofie

Select “Start Hiring
Proposal”

@ | Peopletdnn

Help

Pastag | = | i

e e, e s mﬂc it o)
Select “Start

Starting Hiring Proposal
Applicant: Branford Marsalis
Posting: Secial Media Intemn Student Assistant

Warting This Apclicant aksery hiss & Hiisg Progosal i procesa

» Carcel

Hiring Proposal”
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Editing Hiring Propesal  iring Propasal -

Firing Proposal Summary Ehich spaling

Eggucint intmrrn

e Review all data in the Hiring
non = Proposal.
Aan )."
iring Infaemation
Hring Prznosal Narmber

PaphaaType  [Pessasesats]
Bowlsntue [ Jmatesse Under “Hiring Information”,

e complete the required fields in

Biackgroend Check.

S red and select “next”.
Cleasances ¥

Fow

C TaTet

& [
P Staalert [0 Carpin) | . | dwsaica Rkt (Racerwmand for Hinw] | Hiring Propenal | Sumemary
™. Hiring Proposal: Jessica Rabbit (PT Student (Of _ .
Campus)) i T From the “Take Action on Hiring
Curret Statuy: Dral = Frint Preview
. Proposal” drop down, select the
Poston Typs PT Shodent |05 Creaped by Nancy Blanton . }
vt ey Blrcn appropriate action based on your
Depariment Sulter Health 3
Applcant Jessica Rabbit pOStIng type:
Prefny Studant Assistant -
Accounting
Summmy  History Sotings
Take Action On Hiring Proposal v For PT Student (On Campus) — Select "UEI Account Administrator”. This will
WORKFLOW ACTIONS

move the posting to your UEI Account Administrator for review
Keep working on this Hiring

Proposal For PT Student (Central) — Select “UEI Human Resources”. Thiswill move
Cancel (move to Canceled) the posting to UEI Human Resources for review. If you have approval to hire a
e ik Casual Employee, select “Send to Hiring Director for Casual appointment”.
Director) This will move the posting to the Department Director for approval.

UEI Account Administrator (move to

UEI Account Administrator) For PT Student (Off Campus) — Select “"UEI Account Administrator”. This

HR Student Employment for
processing (move to UEI Human
Resources for processing)

will move the posting to your UEI Account Administrator for review.

This action will move your hiring selection through the automated approval process.
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You have the option to add comments to UEI before the hiring proposal is
routed for final approval. You can also select “Add this hiring proposal to
your watch list”.

Take Action

HR Student Employment for
pr ing ( to HR Student

The “Watch List” is optional but allows you to quickly review the status of
your hiring proposal.

[ Add this hiring proposal to your watch

Submit Cancel

PT Student (Off Campus] | — | Jeusiza Rabbit (Recommend for ire) | Hiring Proposal | Summary You can print a
copy of the Hiring
[, Hiring Proposal: Jessica Rabbit (PT Student (Off PI’OpOS al by
== Campus)) Edt & oo . :
comen s o0 m— & s selecting the “Print
i e Preview” option.

Depariment: Sutter Health
Appacant Jessica Rabbit

Fostng: Student Assistant -
Accounting

Summary History Sofings
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