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PeopleAdmin - Mott’s Applicant Tracking System

Login

For best results, we recommend using Mozilla Firefox browser.

1. Go to the Supervisor Information page from the Human Resources Home webpage. Click on

the Employment Application System button under Hiring Manager Portal on the right side of

the screen.
2. Enter first.lastname for Username.
Enter first.lastname for Password.

4. You will be prompted to change your password.

Pé: Mot Community, College = login - Mozilla Finefox:
Fle Edit View History Bookmarks Tools  Help

@ - tar W ntes:imec-taining. pecpleacinin.comhr iogin G-

(8] Most visited 4 Getting Started (5| Latest Headlines

'] Mott Community College : Login 3 | | | Mott Community College Employment "] Mott Community College Employment

@ You have been logged out of the system

Mott Community College

Username  firstlastname

Password

Forgat your password? Request a password resef

Dane

mee-training. peopleadmin.com

m € & B L = B (a2 i) =) & Mott Community Colle... B8] Part Time Faculty Pos... | #] Executive Approver's... é 11:43 AM
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PeopleAdmin - Mott’s Applicant Tracking System

Inbox/Watch List

Inbox

Your Inbox will always contain items in the system that requires your attention.
Watch List

Keep an eye on your Watch List to track the status of your postings.

Screen View

Make sure your screen is in the correct screen view as the Executive Approver. The Executive

Approver screen view will be your default login.

@ - C X W00 ttos:fimec-ranng, omjhr/ o = % | IG5 socoe

[ Most visited > Getting Started |54 Latest Headines i = 3

| 1l PeopleAdmin - Talent Management, Ap... | | | '] Mott Community Callege Emplayment | ] Mott Community College Recruit... £3 |

4 Do you want Firefox ta remember this password? Remember | | Never for Thissite | | motnow | B
=]

Inbox | PagpleAdmin

APPLIGANT TRAGKING ¥

postinge 1 tysat i - Screen

View

Welcome to your Online Recruitment Syste

Sho |
& Inbox (v items Inbox Shortouts g
_
Fostings 0} | Se=cis
Job Title Type Current State Owmer
hiy Links
Useful Links

ess your PeopleAdmin system)

1 Watch List 0 tems) Watch List " e I
(best practice library, customer support portal, customer
Fostings (0} community)
Job Title Type Current State State Owner
]
Done mec-training.peopleadmin.com (3
W‘ VoLe P E R T ) | & Mott Community Cale... /=) Microsoft Excel - Book1 | 1) CHRO's Guide 1o Peo, . | ) Executive Approver's., | a 2:42PM
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PeopleAdmin - Mott’s Applicant Tracking System

Review/Approve a Posting
1. You will receive an email notification with the subject line “job posting requires your
attention” when a posting needs your attention.
2. Login to the system.

3. Select the posting that needs your attention from your /nbox by clicking on the appropriate
title.

p.yz_,;mJg (Gollege Recriitment-System =2 Uispr Home sz PaopleAdmin = Mozl Ia Firefox
File Edit View Higtory Bookmarks Tools Help

6 E C X & mj hitps: {/mec-trainingpeopleadmin. com/hr ’1J_‘| G oca= 7
@ Most Visited ’ Getting Started |5 | Latest Headlines % g E
| L] Mott Community College Recruit... 3 | &
42 Do you want Firefox to remember this password? [Remember | [niever for Thissite | [ notron | g

€D | PeopleAdmin

Wiatoh List | APPLICANT TRACKING ¥

Postings | My Profile

Delores Deen, you have 0 messages. | Division Head [ (@ 1egout

Welcome ta your Online Recruitment System

Sharteuts =
<& Inbox (1 items need your attention) oy -
c = ime £ osting
Displaying itams far graup Division Head™ ry Positions Fosting
Postings (1) | Seecial Handling Lists {0
\ Job Title Type Current State Owner
\ Financial Ald Specislist Staff & Full Time Facutty Under Review by Divigion Head Division Head Wiy Links
Useful Links

(How Applicants access your PeopleAdmin system)
1 Watch List (0 items) i

PeopleAdmin MOPAC - Customer Ports| Legin =

Your Applicant Portal ‘

(best practice library. customer support portal, customer
Fostings (0} community)

Job Title Type Current State State Owner

[~

mee-training. peopleadmin.com ()

EREGEEOE | @vercomaiycole.. | &]staffand FulbmeFa.. | £ Fiiancl #d spedais... | ] Divison Heads Guide .. 11:43 AM
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PeopleAdmin - Mott’s Applicant Tracking System

4. Review and/or edit the posting. If you want changes to be made to the posting, we

recommend returning the posting to the manager for corrections/changes. This way the

manager is aware of the changes that you’ve identified to be made.

Review the posting to approve.

6. Scroll down to Posting Documents to review the job description and interview questions.

ﬁ' Mott-Commumity, Coll scrauntmentSystem sz Postine Stiowe PeoplaAdmin - Mozilla Eirefox:

aag

File Edit View History EBookmarks Tools Help

7
@ - 2 “uqImns:-‘-‘m-:('Uaimng.DEDDIEanmln.Enmj'hrrpust]ngsfﬂ
\-AI Most Visited ’ Getting Started |5 | Latest Headlines

|| Mott Community College Recruit... £3

nal Publication website

vspaper
© Profe! nal Publication
© Email notification from Mott Human Resources
o Notified by current or former Mott employee
© Other
2. Please provide specific name of person or source below
{Open Ended Question)
3. De you have a Master's degree in Anthropelogy?
o Yes

o No

@ Applicant Documents

Required Documents

None

Optional Documents
1. Resume

2. Cover Letter

& Posting Documents

(PDF{11.1 KB

@ Guest User

There is no guest user sat up for this posting

a Talent Management Made Easy Copyright 2010 All Rights Resarved

Done

M e E DK E e = | & Mott Community Calle,.., ! [} Microsoft Excel ! ) Executive Approvers...

E @aecuhve Approver's... e

mec-training. peopleacmin.com ()

@,J 2530M
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PeopleAdmin - Mott’s Applicant Tracking System

Return to Hiring Manager or Division Head for correction/changes
7. If you want changes to be made before approval:
a. Click on Take Action on Posting.
b. Click on Return to Hiring Manager for corrections/changes.

c. Enter your feedback in the comments and click on Submit.

Using the system to communicate feedback will allow for a record of posting changes to be stored in

one location for the hiring manager, executive approver and human resources.
Also click on Add this posting to your watch list if you’d like to track the posting.

Note: All comments will be recorded in the system under the History tab of that posting and will

also appear in the email notification to the manager that further action is required before posting.

jate-Community College HecruitmentSystem 22 Posting Shov ez eopleAdmin S Mozilla Firsfox,

File Edit View Higtory Bookmarks Tools Help

W C %t W0 htsifimec-tranng. seopieadmin.comji jpostings 38 77 -] [l sooo= 7
Mast Visited % Getting Started ] Latest Headines A DD B F

1) ot Communty College Recru.. B3 | ] ot CommuntyCatege raoment || ] vt ConmantyClege et

Return to Hiring Manager for
corrections/changes (move to Created
by Hiring Manager)

Comments (optional}
please update the [

qualification: higher H‘

ed teaching exp... &
{¥] Add this posting to your watch list?

Cancel | Submit

} Mott Community Colle. ,,
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PeopleAdmin - Mott’s Applicant Tracking System

Send to Hiring Manager for Posting (Part-time Faculty)
8. After you've reviewed the posting, go to the postings page for that position. Hover mouse
over the Take Action On Posting button. Select Send to Hiring Manager for posting.

Note: The Hiring manager posts Part Time Instructor positions. After the Executive Approver

approves the posting, it is returned to the hiring manager to post position.

Mot CommumityGollese RecruitmentSystem HEE
Fle Edt View Hstory Bookmarks Tools Help

6 I X & (L s fimec-trairing. peosizadmin.comjr postings 32 2 -| [+l neae 2
|8 Mast visited 4 Getting Started |5 | Latest Headlines . i 5
J '] Mott Community College Recruit... | | ] Mott Community College Employment | | "] Mott Community College Employment |-« E

m PeopleAdmin

Watch List. APPLICANT TRACKING ¥

Postings | My Profile Help

@ Posting was successfully updated.

Postings | Part Time Faculty /| Media Arts & Entertainment Technology (Executive Approver) | Summary

Posting: Media Arts & Entertainment Technology
(Part Time Faculty) Edit WORKFLOW ACTIONS
Current Status: Executive Approver

Keep working on this Posting

- Send to Hiring Manager for posting
Position Type: Part Time Faculty Created by Mary Cusack —— {mave to Hiring Manager)
Department. Fine Arts & Social Owner Executive Approver Return to Hiring Manager for
Sciences - Dept carrections/changes (move to

Created by Hiring Manager)

Summary History Settings Applicants Reports

@ Posting Details Edit

Position Information

Posting Number 03-2011

Position Title Media Arts & Entertainment Technology

Employee Group PT Faculty

Requested Start Date 05/09/2011 L
Done mec-training. peopleadmin.com [

-_émttcomunitycdle... 4] Part Time Faculty Pos... J i) Executive Approver's... J 1] 55-1 (Read-Only) - M. _F‘=’f® 12:08 PM
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PeopleAdmin - Mott’s Applicant Tracking System

9. When you select Send to Hiring Manager for posting, add a comment (optional) for the hiring
manager. You may add this posting to your Watch List. Click Submit.

ott-Community Collese lecraitment System :2 Postine Shov ez ReopleAdmin S Mozill Firefox
File Edit View Higtory Bookmarks Tools Help

6&_“" C %t WO htsiimee tranng. scopicadmin.comji fpostings/38 27 -] [Cls]sooae yal

Most Visited ¥ Cetting Started | Latest Headines EA o

| Mott Community College Recruit... £3 | | ] Ma oyment | | ] v |

Take Action

Send to Hiring Manager for posting
(move to Hiring Manager)

Comments {optional}

Add this posting to your watch list?

Cancel Submit

J Mott Community Cole.
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PeopleAdmin - Mott’s Applicant Tracking System

Send to Chief HR Officer for Posting (Staff and Full-time Faculty)

10.Hover mouse over 7ake Action on Posting and select Send to Chief HR Officer for Approval
(move to Pending Review by CHRO).

6 b c X (et mhttns:,ﬁmcc-\:raln\ng.peunleadmln.cumjhrfposungsfss

(8 Most visited 4 Getting Started [ | Latest Headlines

72 - | [Glxfsocae £

' '] Mokt Community College Recruit... £ |

Postings

Fostings [ 5taff & Full Time Facully / Financiat Aid Speoialist (Undes review by Executive Approver) | Summary

B

Posting: Financial Aid Specialist (Staff & Full Time
Faculty) Edit

Current Status: Under review by Exscutive Approver

Position Type: Staff & Full Time Created by: Jennifer McDonald
Faculty Owner: Executive Approver
Department: Student Financial

Services

Summary Histary Seftings Appiicants Reports

@ Posting Details  Edit

Pasition Information

Posting Number 08-2011

Position Title Financial Aid Specialist
Employes Group ProfessionalTechnical
Grade T

Status Fulktime

If Part-Time: Number of
Hours per Week

If Part-Time: Working Hours

€D | PeopleAdmin

Walch List | APPLICANT TRACKING ¥

Scott Jenkins, you hava O messages | Executive Approver | € logeut

WORKFLOW ACTIONS
Keep working on this Posting
Return to Division Head (move fo

Ungei by Division Head

Send to Chief HR Officer far
/ approval imove to Pending Review
——

by Chief HR Officer

v

mec-training, pecpleadmin.com

8 Mot Community,Colk J @émﬁmm-ﬁmeFm.. J 5] Diyision He=d's Guide ... J ] Exeautive Approver's. . 12:28 PM
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PeopleAdmin - Mott’s Applicant Tracking System

11.When you select Send to CHRO for review, add a comment (optional). Click on add to Watch
Listif you’d like to track the posting. Click Submit.

Note: After you click submit, the green status bar will say Position was successfully transitioned,

and it was added to your Watch List. The Watch List is located under the Home page.

] Mott-Commumity College Hecraritment-System sz Postine Shioy =z PeopleAdmin = Mozilla Eirefox:
File Edit Wiew History Bookmarks Tools Help

va C %t WO htsifimee ranng seopicadmin.com/i postings/55 27 -] [Cls]sooae yal
Most visited 4 Getting Started (5] Latest Headines A = ]

Take Action

Send to Chief HR Officer for approval
{move to Pending Review by Chief HR
Officer)

Comments (optional)

D Add this posting to your watch list?

Cancel || Submit
)

Send to Hiring Manager for Posting (Temporary)
NOT FINALIZED; TO BE DETERMINED
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PeopleAdmin - Mott’s Applicant Tracking System

Make changes to posting documents
1. If you make changes to the interview questions or job description, you’ll need to save the

document to your desktop to make changes.

@ y < ]

Ele Edit Yew Hgtory Bookmarks Tools  Help

e -~ € 2 @y QLN httos: mec-training peopieadmin, comir foostngs 33 /edit tab =4 v - | [Gl-] 2|
- O3

|| Most visited P Getting Started (5] Latest Headines
| |71 mote community College Recruit... B3 | | | Mott Community College Employment | | | '] Mott Community College Emplovment |

PeopleAdmi

Watch List APPLICANT TRACK
P | wmy Pronie Help
b.’;?ﬁﬂ‘?].?‘ B [x] Amy Fugats, you have 0 messages. | Exscutive Approver | € logout
Fostngs | Part Time Facully | Medin Ars & Enter T R ' hmediemnio ooy
] s6.docx
which I8 8t Microsaft OFfice Ward Document |
from: B
Editing Posting Posting Documents R g o Save.| [Lsspev
What should Firefox do with this fle? — —
& Posting Details PDF conversion must be com) © Gpen with | Microsoft Office Word (default) =
@ Posting Specific Quest Document Type @ gave Fie | Status (Actions)
@ Applicant Documents Job Description [C] Do thie automatically for fies ke this fram how on. Actionsv
Posting Documents Intarview Questions Actianss
. Giseiine Lo FS]~=—~ .
Summary
[~

Done mec-training. peepleadmin.cam (|

@ Mot community Gote... [T T R ) part Time Faculty Pos... | ) Executve Approvers... | 9] sa-1 o | L sa0aem

2. Unassign the current job description or interview questions file.

B e
File Edit View

(8] Most visited 4 Getting Started |5 ] Latest Headlines A &

History Bookmarks Tools Heip

~ @ 2t WO nwsismec waning.peopieadmin, com/hr jpostings/ 38 edit?tab=4 vr - | [G:]scoge 2|

| [ Mot community College Recruit... 3 | | ] Mot Commurity College Employment | | | ] Mott Community College Employment ||

@ PeopleAdmin

Watch List APPLICANT TRACKING

Postings | My Profile Help:

Amy Fugate, you have 0 messages. | Exscutive Approver [ & logout

Postings | Part Time Faculty ( Media Arts & i T ive Approver) | Edit: Posting Documents:
Editing Posting Posting Documents
& Posting Details PDF conversion must be completed for the document to be valid when applicable
& Posting Specific Quest._. Document Type Hame Status (Actions)
& Applicant Daocuments Job Description Actions
Posting Documents Interview Questions intarview Questions 04-08-11 0925712

& Guest User

Summary

L

[~

mec-training. peopleadmin.com (1
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PeopleAdmin - Mott’s Applicant Tracking System

3. Upload New document.
4. Click Save.

Note: The assigned job description will be the version HR will use to post for applicants view.

Fle Edt ¥ew History Bookmarks Tools Help

6 + @ 0 o B remsitjmec-vaining.peopicacmincomr postings 38 ed ttao=4 77 -] [Cl]cess: 7
|8 Most visited 4 Getting Started |2\ | Latest Headlines A [ -

| |} Mott community College Recruit... £3 | | | Mott Community College Employment | ‘ || Mot Community College Employment

@ PeopleAdmin

Watch List APPLICANT TRACKING

Postings | My Profile Help

Amy Fugate, you have 0 messages. [Executwe Approver WI & logout

Postings | Part Time Faculty /| Media Arts & Ei i {E ive Appl ) | Edit: Pesting Documents
Editing Posting Posting Documents [isan | [Lsspm]
@ Posting Details PDF conversion must be completed for the document to be valid when applicable.
@ Posting Specific Quest . Document Type Name Status (Actions)
@ Applicant Dacuments Job Description Actionsy
Create New

Posting Documents Inteniew Questions Interaew Questions 04-08-11 09:25-12 ‘ Upload New
& Guest User |

Choose Existing l -

Summary

]

mec-training. peopleadmin.com

| vott commurity Cole.. " {50 Part Time Fecuy Pos... | ] Executive Approver's.., | ] 56-1 Read-nly) M., [Ty soogem
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PeopleAdmin - Mott’s Applicant Tracking System

Request a New Password

For best results, we recommend using Mozilla Firefox browser.

1. Goto

2. Click on the Request a password reset link.

3. Enter username when prompted. (first.lastname)

4. You will receive a link in an email from to reset your password.
P_\@ Mot Community College: login - Mozilla Firefox: JJB'
Fle Edit Wiew History Bookmarks Tools Help
@ < c {ay Eh_"]'htq:s:_-"-"mcc-train\ng.peupleadmin.cum_-‘hr;'\ogin - . ‘.".

Bes

[ Most visited # Getting Started [5 ] Latest Headlines

|| Mott Community College : Login  [E§ | | | Mott Community Callege Employment | Mott Community College Employment

@ You have been logged out of the system

Mott Community College

Username

Password

Forgot your password? Request a password reset

Dane mec-training, peopleadmin, com

M e 8@~ E @i o & Vot Community Colee... 5] Part Time Faculty Pos...

11:37 AM
"

Executive Approver’s Guide Page 14


https://mcc-training.peopleadmin.com/hr/login
mailto:jobs@mcc.edu

