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Applicant Home
Logging Into PeopleSoft/Search the Job Bank

Procedure

PeopleSoft is an Internet based Human Resources Data Management System. To access
Employee Self-Service, open your computer's web browser (i.e. Internet Explorer or Netscape

Navigator).

The Employee Self-Service tool in PeopleSoft allows employees the access to open Recruiting
Activities and the Careers link. The Careers link allows employees the opportunity to review
current job postings and apply for jobs.
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Step Action
1. Double-click the Internet Explorer icon on the desktop to open the Internet.
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Step Action

2. When the Internet window opens, click in the address bar to highlight the address
field.

[k fmsne a0, orgf |
3. Press the [Delete] key to delete the address in the address bar.

Enter the State Personnel Department's Home page URL address into the address
bar.

Enter "www.in.gov/jobs".

(;) The PeopleSoft Sign-in Homepage may also be accessed by entering
the PeopleSoft URL into the address field.

The applicant would type:
https://hr.gmis.in.gov/psp/hrprd/?cmd=login and press the [Enter]
key on the keyboard.

Step | Action
5. Press the [Enter] key.
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2l Indiana State Personnel - Microsoft Internet Explorer
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Employee Training

Employee Programs 200?-08
Forms State

Home Employees,
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Campaign
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Make your pledge online by Oct. 5!

The annual State Employees Community Campaign
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$1.2 million. You can determing which organization
receives your donation since state employees can
contribute to any 501(3) (c) charitable organization
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Open Enrollment planning
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participants

W-Plan makes major
L ement to existing
members

Training Center
October training opportunities
PeopleSoft HR Training

Training home

For mare information and to make your pledge online
g to v insece. argy

Employee Discounts

Dell - September offers

Cellular Phone Services -

Action

6. An applicant can access their internal PeopleSoft account from the State Personnel
Department's Homepage.

Point to the Employment & Careers menu.
Employment & Careers

7. From the Employment & Careers menu, locate the Current Employees Job Bank
submenu.

Click the Current Employees Job Bank link.

Current Employees
Job Bank

8. Click the Search Categories and descriptions link.
Scroll down the page to locate the Employees Click Here button.

Click the Employees Click Here button.

Employees
Click Here
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] PeopleSoft 8 Sign-in - Microsoft Internet Explorer
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Step | Action
9. Click in the User ID field.

10. | Enter the employee ID number into the User ID field.

Enter "K249512".
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The User ID is created by using the first letter in their first name
and the last six (6) digits of the Employee ID number. Example:
Employee Fighting Irish's Employee ID number is 10000230458.
His User ID is F230458.

Reminder: User IDs and Passwords must be entered using capital
letters.

Employees who do not know their Employee ID number are
encouraged to contact their Agency HR Department for assistance.
Employees at the Indiana State Government Center campus may
look on the back of their ID badge. The Employee ID number is
located on the back of the badge, underneath the bar code.

The Default Password is created by using the first letter of the
employee's first name, the last four digits of their social security
number, and the first letter of the employee’s last name. Example:
Using the employee from the previous example, Fighting Irish’s
Password is F###1

Employees who have not accessed PeopleSoft since June 1, 2005
must use the Default Password. Employees using the Default
Password will be required to change their password upon logging
into the system. Please remember your password, as it will not be
reset for Open Enrollment. For assistance with changing your
password, see the next section of the manual. Employees who have
accessed PeopleSoft within the last 60 days will use their current
password.

For assistance with resetting your password call the IOT Helpdesk
(317-234-4357 or 1-800-382-1095) or e-mail IOTSupport@iot.IN.gov

Step | Action

11. | Press the [Tab] key.

12. | Enter the user password into the Password field.
Enter "TODAY3".

13. | Click the Sign In button.

14. | Congratulations, you have successfully logged into PeopleSoft! You may be prompted
to change your password.
Please see the Changing Your Password section in this manual for further assistance.
End of Procedure.
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Changing Your Password

Procedure

The following directions highlight the procedure to change your password.

Passwords should be in all capital letters. Passwords are required to be six (6) characters in
length and contain at least one number.

/§ An error has occurred. - Microsoft Internet Explorer —|&] x|
Ble Edt Yew Favortes Tooks Help | 3

Q- O~ 5] [@ (] O mwe frwems Boen @02 -

Address |@ hittp: fhrd, gmis. stake. in.usipspfhrup2 EMPLOYEE /HRMS ?crd=loginélanguageC d=ENG

| Eee |unks >

PeopleSoft.

Your password has expired.

Click here to change your nassward.

Copyright @ 2003 PeopleSoft, Inc.

All rights resenved. Copyrights to parions of

this sattware may be awned by others

PaopleSoft Proprietary and Confidential.

FeopleSoft and the PeopleSoft logo are

tegistered trademaiks of FeopleSoft, Inc. =

| &] Done [ [ [ | mtemet

istart| @& (@ ¢ [O] nbox - Microsoft outlook | [ £] An error has accurred... [N@@@@t% |« 453 FM

Step Action

1. Click the Click here to change your password link.

[Click here ta chanae your passward |
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2l Change My Password - Microsoft Internet Explorer |ZHE‘E‘
T

File Edit Wiew Favorites Tools  Help i

Ot - © B B | Pt oo @ 3B 8- UKL
Address \:ej http: s vhr qris.in. gov/psp/hrup2/EMPLOYEE JHRMS/c/MATNTATN_SECURITY . CHANGE _PASSWORD. GBL2FolderPath=PORTAL_ROOT_OBIECT FT_CHANGE_PASSWORD_( v | [Ed Go  Links >
PeopleSoft.

=

NewWindow | Help | Customize Page | &

Change Password

User ID: k249512
Description:  Kathy Hicks, SPD Training Div

"Current Password: |

"New Password: |

"Confirm Password: |

Change Password

&] Done @ Trusted sites
L r
14 start & = > Inbox - tOut... -3 Chang s BSw o o

Step | Action

2. Click in the Current Password field.
| |

3. Enter the current password into the Current Password field.

Enter "TODAY?2".
Press the [Tab] key.
Enter the new password into the New Password field.

Enter "TODAY3".
Press the [Tab] key.
Re-enter the new password into the Confirm Password field.

Enter "TODAY3".
8. Click the Change Password button.

| Change Password
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€] Change My Password - Microsoft Internet Explorer E\E\rg\
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File Edit view Favortes Tools  Help 3
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Address \g‘l http: fjcdevhr gmis.in, gov/psp/hrup2 EMPLOYEEHRMS|c/MAINTAIN_SECURITY , CHANGE _PASSWORD, GELIFalderPath=PORTAL_RODT_OBIECT PT_CHANGE_PASSWORD_( v | [Eg o Links >
PeopleSoft.

=

Wiorklist | MultiChannel Console

Mew window | Help | Customize Pag Saved

Password Saved

V Yaur password has successfully been changed

€] Dane @ Trusted sites

7 Change

Step Action
9. Click the OK button.

10. | Clicking the OK button will return you to the Home Page.

If for any reason you are not returned to the Home Page, click the Home link.

Home:
I

Q A new password may also be made after signing into a PeopleSoft
account by clicking the Change My Password link on the PeopleSoft
menu located on the left-hand side of the page and following steps 2
through 5 of the manual.

Step Action

11. | Congratulations! You have successfully changed your password.
End of Procedure.
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Using eRecruit

View Job Postings/Apply for Job Vacancies

Procedure

Employees will use this area of self service to search and apply for job vacancies.

] Employee-facing registry content - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

Qe - © - [x] [B] €0 POseach Frrwvarss @& - B - B

PeopleSoft.

Personalize Content | Layaut

=N

Menu
Search:

®

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

- Warkforce Administration
[> Benefits

[> Compensation

[ Stack

[ Time and Lahor

[ Payroll for North America
[ Global Payroll & Absence Mamt
[ Payrall Interface

> Workforce Dewelopment
> Organizational Development
[+ Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Cormrmunity

> Student Recruiting

[ Student Admissions

[ Records and Enraliment
> Curriculurm Management
[> Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[> SetUp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

acdrecs ] hitps:Jfhr gmis.in. govlpspihrprd/EMPLOYEE/HRMS/hyTtab=DEF ALLT 3 S0

Links >

3

€] Dane

S & Trusted sites

Action

Click the Self Service link.
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File Edit  view Favorites

Tools

Help

Qe - @ - [x] [B] (0 POseach Jlpravarss @& -0 B - L E B

acrecs ] hitps:Jfhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMSs{WEBLIE_PTPP_SC.HOMEPAGE. FieldFarmula. Script _AppHP7pt_frame=CO_EMPLOYEE_SELF_SERVICEGFolderPath=Fi ¥

PeopleSoft.

I> Time Reporting

[ Personal Information

I» Payroll and Compensation

[ Bengfits

[ Leaming and
Developrent

' Self Service

Havigate to your self service information and activities

0 Time Reporting
L R

eport and review your tins, schedules,

[ Perfor

— YWiiorkfojcompetencies, and mer

> Manager Self Service

> Recruiting

[ Workforce Administration

[> Benefits

> Compensation

[ Stock

[> Time and Labar

> Payrall for Maorth America

[» Glohal Payroll & Absence
Mamt

[ Payroll Interface

[ Workforce Development

> Organizational Development

[ Enterprise Learning

> Waorkforce Manitaring

[> Pension

> Campus Cammunity

[> Student Recruiting

[> Student Admissions

[> Records and Enrollment

[ Gurriculurm Managernent

[> Financial Aid

[> Student Financials

> Academic Adwising

[» Contributor Relations &

Dot e LOME L

Add or review information related to learning and other
[ Recruitildevelopment such as: languages, licenses and certificates,
mberships.

W?Benems

Review health, insurance, savings, pension
o othier benefits information. Review and
update: dependert and beneficiary personal
infarmation
[C1Benefts Information
CiDependerts and Beneficiaries
ElBenefts Summary

£ Mare:

E Recruiting Activities
Recruiting Activtiss
Elcareers
ElCheck Reterral Status
= Confirm Referral

3More

@ Personal Information

Revievr and update your personal information
ElPersonal Information Summary
[ElHome and Maling Address
FEIRhone Numbers
5 More..

@F\Lea 0 and Development

el or review information related to lsarming
and ofher development such as: languages,
licenses and certificates, competencies, and
memberships
[Elprotessional Training
=l Education
ElHonors end Awards

10 More

Workflow User Preferences
Profiles workflow user preferences

&

‘ﬁ.

Edit "Self Service" Folder

Payroll and Compensation
Review your pay and compensation history
Uptlate your direct deposit and other
deduction or contribution infarmation
Elview Pavslips
[Elview Payslip GBR
ERzouest Overtime CHE

7 More..

erformance Management
coess your performance and development
documents, and evaluations you have done
far others:
My Performance Documents
[CI0ther's Performance Documents
(b Development Documents

2More..

/4 start

€] https: /ihr.amis.in.aov/psp/hrprd/EMPLOYEE{HRMS(s/WEBLIB_PTPP_SC.HOMERAGE. FieldFormula. I5cript_AppHP7pt_fname=HC_TRAINING_AND_DE

S & Trusted sites

Action

Click the Recruiting Activities link.

Click the Careers link.
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2l Careers - Microsoft Internet Explorer,

Fle Edt Yiew Favortes Tools Help o
N y N a3 B
Q- O R B G P Fooes @3- % @-LJE B
Address ‘@ hittps:f{hr grmis.in.gov/psp/hrprd[EMPLOYEE /HRMScfHRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP.SCHode=HRIMSSEOPP.SCROrkal=Er ¥ Go  Links >
PeopleSoft.
=
Careers Home Job Search My Saved Jobs My Saved My Career Tools A
Careers Home
Welcome Kathy
Basic Job Search My Career Tools
Keywords: | 48 Applications
Posted: Last Month ~ 0 Cover | etters and Aftachments
11 Saved
Search | advanced Search Contact Details
Notifications
“You do not have any notifications.
Thank you for your interest in Indiana State Government career opportunities. The Latest Job
Paostings section below contains the last five days of posting/open position information only. To
get the most out of your career search, we recommend that you click on the advanced search
link above. This will allow you to search by location, job family, posting ID, etc..
Latest Job Postings
First Prevmus‘Nen Last N |
Date Job Title Job ID Location
[] 10/01/2007 Food Sve 55 550646 Tippecanoe
[] 10/01/2007  Operations Manager 550521 Marion County
[] 10/01/2007  Psychiatric Attendant 4 5450602 Marion County
-
&] S @ Trusted sites

E = 7 b

e U znzpm

Action

employee can check contact information from the My Career Tools box on the
Careers Home page.

Click the Contact Details link.

Contact Details|

An employee's name, address, telephone, and e-mail information will be completed,
pulling from the personnel record. To confirm accurate information is available, an
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3 Careers - Micrasoft Internet Explorer |Z”E‘[z
Fie Edt Wiew Favortes Took Help 7
\ Al o A @y - T
Qe - © - [x] [B] @0 POseach Fprwvarss @& - B - [LJE B
Address ‘ejhttps:Hhr‘grms.\n.guv/usp/hrurdIEMPLO\‘EEIHRMS!E!HRS_HRAM_EMP‘HRS_CE.GEL7P0RTALPARAM_PTCNAV=HC_HRS_CE_GEL&EOPP.SCNUde=HRMS&EOPP.SCPDrtaI=EPV B ks ”
Pe Ople SOft o Wiorklist | _MuttiChannel Consale
(=3
~
First Name: Kathy |
Middle Name:
Last Name: Hicks
Name Suffix:
Country: United States
Address 1: 4726 Citation Blvd
Address 2: 0
Address 3:
City: Indianapolis State: Indiana
Postal: 46237
County: Marion
Email Addresses
Primary Email Type: Hormne
Email Address: keh2005@eomeast net
Meed a Personal Email Account?
hd
&) S @ Trusted sites
e § 203Pm

Step Action
5. Scroll down the Contact Details page and confirm the information is accurate.

If an employee's information is inaccurate, employee's may go to the
Personal Information link under PeopleSoft Self Service link to make
updates to their name, address, telephone, and e-mail information.

Step | Action
6. Click the Return to Previous Page link.

[Returr to Previous Pacel
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2l Careers - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

EEX

i

Qe - () B @ \\ D search ‘i‘}(FavuntEs @ Q- :;_ IR §

Address ‘@ hteps:{fhr.gris.in. gov/psp/hrprd/EMPLOYEE/HRMS c/HRS_HRAM_EMP HRS_CE,GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLREOPP.SCHode=HRMSREOPP.SCROrtal=Er ¥ Go

PeopleSoft.

=

Links >

Mew Window | Help | Customize Pane |

Careers Home  Job Search MySavedJobs Wy Saved Searches My Career Tools

Careers Home
Welcome Kathy

Basic Job Search My Career Tools
Keywords: | 48 Applications

Posted: Last Month v 0 Cover Letters and Aftachments
11 Saved R

Search | aduanced Search Caontact Details

Notifications
“ou do not have any notifications.

Thank you for your interest in Indiana State Government career opportunities. The Latest Job
Postings section below contains the last five days of posting/iopen position information only. To
get the most out of your career search, we recommend that you click on the advanced search
link above. This will allow you to search by location, job family, posting ID, etc..

Latest Job Postings

First Previous ‘M Last

A

L4 ©El]

2:03 PM

[] 10/01/2007 Food Sve 55 550646 Tippecanoe
1AM AONT  Amnentinne bansans FanEa hvimen o inks A
&] S @ Trusted sites
= =
o E= 1

Step | Action

7. Click the My Career Tools link.

8. Scroll down the page to see the most recent State of Indiana Job Bank job postings.

9. Review any of the most recent job postings by clicking on the job posting link in the

Job Title column.

10. | To perform a Basic Job Search enter keywords in the Keywords field and select the

time period for which to search from the Posted drop-down menu.

To perform and Advanced Search, click the Advanced Search link.
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2 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

Qe - © - [x] [B] 0 POseach Fprwvarss @& -0 B - [LJE B

PeopleSoft.

Home
=

Careers Home  Job Search My Saved Jobs My Saved My Career Tools

Job Search 1o

To view all the current job postings, select all locations and then click on the yellow
search button.

You might consider setting up a job search agent. A Jobh Search Agent is a helpful tool that
will email you jobs of interest (based on the criteria you set up below) as they are posted
to the job bank.

A Job Search Agent can be set up using either the Advanced or Basic Search options:

1. Enter key words that interest you in your job search {i.e. if you are looking for jobs in
Human Resources, enter Human Resources in the Keywords box).

. Enter any other search criteria of interest to you.

. Choose ‘Save Search’.

Enter a name for your job search and check the box next to “Use As .Jab Agent’.

Enter your full e-mail address in box nextto ‘Send Job Agent Notification to’.

. Choose ‘Save Search’.

S wN

From here, you can choose to Run Search or wait for jobs to be e-mailed to you,

Note: The Job Search Agent runs over night and you will have to reset your Agent every 30
days for itto remain current.

Advanced Job Search

Links >

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLBEOPP.SCode=HRMSBEOPP SCPortal=er ¥ | (£ Go

LE]
Hen | B, &

“

Step Action

emails jobs of interest based on the selected job search criteria.

11. | The Job Search homepage give advice on how to view jobs and how to set up a job
search agent from the Basic Search or Advanced Search options. A job search agent
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A Careers - Microsoft Internet Explorer: |L”E‘E‘
Fle Edt Yiew Favortes Tools Help T

Qe - () \ﬂ @ \jj ) search ‘i‘}(FavuntEs @ a- :\1 IR §

Address ‘ejhttps:Hhr‘gm\s.H'\.gnv/Dsp/hrprdeMPLOYEEIHRMS#UHRSiHRAMiEMP‘HR57CE.GBL?PORTALFARnMj-‘T(NAV:H(iHRsitEiﬁﬁL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV = T

PeopleSoft.

=

Careers Home Job Search My SavedJobs Wy Saved Searches My Career Tools
Job Search L

To view all the current job postings, select all locations and then click on the yellow
search button.

You might consider setting up a job search agent. A Job Search Agent is a helpful tool that
will email you jobs of interest (based on the criteria you set up below) as they are posted
to the job hank.

A Job Search Agent can be set up using either the Advanced or Basic Search options:

1. Enter key words that interest you in your job search (i.e. If you are looking for jobs in
Human Resources, enter Human Resources in the Keywords box).

. Enter any other search criteria of interest to you.

. Choose ‘Save Search’.

Enter a name for your job search and check the box next to ‘Use As Job Agent’.

Enter your full e-mail address in box nextto ‘Send Job Agent Notification to”.

. Choose ‘Save Search’.

ERLEEREN]

From here, you can choose to Run Search or wait for jobs to be e-mailed to you.

Note: The Job Search Agent runs over night and you will have to reset your Agent every 30
days for it to remain current.

Advanced Job Search 3

&] Done S @ Trusted sites
P — [
i4 start & = > | 18] tnbox - v Out.. A B U 1u:zsam

Step | Action

12. | Scroll down to the bottom of the Job Search homepage to set up job search criteria.

13. | If desired, click in the Enter Keywords field and enter keywords to search for
postings which contain the keywords identified.

Enter "training, executive, administration”.

14. Next, enter the desired cities or counties in which to work.

Use the scrollbar in the Select Locations box to find the desired cities and counties.

15. Click the Greenwood list item to select it.

[Greenwond |

f;) To select more than one location, hold down the Ctrl key on the
keyboard (the Command key for Macs) while clicking the additional
selections.
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Step Action
16. | Job Families also assist in narrowing search criteria while looking job of interest. Use
the scroll bar to search through the listed job families.
Click the Executive, Scientific & Medica list item from the Select Job Families
menu list to select it.
[Executive, Scientific & Medica |
To select more than one job family, hold down the Ctrl key on the
keyboard (the Command key for Macs) while clicking the additional
selections.
Step Action
17. | To further narrow the job search criteria, other options are also available.
Click the Full/Part Time list drop-down menu button.
18. | Select Full-Time from the list of values.
[Ful-Time |
19. | Click the Regular/Temporary list drop-down menu button.
20. | Select Regular from the list of values.
[Regular |
21. | Enter the desired rate of pay into the Desired Pay field.
Enter "1800.00".
22. | Click the drop-down menu button in the second box of the Desired Pay list.
23. | From this list, the type of currency the employee would be paid will be selected. The
applicant would scroll down the list of values to locate the United States Dollar
(USD) option.
Select USD from the list of values.
L
24. | Scrolling down the page, locate the Find Jobs Posted Within drop-down menu.
Click the Find Jobs Posted Within drop-down menu button.
25. | Select the Last Three Months from the list of values.

[Last Three Manths |
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Step | Action
26. C.Iick the Display Results Sorted By drop-down menu button.

27. | From here, how the display results are sorted can be selected.

Select Date Posted from the list of values.
[Date Posted |

28. Click the Search button.

29. | The search results will be located at the bottom of the Job Search homepage.

This job search returned 89 results. Since only 10 jobs are displayed per page, click
the Next button to view the next set of 10 jobs.

Click the Next button.
IO

30. | After locating a position of interest, click job posting link of the job to be reviewed in
the Posting Title column.

Click the Program Coordinator 3 link to select it.

Frograrm Coordinatar 3
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)
File  Edit View Favortes Tooks  Help o
. &N o A . R .
Qux-©Q HEBAG Psowen Fyrowes @ -5 W -JE B
acrecs ] hitps:}fhr.gmis.in. govlpspihrord/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS_CE.GBLYPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SChode=HRMSEEOPP.SCPortal=er v | [EJ G0 ks >

PeopleSoft.

Home | Sign out

=13
=
Hen | B, &

DRI DN AR 2
“—'.__——"7 ézyPeople

Job Description

Agency: M Dept of Transportation

Job Title: Program Coordinator 3 =
Job ID: 550482

Location: Marion County

FullPart Time: Full-Time

Apply By: 10i12/2007
Regular Temporary: Regular

City/CountySt Indianapolis, Marion County, IN

Email to Friend Save Job Apply MNow Returm to Previous Page

Hire Salary

$29,17210 $46,514

®
I3

S & Trusted sites

Step Action

31. | Scroll the down the Job Description page to review the job posting.
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EEX

File Edit Miew Favortes Took Help i

Qe - © - [x] [B] €0 Pseach Sigramies @ -2 B -[JEH B

Address ‘ejhttps:Hhr‘gm\s.H'\.gnv/Dsp/hrprdeMPLOYEEIHRMS#UHRSiHRAMiEMP‘HR57CE.GBL?PORTALFARnMj-‘T(NAV:H(iHRsitEiﬁﬁL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV Bl ks >

PeopleSoft.

=
within the Dept. of Transportation. Helps to develop and direct procedures for attaining operating
gosle or plans relative to all eguipment and productivity facets of the Equip. Mamt. System. Directs
the proper seguencial flow of Equipment Management fransactions fram preliminary checks ta final
data entry.

Hiome: |V Sign out

b3

Analyzes output reports from the Equip. Mamt. Syst. and provides guidance field personnel on data
received. Adds fleet units to the system

Other duties as assigned related {o the function.

Qualifications
Completion of undergraduate core program in business or public administration;
or 2yrs. fraining or 2 yrs. experience in research and analysis & written documentation of findings,

or equivalent Minimum Class Qualifications for employment noted above.

Benefits

The State of Indiana offers a comprehensive benefit package which includes medical, dental, vision,
life insurance, retirerment plans and accrued leawve.

Equal Employment Opportunity

The State of Indiana is an Egual Opportunity Employer.

Beturn to Previous Page
Emailto Friend | SaveJob Apply MNow

|

&] S @ Trusted sites

74 start

Step

Action

32.

time; the Apply Now button to start the application process; or the Return to
Previous Page link to review more job postings.

Click the Return to Previous Page link.

[Return to Previous Page]

After reviewing the job description, select the Email to Friend button to email the job
to a friend; the Save Job button to save the job to your profile to apply to at a later
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2 Careers - Microsoft Internet Explorer |ZHE‘['SZ‘
File  Edit View Favortes Tooks  Help >
. Al @ e =Y
- © 2 B 3
Qux- ©Q KRB G P e @ -5 w-JKE B
acrecs @] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS _CE.GBLYPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SCHode=HRMSEEOPP.SCPortal=er v | [EJ 0 ks >
PeopleSoft. S W
(=3
Search Results 2
SelectAll Deselectall | SaveJobs | Apply Now | First [4|Previous| Mext[F] Last
Select |Opened Posting Title D2 Job Family Location Agency
Professional, Admin & Edinburgh Corr
1 09282007  Accountant 550563 Tech Edinburgh Facilty
[] 092802007  Stste Eligibility Consultant 55013 [TTessional, Admin & Jackson Jacksan DFC
Tech County
O 0wz82007  State Elibity Consutart3 560611 FOESSIONEL AN & gy Lawrence DFG
O] 092802007  Accountant 1 snsar Professional AT E gy Rackiille Corr Fae
) Professional, Admin & 1N Dept of
Erodram Coordinator 3 "
1 09/28/2007  Procrarm Codrdinator 3 550482 Tech Marion County Transportation
] 09282007 Broad Band Executive 550580 ;’;ﬁ:g"e Scientific & o ion County  FSSA Medicaid
[ 092802007 Seasonal State\iorker sans14 S2eah OTMACh 002 yyarion county - Office of Technolagy
O 09/27/2007  Cor Tra Off 4 550550 Professional, Admin & Fortwayne Mortheast Juy Corr
Lorlm Ord Tech Facility
Staff Aftorney (Broad Band Executive, Scientific & Dept of Natural
1 08272007 Executive 550438 Medica Marion County e
Application Sveterm Professional, Admin & State Student
O narzrezony AnalystiProg Int 480426 Tech Marinn County Assistance
SelectAll DeselectAll _Save.Jobs | Apply Now
Return to Previous Page b
€] S & Trusted sites

B U 117 A

Step

Action

33.

More than one job posting may be applied to at the same time.

Previously, it was noted there was another Program Coordinator 3 position on the
first page. In this example, two Program Coordinator 3 positions will be applied for
at the same time.

Click the checkbox in the Select column by the first Program Coordinator 3 job
posting to select it.

34.

Click the Previous button to return to the first screen and locate the second Program
Coordinator 3 position previously noted.

&

35.

Click the checkbox in the Select column by the second Program Coor 3 job posting
to select it.

O

36.

Click the Apply Now button.
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File Edit Wiew Favorites Tools  Help

b

eﬁack -9 B @ \;j pSear:h ‘i‘}(FavuntEs o B 2 - J i3

PeopleSoft.

=

Apply Now

Address ‘@ hteps:{fhr.gris.in. gov/psp/hrprd/EMPLOYEE/HRMS c/HRS_HRAM_EMP HRS_CE,GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLREOPP.SCHode=HRMSREOPP.SCROrtal=Er ¥ Go

Links >

Sign out

NewWindow | Help | Customize Page | &

Choose Resume

To b consiciered for Indiana Stats Government postions, a profilefspglication must bs completed in ful
If you have an existing resume you can include it here by selecting paste resume text. Please complete
the profils in full sven if you paste resume text. The resume text wil allow our rscrutment spscialists to
search your qualifications for other postions that might be of interest and cortact you electranically.
Remember, the more information you give the easier it is for our recruitment specialist to match your
skils, experience, and fisltls of interest with our current job opporunties. If you change your profils the
date will be: recorded and any new jobs you apply for will use the new informeation. Jobs you applied for
praviously wil continue to use the old information. This ks because recruitment decisions have alreay
been made based on the original Informetion you supplied. When you reach the last page click the Submit
buttan to confirm any changes and ta apply for any jobs in your basket

Resume Options

How would you like to proceed?
O Copyand paste resume text
() Use an existing resume

O Applywithaut using a resume

Continus |Retum 1o Previous Page

&] Done
=i

S @ Trusted sites

Step

Action

37.

A resume may be copied and pasted for review but the applicant profile pages will still
need to be completed in order to be considered for open positions.

Select the Apply without using a resume option.

38.

Click the Continue button.
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3 Careers - Microsoft Internet Explorer [#] :
File  Edit View Favortes Tooks  Help >
eﬁack - @ @ N pSearch 'il\\'(‘Favnntas o D:{v ; ] - _J i3

Links >

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLEEOPP.SCode=HRMSBEOPP SCPortal=e! ¥ | (£ Go

PeopleSoft.

(=3
Mewindow | Help | customize Page | B, &

Wiorklist | MultiChan

Apply Now
Complete Application
You are applying for:
Proaram Coor 3 Bemove
Program Coordinator 3 Remove

Add Another Job 1o Application

You have not added any resume to your application. Use a Different Resurme

Kathy Hicks
4726 Citation Blvd
Indianapolis, IN 46237

Marian
Previous  Save For Later Close Application | carsers Home Next [v]
Education and Work Experience
This page shows a summary of your education and employment history. ]
< | >
€] S & Trusted sites

e e U 1l:408M

Step Action

39. | The Education and Work Experience section of the Complete Application page
needs to be filled in. Note the positions of interest appear under the You are applying
for: heading at the top of the page.

Scroll down the page to begin the application completion process.

40. | Click the Add Work Experience link.
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Qe - () \ﬂ \Ehl \jj ) search ‘S‘}(Favuntes @ Q- :\1 IR §

EEX
T

i

Address \:ej hteps:{fhr.gris.in. gov/psp/hrprd/EMPLOYEE/HRMS c/HRS_HRAM_EMP HRS_CE,GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLREOPP.SCHode=HRMSREOPP.SCROrtal=Er ¥ Go

PeopleSoft.

=

Links >

list | MutiChannel Console | Adddto

Mew Window | Help | Customize Pane | &, *

Add New Application
Add Employment History

Save & Return | Save & Add Mare | Cancel | Return to Previous Page

I 21
El

‘Employer: |

"Start Date:
End Date:

[CIcurrently Still Employed?

Telephone: |
Number of Staff
Supenvised:
Supervisor Name: \

Hours Per Week:

Supervisor Title: ‘

E—

“Ending Job Titie: |

Pay Frequency:

Bi-weekly w

Ending Pay Rate:

Reason for Leaving: |

Netaitad Wi |

&] Done

‘dstart. €

S @ Trusted sites

= > | 18] Inbox - BB U114 Am

Step | Action

41. | Enter the start date of your most recent position into the Start Date field.
Enter "06042007".

42. | Click in the Employer field.
Note: An applicant can enter information into PeopleSoft fields by clicking directly
onto the field or pressing the Tab key.
| !

43. | Enter the name of the employer into the Employer field.
Enter "State of IN - Training Divi".

44. | Since applicants are internal employees of the State of Indiana, no end date is noted in
the employment details.
Click the Currently Still Employed? checkbox to select it.
O

45. | Enter the employer's telephone number into the Telephone field.
Enter "3172323167".

46. | Press the [Tab] key.
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47. | Enter the number of supervised employees into the Number of Staff Supervised
field.
Enter "0".
48. | Enter the hours worked per week into the Hours Per Week field.
Enter "37.5".
49. | Enter the supervisor's name into the Supervisor Name field.
Enter "Lisa Tabor".
50. | Enter the supervisor's title into the Supervisor Title field.
Enter "Training Director".
51. | Enter the current rate of pay into the Ending Pay Rate field.
Enter "1500.00".
52. | Click the Pay Frequency drop-down menu button.
53. | Select Bi-weekly from the list of values.
B |
54. | Enter the current job title into the Ending Job Title field.
Enter "Training Consultant”.
55. | Enter the reason for leaving the position into the Reason for Leaving field.
Enter "Career Advancement".
56. | Enter the work experience into the Detailed Work Experience field.
Enter "Responsible for PeopleSoft HR Training Program.”.
57. | Click the Spell Check button to check the spelling of the job description in the
Detailed Work Experience field.
&
58. | Since PeopleSoft is spelled correctly, click the Add button.
59. | Click the OK button to accept the spelling addition.
60. | Enter the employer's address into the Address 1 field.

Enter "402 West Washington Street"”.
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Step | Action

61. | Enter the additional employer's address information into the Address 2 field.

Enter "Rm W161".
62. | Enter the employer's city into the City field.

Enter "Indianapolis™.

63. | Click the State drop-down menu button.
64. Select Indiana from the list of values.

[Indiana |

65. | Enter the employer's zip code into the Postal field.

Enter "46204".
66. | Enter the employer's county into the County field.

Enter "Marion".

67. | If additional employment details were to be entered, the applicant would click the
Save & Add More button.

In this instance, click the Save & Return button to return to the Education and

Work Experience section of the Complete Application page.
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File

3 Careers - Microsoft Internet Explorer

Edit  Yiews Favorites  Tools  Help

eﬁack - Q @ @ \\ pSearch 'i'\\'(‘Favnntes © D£<' ; ] - _J ol

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLBEOPP.SCode=HRMSBEOPP SCPortal=e! ¥ | (£ Go

PeopleSoft.

Home
=
Budget Group/Budget Car Sales Executive AsstiFranchise Coor. 04/061 898 02/28/2000 E
State of [N - Training Div. Training Congultant 0gf4s2007 E

[F]2dd Wark Experience

Education History

Highest Education Level: | A-Not Indicated ~]

To add & primary or secandary school, click the Add Primary or Secondary Education History hyperlink below.
To changs intormation for & school, click the hyperink under School fisld. Click on Delete icon to remeve
corresponting Primeary Secontary School Information. A capy of the spplicants Transcripts andior GED
Certificate are required for all Indiana State Police positions. The Transeripts and/or GED Certificate must be
attacher to applicant's profile

Primary/Secondary
You have not added any primary or secandary education infomation to your application

[+]Add Primary and Secondary Education Hista

To add & degres andior Post-Secondary Education History, click the hyperlink below. To change information for
a degres andior Post-Secondary Education History, click the hyperlink below. Click on Delete icon to remove
corresponding degree and/or Post-Secondary Education History

Post-Secondary Education

Degree Major. School

Assaciate of Business
Science Adrministrationomt

Indiana Institue of Technology  05/31/2002 E

[+]add Post-Secondary Education History

Links >

|
3

B[

S & Trusted sites

Step

Action

68.

Next, the education history will need to be provided.

Click the Highest Education Level drop-down menu button.

69.

Select G-Bachelor's Level Degree from the list of values.
[G-Bachelor's Level Degree |

70.

Click the Add Primary and Secondary Education History link.

[8dd Prirmary and Secondary Education History
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Address ‘@https:ffhr‘gm\s.U'\.gnv/psp/hrprdeMPLOYEEIHRMSﬂEﬂHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV Bl ks >

PeopleSoft.

=

list | MutiChannel Console | Adddto

Mew Window | Help | Customize Page | 5,

Add New Application

Add Primary and Secondary Education

Save & Return | Save & Add More | Cancel | Retum to Previous Page

Enter Primary or Secondary Education Details

Country:

State:

School Type: | N
'School:

Level Achisved: | v

Date Acquired: Ei]
Average Grade: [CIcompleted

Save & Return | Save & Add More | Cancel Return 1o Previous Page

* Required Field

&] Done S @ Trusted sites
e
idstat. € - @ 7 =

€] 1nbox - B8 U o1149am

Step | Action
71. | Click the State drop-down menu button.
72. | Select Indiana from the list of values.

[Indiana |

73.

Click the School Type drop-down menu button.

74.

Select High School from the list of values.
[High School |

75.

Enter the name of the high school attended into the School field.

Enter "Seymour High School".

76.

Click the Level Achieved drop-down menu button.

77.

Select Graduated from the list of values.
[Graduated |

78.

Enter the graduation date into the Date Acquired field.

Enter "05301987".
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79. | Enter the high school grade point average into the Average Grade field.

Enter "3.2".
80. | Click the Completed checkbox to select it.

=

81. | Click the Save & Return button to return the Education and Work Experience
section of the Complete Application page.

Save & Retumn

A Careers - Microsoft Internet Explorer: |L”E‘E‘
Fle Edt Yiew Favortes Tools Help o
) A | ¢ v | > R
Q- © BB G Pums e @ 2% B- LI B
Address ‘@ hittps:f{hr grmis.in. gov/psp/hrprd[EMPLOYEE /HRMScfHRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP.SCHode=HRIMSSEOPP.SCRorkal=Er ¥ Go  Links >
PeopleSoft. -
Home: Sign out
»
Highest Education Level: \ G-Bachelor's Level Degree ¥ ~
To add a primary o secondary school, click the Add Primary o Secondary Education History hyperiink below.
Ta change information for & school, click the hyperlink under School field. Click an Delete icon to remove
sorresponding Primary/Secondary School Information. & copy of the applicants Transcripts andior GED
Certificate are recuired for sll Indiana State Police posttions. The Transcripts ancior GED Certificate must ke
attached to applicant's prafile.
Primary/Secondary
Schaol School Type
Seymour High School High School LSA ﬁl
[*]add Primary and Secondary Education History
T add a degree andior Post-Secondary Education History, click the hyperlink below. To change infarmation for
a degree andior Post-Secondary Education History, click the hyperiink below. Click on Delete icon to remove
corresponding degree andior Post-Secondary Education History
Post-Secondary Education
Date
Degree Major School Issued
Associate of Business
eTiEreg Administrationigmt Indiana Institue of Technology  05/31/2002 ﬁl
[#]Add Post Secondary Education History
Education and Work Experience
Previous  Sava For Later Close Application | careers Home ~— Mext [¥]
-
< \ >
&) S @ Trusted sites

U 11:51 AW

Step | Action

82. | Click the Add Post-Secondary Education History link.
[sdd Post-Secondary Education Histan]
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PeopleSoft.

=

Mew Window | Help | Customize Page | 5, &

Add New Application

Add Post-Secondary Education

Save & Return | Save & Add More | Cancel | Return 1o Previous Page

Enter Post-Secondary Education Details

Country: hd |
State: i |
“School: @ Other:
‘Major: QA Other:

‘Degree: Q
Average Grade: [ eraduated
Date Issued: El

Number of Credit Howrs Credit Hours Type:

Completed:

Save & Return | Save & Add More | Cancel | Return to Previous Page

* Reauired Field A

&] Done S @ Trusted sites

74 start & = 7 @ 1nbox - Out.. A B8 U 1151 AM

Step Action

83.

Click the Country drop-down menu button.

84.

Use the scroll bar to scroll through the list of values.

85.

Select United States from the list of values.
[United States |

86.

Click the State drop-down menu button.

87.

Select Indiana from the list of values.

[Indiana |

88.

=

Click the School Magnifying Glass (Alt+5) to search for the correct school.

89.

Click the Search by drop-down menu button.

90.

Select Description from the list of values.
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91. Enter the search by description criteria into the begins with field.
Enter "ind".
92. Click the Look Up button.
93. Click an entry in the Description column.

In this instance, click the Indiana Institue of Technology link.

[Indiana Institue of Technoloc

94. Click the Major Magnifying Glass (Alt+5) to search for the correct major.
[S]
95. Scroll down the list of major codes until you locate the correct major.

Click 107800 in the Major Code column to select it.

96. Click the Degree Magnifying Glass (Alt+5) to search for the correct degree.
[&]
97. Scroll down the page to locate the correct degree.

Click Bachelor of Science in the License or Certificate column to select it.

98. Enter the grade point average into the Average Grade field.

Enter "3.98".
99, Click the Graduated checkbox if the degree is completed.

O

100. Enter the date the degree was issued into the Date Issued field.

Enter "05122007".

101. Enter the number of credit hours completed into the Number of Credit
Hours Completed field.

Enter "60".
102. C.Iick the Credit Hours Type drop-down menu button.
103. Select Semester from the list of values.
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104. Click the Save & Return button to return to the Education and Work

Experience section of the Complete Application page.

Save & Retumn

2l Careers - Microsoft Internet Explorer,

Fle Edt Yiew Favortes Tools Help o
- 6y Al O A A - B - 3
Q- O R B G Lo Froes @3- % @-LJE B
Address ‘@ hittps:f{hr grmis.in.gov/psp/hrprd[EMPLOYEE /HRMScfHRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP.SCHode=HRIMSSEOPP.SCROrkal=Er ¥ Go  Links >
PeopleSoft.
»
LS A 1 110 R0 S0 1L A 1 G 1 1 S I 1 i o
Certificate are required for all Indians State Police positions. The Transcripts ancior GED Certificate must be __
attached to applicant's profile.
Primary/Secondary
School School Type Country
Seymour High School High School LSA E
[*]Add Primary and Secondary Education History
To add a degree and/or Post-Secondary Education History, click the hyperlink below. To change information far
& degree andior Post-Secondary Education History, click the hyperiink below. Click on Delete icon to remove
corresponding degree andior Post-Secondary Education History
Post-Secondary Education
Date
T School Issued
Associate of Business
Sclence Administrationtgmt Indizna Institue of Technology  05/31/2002 E
Business
Bachelor of Science Administrationgmt Indiana Institue of Technology 0511 22007 ﬁl
Add Post-Secondary Education Histary
Education and Work Experience
Previous Bave For Later Close Application | careers Home Next [¢]
2
< \ >
&] S @ Trusted sites

(= 7 ] Inbox . A BB U 1157 AW

Step Action

105. Click the Next link to go to the Additional Information section of the

Complete Application page.

106. Release the mouse button.

107. Click the Add Job Training link.

Add Job Training
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PeopleSoft.

=

Wiorklist | MultiChannel Console

New window | Help | Gustomize Page | &

Add New Application
Add Job Training

Enter Job Training Details

“Course Title: |

‘Training Provider Name: |

Course Start Date:

Save & Retum | Save & Add More | Cancel | petum to Previnus Pace

* Required Field

€] Dane S & Trusted sites
P e o "

3@ U Si4PM

Step Action
108. Enter the title of the job training into the Course Title field.

Enter "Human Resources Issues”.

109. Enter the name of the job training provider into the Training Provider Name
field.

Enter "SkillPath".
110. Enter the date of the job training into the Course Start Date field.
Enter "06052003",
111. Click the Save & Return button to return to the Additional Information

section of the Complete Application page..
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~
Human Resources [ssues SkillPath 06/05/2003 EI
[F]Add Job Training
If you have any licenses or certificates you wish to tell us about, enter them here.
Licenses and Certificates
“ou have not added any licenses or cerificates to your application
Add Licenzes and Certificates
Use this page 1o list your languages:
Languages
“ou have not added any languages to your application.
[F]add Lanquages
If you have any memberships you wish to tell us about, enter them here.
Memberships
“You have not added any memberships to your application
Add Memberships U
The following competencies are relevant o the jobis in which you ars applying. In each drop down box, please
indicate the correct response as it pertaing to you and the competency specified.
Skills
Competency Proficiency -
< | >
&] S @ Trusted sites

Step Action

112. Click the Add Licenses and Certificates link.

[5dd Licenses and Cedificates]
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2 Careers - Microsoft Internet Explorer |ZHE‘['SZ‘
File  Edit View Favortes Tooks  Help w

eﬁack - Q @ @ \h pSearch 'T;'\\'(‘Favnntes © D£<' ; - _J ol

acrecs @] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS_CE.GBLYPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SCHode=HRMSEEOPP.SCPortal=er v | [EJ G0 ks >

PeopleSoft.

=

Wiorklist | MultiChannel Console

MewWindow | Help | customize Page | 8, &

Add New Application
Add License or Certificates

License or Certificate Details

*LicenseiCertificate ‘ v
Issued By: ‘

License/Certification Number: ’7

Date Issued: ’7

Expiration Date ’7

Save & Retum Save & Add Mare Cancel | meturn to Previnus Pace

*Required Field

3

€] Dane S & Trusted sites
of fi 8 U 12:00PM

Step Action
113. Click the License/Certificate drop-down menu button.
114. Select Valid Driver's Lic from IN from the list of values.

[alid Driver's Lic from IN |

115. Enter who issued the license or certificate into the Issued By field.

Enter "State of Indiana".

116. Enter the license or certificate number into the License/Certification
Number field.

Enter "5645-65-8523".

117. Click the Calendar (Alt+5) button.

118. Click the Month drop-down menu button.
119. Select August from the list of values.
120. Click the Year drop-down menu button.

Page 34



Oracle User Training Manual

Productivity Kit SPD 8.9 eRecruit for Internal Applicants
Step Action
121. Select 2004 from the list of values.
122. Click the 11 date link.
123. Click the Calendar (Alt+5) button.
124, C.Iick the Month drop-down menu button.
125, Select August from the list of values.
126. C.Iick the Year drop-down menu button.
127. Select 2008 from the list of values.
128. Click the 11 number link.
129. Click the Save & Return button to return to the Additional Information
section of the Complete Application page.
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2 Careers - Microsoft Internet Explorer
File  Edit View Favortes Tooks  Help -
5 e B,
v ¥, 3 - -
Qo © ) B 0 P frroeew @ 203 - L B
Address \@ https:/hr gmis.in.gov/psp/hr pro/EMPLOYEE/HRIMS fc/HRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP.SCHode=HRMSSEOPP, SCPortal=Er v | [Eg o Links >
PeopleSoft. —
3
= ~
and Work
Use this page to enter any relewant training courses you have taken
Tr I']
I g School Name Start Date
Human Resources Issues SkillPath 06/05/2003 E
[3] Add Job Training
If you have any licerses or certificates you wish to tell us about, erter them here.
Licenses and Certificates
License or Certification Date Issued |License # Issued By
Walid Driver's Lic from [N 08/11/2004 5645-65-8523 State of Indiana El
[+]Add Licenses and Certificates
Use this page o list your languages
Languages
You have not added any languages to your application.
[*]Add Languanes
If you have any memberships you wish to tell us ahout, enter them here.
Memberships
= - |
< I 3
€] Dane S & Trusted sites

Step Action

130. Click the Add Languages link.
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2l Careers - Microsoft Internet Explorer, |;”E‘E‘
L

File Edit Wiew Favorites Tools  Help 13

Qe - () \ﬂ \E’l \jj O search ‘i‘}(FavuntEs @ a- :;_ IR §

Address ‘ejhttps:Hhr‘gm\s.H'\.gnv/Dsp/hrprdeMPLOYEEIHRMS#UHRSiHRAMiEMP‘HR57CE.GBL?PORTALFARnMj-‘T(NAV:H(iHRsitEiﬁﬁL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV Bl ks >

PeopleSoft.

=

list | MutiChannel Console | Adddto

NewWindow | Help | Customize Page | &)

Add New Application
Add Language

Enter Language Details

L ¥
Speaking Proficiency: | Low ~
Reading Proficiency: | Low v

Wiriting Proficiency: Laow

Save & Return | Save & Add Mare | Cancel Return to Previous Page

* Required Field

&] Done S @ Trusted sites
74 start & = 7 | @ Inbox - Microsoft Out... 3§ Cares soft 1., =8 U 1z05PM

Step Action
131. Click the Language drop-down menu button.
132. Scroll through the list and select English from the list of values.
[Enalish |
133. Click the Speaking Proficiency drop-down menu button.
134. Select High from the list of values.
135. Click the Reading Proficiency drop-down menu button.
136. Select High from the list of values.
137. Click the Writing Proficiency drop-down menu button.
138. Select High from the list of values.
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Step Action

139. Click the Save & Return button to return to the Additional Information
section of the Complete Application page.

Save & Return

3 Careers - Microsoft Internet Explorer.

Fie Edit Wiew Favortes Tooks  Help w

Qe - © @ @ \h pSearch 7 Favertes {2) ;54- :\?_ - B

Acdress | ] hitpsfhr amis.in. gov/pspihrord/EMPLOYEE/HRMS/: HRS_HRAM_EMP.HRS_CE.GBL7PORTALPARAM_PTCNAY=HC_HRS_CE_GELBEOPP.SCHode=HRMSREOPP. 5CPartal=gr v | [ 6o Links

PeopleSoft.

=
~
|\Ia\|d Driver's Lic from 1M 08/11/2004  5645-65-8523 State of Indiana ET u

[+]2dd Licenses and Certificates

Use this page ta list your languages

Li ges

Li 13 Speaking Proficiency Reading Proficiency 'Writing Proficiency

English High High High [ii]

[F]add Lanquages

If you have any memberships you wish totell us shout, enter them here

Memberships
“You have not added any memberships to your application

Add Memperships

The following competencies are relewant to the jols in which you are applying. In each drop down box, please
indicate the correct resnonse as ft pertains to you and the competency specified.

Skills

Competency Proficiency
Program Coordinator 3 v

ion and Work i iti i

1 evious ave For Later ose Application Nexdt
E1 Save For Lat Close Applicati Careers Home  Next [v]

[E3

<
&] S & Trusted sites
=

Step Action

140. Scroll down the page and click the Add Memberships link.

Page 38



Oracle User
Productivity Kit

Training Manual
SPD 8.9 eRecruit for Internal Applicants

2l Careers - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

PeopleSoft.
3

Mew Window | Help | Customize Page |

Add New Application
Add Membership Information

Enter Membership Details

Membership: ‘ h
Other:
Date Issued: e

Save & Return Save & Add More Cancel

Return to Previous Page

* Required Field

#
- @] . | Q- B = 3
Q- O R B G P Frowes @3- % @-LJE B
acddress 4] https:/jhr.grisin. gov/psp/hrprd[EMPLOYEEJHRVS</HRS_HRAM_EMP.HRS_CE .GBLPPORTALPARAM_PTCNAY=HC_HRS_CE_GBLBEOFP. SChode—HRMSBEOPR.SCrortal—er v | £ G0 Links >

nEn

&] Done
iJstart. €

S @ Trusted sites
” | 8] tnbox -

e U 12:07PM

Step Action

141. Click the Membership drop-down menu button.

142. Select Business & Professional Women from the list of values.
[Business & Professional Women |

143. Enter the date the membership was issued into the Date Issued field.
Enter "01152006".

144, Click the Save & Return button to return to the Additional Information
section of the Complete Application page.
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2 Careers - Microsoft Internet Explorer _
File  Edit View Favortes Tooks  Help >
\ y Y =Y
O © A @G Lo Frroo @3- % m - 3
acrecs ] hitps:}fhr. gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS_CE.GBLYPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SChode=HRMSEEOPP.SCPortal=er v | [EJ G0 ks >
Pe Ople SOft ® Wiorkiist | MutiChennel Console
(=3
~
Use this page to list your languages b |
Speaking Proficiency  |Reading Proficiency |Writing Proficiency
Enalish High High High [ii]
[#]Add Languages
If you have any memberships you wish totell us about, enter them here
Memberships
Membership Date Issued
Business & Professional Wormen 01/15/2008 E
Add Memberships
The following competencies ars relewant to the jobis in which you are applying. In each drop down box, plsase
indicate the correct response as ft pertains to you and the competency specified.
Skills
Competency Proficiency
Program Coordinator 3 v
Ed ion and Work E;
[4] Previous  Save For Later Close Application | careers Home ~— Mext [»]
>
< | 3

<} * 18] Inbox - Microsoft Out... 2§ Careers - Microsoft ..

e U 12:08PM

Step Action

complete.

Click the Proficiency drop-down menu button.

145. Scroll down the page to see if there is any Skills-Competency information to

Coordinator 3 position.
[4-Expert |

146. Select 4-Expert from the list of values as the rating for the Program

Complete Application page.

147. Click the Next link to go to the Online Questionnaire section of the
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2l Careers - Microsoft Internet Explorer,

Fle Edt Yiew Favortes Tools Help e
) ( 7y o | D B
Q- O R B G P Foowes @3- % @-LJE B
Address ‘@https:ffhr‘gm\s.U'\.gnv/psp/hrnrdIEMPLO\‘EEfHRMSlElHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV Bl ks >
PeopleSoft.
=
~
Application Questionnaire m

Are you 18 years old or older?

O No
@ Yes

Do you have supervisory experience that involves employment decisions (such as hiring,
promotions, demotions and performance reviews), disciplinary actions and terminations?

O Mo
@ Yes

Have you ever been discharged by any employer for reasons other than downsizing or layoff?

@ Mo
Q ¥Yes

Have you ever been convicted of a crime, other than a minor traffic violation?

O Mo
'®4 Yes
Are you legally authorized to work in the United States?
O Mo
O Yes

[E3

Nnunn nnecace avalid driar'e licanea?

<
&) S @ Trusted sites
0 c =8 U o12:09PM

Step Action

the page.

Answer each question by selecting the correct Yes or No option.

The questionnaire page asks questions that provide information about the
employee's qualifications. Answer each question in the list by scrolling down
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3 Careers - Microsoft Internet Explorer |’LHE‘E‘
File  Edit View Favortes Tooks  Help >
\ NG A S . B
Q- © N A & Lo Frrowen @ 3- % - JE B
Address \g‘l https:/hr gmis.in.gov/psp/hr pro/EMPLOYEE/HRIMS fc/HRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBECPP.SCHode=HRMSSEOPP, SCPortal=Er v | [Eg Go  Links >
Pe Ople SOft ¢ worklist | MutiCharnel Console
=
Program Coor 3 Remaove *
Program Coordinator 3 Remove
Add Another Job to Application
You hawe not added any resume to your application. Use a Different Resume
Kathy Hicks
4726 Citation Blvd
Indianapoliz, IN 46237
Marion
[4] Previous Save ForLater Close Applicalion | careers Home MNext [3] =
ion and Work i iti ion Online O i ire
Application Questionnaire
Are you 18 years old or older?
O No
@ Yes
Do you have supervisory experience that involves employment decisions (such as hiring,
nromatinne damatiane and narfarmanca reviawel diccinlinany actione and tarminatione? A4
< | >
€] S & Trusted sites

14 start €& = # | 8] tnbox - M .. icrosoft 1., B § 12:10PM

Step Action

149. After all of the Online Questionnaire questions have been answered, click
the Next link to go to the Referral Information section of the Complete
Application page.

150. The Referral Information section records information such as the applicant's
desired work hours, travel preferences, geographical preferences, etc.

Enter the desired start date into the Desired Start Date field.

Enter "10152007".
151. Click the Yes option.

152. Click the If yes, how often? drop-down menu button.
153. Select <= 25% from the list of values.

154, Click the Regular/Temporary drop-down menu button.
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Step Action
155. Select Regular from the list of values.
156. After the employee makes all of the Preferences selections, they may also

make Geographic Preference selections.

In this instance, the employee has already select Marion County as the first
Geographic Preference.

Click the Second Choice Magnifying Glass (Alt+5) button.

[&]
157. Click the Search by drop-down menu button.
158. Select Description from the list of values.
[Description |
159. Enter the beginning of the second choice location description into the begins
with field.
Enter "john".
160. Click the Look Up button.
161. Click an entry in the Description column.

In this instance, click the Johnson County link.

162. Scrolling down the Referral Information section, click the How did you find
out about the job? drop-down menu button.

163. Select Job Posting from the list of values.
[Jab Posting |

164. C.Iick the Subsource drop-down menu button.

165. Select Job Bank from the list of values.
[Jok Bank |

166. Under Prior Convictions, click the No option.

167. Click the Next link to go to the References section of the Complete
Application page.
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Step Action
168. In the References section, an applicant can add personal and professional
references.

Click the Add Reference link.

ZA Careers - Micrasoft Internet Explorer |Z

File Edit View Favortes Toolks Help

eﬁatk ) B @ ‘_\ psﬁrch ‘i‘&’FavnntEs [ o) D/:-<v ; [ ~ _J i3

aiddress ] https:Jfhr.gris.in. govipspihrprd/EMPLOYEE HRMS]c/HRS_HRAM_EMF HRS_CE. GBLPPORTALPARANM_PTCNAY=HC_HRS_CE_GBLAEORP.SCHode=HRMSAEORR SCRortal=Er v | (£ Go

PeopleSoft.

=

Add New Application
Add Reference

Save & Return | Save & Add Mare | Cancel | Return to Previous Page

Enter Reference Details
Reterence Tpe:

‘Reference Name: |

“Title: [

Employer: |
Telephone:
Fmail Type:

Email Address: |

Country: [ United States v

Address 1: ‘

Address 2; ‘
Address 3: ‘

B

ﬂn

Links >

(£

&) Dane 2 @ Trusted stes

B8 e U 12:17 PM

Step Action
169. Click the Reference Type drop-down menu button.
170. Select Professional from the list of values.

171. Enter the name of the reference into the Reference Name field.

Enter "Lisa Tabor".

172. Enter the reference's title into the Title field.

Enter "Training Director".
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Step Action
173. Enter the name of the reference’'s employer into the Employer field.

Enter "State of Indiana".

174. Enter the reference's telephone number into the Telephone field.

Enter "3172323100".
175. Click the Email Type drop-down menu button.

176. Select Business from the list of values.
177. Enter the reference's email address into the Email Address field.

Enter "ltabor@spd.in.gov".

178. After all reference information has been entered, click the Save & Return
button to return to the References section of the Complete Application page.

Save & Return

A Careers - Microsoft Internet Explorer EHE\E\
o

File Edit View Favortes Toolks Help A

eﬁatk - \ﬂ @ ;j pSE.arch ‘i‘&’FavnntEs [ o) D/:<v ; [ ~ _J iz

aiddress ] https:Jfhr.gris.in.govipsplhrprd/EMLOYEE HRMSc/HRS_HRAM_EMPHRS_CE.GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP. SCHode=HRMSAEORR. SCRortal=Er v | [EJ G0 Links

PeopleSoft.

3
Apply Now
Complete Application
You are applying for:
Biogram Coor % Remave
Program Coordinator 3 Remove

Add Another Job 1o Application

You have not added any resurme to yaur application. Use a Different Resurme

Kathy Hicks

4726 Citation Blvd
Indianapolis, IN 46237
Matian

[4] Previous Save For Later Submit Close Application | gareers Home — Mext

Education and Work E: i Additional ion  Online O il ire Referral nformation References

Enter your references here. v
¢ | E
] javascriptisubmitAction_wind{document.wind, HRS_CE_LNK_WRK_HRS_PREVIOUS_PE$111§Y; 2 @ Trusted stes

74 start e 7 1 Inbose - o 7 Careers - Microsoft I. ., B8 U 1z:z1Fm
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Step Action

179. The application is ready to be submitted for consideration.

Click the Submit button.

2l Careers - Microsoft Internet Explorer,

Fle Edt View Favorics Tooks  Help
Qe - © - [x] [B] €@ POseach gramies & -2 B -[JH B

Address \:ej hteps: b .gris.in. gov/psp/hrprd/EMPLOYEE/HRMS c/HRS_HRAM_EMP HRS_CE,GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLREOPP.SCHode=HRMSREOPP.SCROrtal=Er ¥ Go

PeopleSoft.

=
Mew Window | Help | Customize Page |

Submit Online Application

Self Identification Details

Qualified applicants are considered for and treated during employment without regard to race,
colar, religion, national arigin, citizenship, age, sex, marital status, ancestry, physical or mental
dizahility or veteran status.

Solely to help us comply with federal and state Equal Employment Oppartunity record keeping, and
ather legal requirements, we invite you to complete the following information

Please note completion ofthis information is voluntary. Refusal to complete this infarmation will
not subject you to adverse treatment. The information you provide is confidential and will be kept
separate frorm your other applicant information. This infarmation will only be used for data reporting
reguirements and will not be considered in making any employment decisions

Ifyou are interested in providing this infarmation, please complete the section below, otherwise
please selectthe check boxto decline providing the infarmation kelow,
Birthdate: |06/12/1968 Eligible to Work in U.S.

“Gender:

Ethnic Group: | b |

Vet. Status: | b |

1 decline to provide my self identification details.

Terms and Agreements

Ywhen you have checked your information click the Submit button below to send us your profile.

Certain parts of your application can be updated after submission, such as your E-mail address, hut
the restcannot be changed because the information in your application may be used in the
candidate selection process and as such will be assumed fo be a snapshot of your position at the
time nf snbmissinn [fvnor o nn infarmatinn channes sinnificantlv in the fifire_and van

Sign out

Links >

neEp

&] Done S @ Trusted sites

‘dstart. €

Step Action

180. Upon submitting an application, an employee is requested to provide Equal

Employment Opportunity (EEO) information.

details. checkbox.

Click the Gender drop-down menu button and select either Male or Female.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
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181. Confirm the birthdate is accurate.

Click in the Birthdate field to continue.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
details. checkbox.

182. Ensure the Eligible to Work in U.S. checkbox is marked.

Click the Eligible to Work in U.S. checkbox.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
details. checkbox.

183. Click the Ethnic Group drop-down menu button.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
details. checkbox.

184, Select White from the list of values.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
details. checkbox.

[ihite |

185. Click the Vet. Status drop-down menu button.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
details. checkbox.

186. Select Not a Veteran from the list of values.

If an employee chooses not to provide the requested Self Identification
Details, they should check the I decline to provide my self identification
details. checkbox.

[Mat & veteran |
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Action

187.

In order to be considered for a position with the State of Indiana, an applicant
must read and agree to the Terms and Agreements of the application
process.

Click the I agree to these terms option.

[©]

188.

Click the Submit button.

A Careers - Microsoft Internet Explorer

File Edit View Favorites Took  Help o

eﬁatk > ) B @ ‘_;j pSE.arch ‘i‘&’FavnntEs [ o) D/:<v ; [ ~ _J i3

aiddress &1 https:Jfhr.gris.in.govipsplhrprd/EMLOYEE HRMSc/HRS_HRAM_EMPHRS_CE.GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP. SCHode=HRMSAEORR. SCRortal=Er v | [EJ G0 Links

PeopleSoft.

Wyiorklist | MultiChannel Console | Add

=
New Window | Help | Customize Page | B
CareersHome  Job Search My Saved Jobs Wy Saved My Career Tools
My Applications
g You have Ully submitted vour jok

My Applications

from: | Within LastWieek v | _ Refresh \
First Previous | Next Last
|Appiication lob status lication Date
i |Application Date
Opening ID
" 08/28¢2007
FProgram Coordinatar 3
Pragram Coordinator 3 550486 Mot Applied 41PN
Esyc Atnd 4 50602 Mot Applied 1?’?1’:’307
10/0142007
FProgram Loar 3
Pragram Coor 3 550618 Applied 11-394M
10i014z2007
Program Loordinglor p
Erogram Coordinator 3 550482 Applied 11:38AM
" 0827¢2007
Mo Job Mot Applied 12-07PM

2 @ Trusted sites

Action

If an application is successfully submitted, a green checkmark will appear on
the My Applications page.

In addition, the positions applied for will show a status of Applied in the
Status column of the My Applications page.
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2l Careers - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] €@ POseach Sigramies @ -2 B - [JEH B

Address ‘ahttps:ffhr‘gm\s.U'\.gnv/psp/hrprdeMPLOYEEIHRMSﬂEﬂHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV = T

PeopleSoft.

=

NewWindow | Help | Customize Page | &)

Careers Home  Job Search My SavedJobs My Saved Searches My Career Tools

My Applications

g You have successfully submitted your job application

My Applications

Display applications from: | \Within Lastiesk v | _ Refresh |
First Frevious | Next Last
ication ;"h ingp [SEHUS |Application Date
Prodram Coardinatar 3 550436 Mot Applied EVEGIETE
421PM
Pye Atnd 4 550602 MotApplied lf’ﬂfygw
N 10/0142007
Frogram Coar 3 5
Prodram Coar 3 550618 Applied 11-284M
N 10/0142007
Program Coordinator 3
Program Coordinator 3 550482 Applied 11:394M
T " 08/27¢2007
Mo Job ot Applied Pty
&] Done S @ Trusted sites

"% start

Step

Action

190.

Click the Careers Home link to return to the Careers Home page.

areers Home

191. End of Procedure.
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Create/Update Profile and Resume

Procedure

Employees may submit a profile or resume at anytime even if they are not applying for a specific
requisition.

] Employee-facing registry content - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

Qe - © - [x] [B] @0 POseach Frrwvarss @& - B - L) B

acrecs ] hitps:Jfhr gmis.in. govlpspihrprd/EMPLOYEE/HRMS/hy7tab=DEF ALLT v Go
PeopleSoft.

Personalize Content | Layaut

=N

Menu
Search:

®

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

- Warkforce Administration
[> Benefits

[> Compensation

[ Stack

[ Time and Lahor

[ Payroll for North America
[ Global Payroll & Absence Mamt
[ Payrall Interface

> Workforce Dewelopment
> Organizational Development
[+ Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Cormrmunity

> Student Recruiting

[ Student Admissions

[ Records and Enraliment
> Curriculurm Management
[> Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[> SetUp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

Links >

3

€] Dane
:5 start

S & Trusted sites
U

11:51 AM

Step | Action

Click the Self Service link.
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2l Base Navigation Page - Microsoft Internet Explorer
Fle Edt Yiew Favortes Tools Help a

PeopleSoft.

I> Time Reporting

I Personal Infarmation \ l@ Self Service Eclt "Selt Service! Foider
I» Payroll and Compensation 4 = -
b Benefits Havigate to your self service information and activities

I Learning and
Development

Payroll and Compensation
Review your pay and compensation histary.

Time Reporting Personal Information
i E 49

enort and review your tine, schedules, Review and update your persanal informeation,

I Performance Management request absences and more: ElRersonsl Information Summar Update your direct deposit and other

[ Recruiting Activities CRenort Time ElHome and Mailing Address deduction or cortribution information

— winrkflow User Preferences (1view Time [ElPhone Mumbers =l iew Payslips
I Manager Self Service ElUser Preferences More: Elview Paysin GBR
I Recruiting [ElRequest Overtime CHE
[> Workforce Administration el
b BzEis {75 Benefits FdLearning and Development 127 parformance Management
[> Compensation Rewleve health, insUrance, savings, pension ’i” Al or review information related o learning ﬁ] Aceess your performance and development
[ Stock or other benefits information. Review: and and other development such as: lBnguages, documents, and evaluations you have done
[> Time and Labar update dependent and bensticiary personal licenses and cattificates, compstencies, and for others
[> Payrall for Morth America information. memberships. ity Performance Documents
[ Global Payroll & Absence [CiBenefits Information [Elprofessional Training [CI0ther's Performance Documerts

Magmt [1Dependents and Beneficiaries ElEducation ity Development Documents:
[ Payroll Interface FElBensfts Summary ElHonors and Swards 2More
[> Wiorkforce Development BMore.. 10 More...
1> @EEmEEiiE] Dz_ave\opment EReuumn( Activities Workflow Use
E mﬁ:&‘fﬁ ;ﬁ?.’f;ﬁﬁg EW"W Activities Profiles workflow user preferences.

= Carsers

:; EZ:;’,IJE Community ElCheck Referral Status

ElContivm Reterral

[ Student Recruiting 3 Mare,

[+ Student Admissions

[+ Records and Enroliment
> Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Adwising

[> Contributar Relations

r

Tt 1l LIDKIS &

&] Done S @ Trusted sites
14 start

Step | Action
2. Click the Recruiting Activities link.

3. Click the Careers link.
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3 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

3 Y B
- ¥ { .,2, b; - 4
@Eazk @ B @ ‘_h pS‘*‘“h Gop rwvatss ) ﬁ = ﬁ 3
acrecs ] hitps:}fhr. gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLEEOPP.SCHode=HRMSBEOPP SCPortal=e! ¥ | (£ Go

PeopleSoft.

[

Links >

Home:

=

Mewindow | Help | customize Page | 8, &

Careers Home  Job Search My Saved Jobs My Saved My Career Tools

Careers Home

Welcome Kathy

? Frequently Asked Questions

My Career Tools

Ke'ywords:| 40 Applications

Posted: 0 Cover Lefters and Aftachments
12 Saved Resumes

__Search | agvanced Searh Contact Delails

Notifications
‘fou do not hawe any notifications.

Thank you for your interest in Indiana State Government career opportunities. The Latest Job

Postings section below contains the last five days of posting/open position information only. To get L
the Most out of your career search, we recommend that you click on the advanced search link

abaove. This will allow you to search by location, job family, posting ID, etc..

Latest Job Postings

[] 10/08i2007 Highway Engineer 2 550790 Cramwfordsyille

3

S & Trusted sites

Step | Action

4, Scroll down the page to locate the Submit a Profile link.

5. Click the Submit a Profile link.

Subitnit & Profilel

Page 52



Oracle User
Productivity Kit

Training Manual
SPD 8.9 eRecruit for Internal Applicants

2l Careers - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

§

#
Qe - () B @ \\ ) search ‘i‘x(FavuntEs @ a- :;_ -

Address ‘@ hteps:{fhr.gris.in. gov/psp/hrprd/EMPLOYEE/HRMS c/HRS_HRAM_EMP HRS_CE,GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLREOPP.SCHode=HRMSREOPP.SCROrtal=Er ¥ Go

PeopleSoft.

=
NewWindow | Help | Customize Page | &
Apply Now

Choose Resume

To b consiciered for Indiana Stats Government postions, a profilefspglication must bs completed in ful
If you have an existing resume you can include it here by selecting paste resume text. Please complete
the profils in full sven if you paste resume text. The resume text wil allow our rscrutment spscialists to
search your qualifications for other postions that might be of interest and cortact you electranically.
Remember, the more information you give the easier it is for our recruitment specialist to match your
skils, experience, and fisltls of interest with our current job opporunties. If you change your profils the
date will be: recorded and any new jobs you apply for will use the new informeation. Jobs you applied for
praviously wil continue to use the old information. This ks because recruitment decisions have alreay
been made based on the original Informetion you supplied. When you reach the last page click the Submit
buttan to confirm any changes and ta apply for any jobs in your basket

Resume Options

How would you like to proceed?
O Copyand paste resume text
() Use an existing resume

O Applywithaut using a resume

Continus |Retum 1o Previous Page

&] Done

S @ Trusted sites

Action

Select the Copy and past resume text option.

Click the Continue button.
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2 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

cﬁack - \) @ @ ‘{h pSearch 'il\\'(‘Favnntas L] &2. (} ] - I_J Felib’ 3

EEX
3

=

Apply Now
Enter Resume Text

Title: [

Language: |Enghsh vl

Resume:

&

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLEEOPP.SCode=HRMSBEOPP SCPortal=er ¥ | (£ Go
PeopleSoft.

Links >

Wiorklist | MultiChan

Mew window | Help | Customize Page |

~
e

3

Action

S & Trusted sites

SE

U 11:524M

Enter the resume title into the Title field.

Enter "Sample Resume".

Click in the Resume field.
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2l Careers - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

Qe - () @ @ \\ S search ‘i‘}(FavuntEs @ a- :;_ IR+ " §

EE

PeopleSoft.

=

Apply Now
Enter Resume Text

Title: |gample Resume
Language: | English v
Resume: || &

Address ‘@ hteps: b .gris.in. gov/psp/hrprd/EMPLOYEE/HRMS c/HRS_HRAM_EMP HRS_CE,GBLPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLREOPP.SCHode=HRMSREOPP.SCROrtal=Er ¥ Go

Links >

Mew Window | Help | Customize Page | 5,

S @ Trusted sites

SR U 1szan

Step

Action

10.

Minimize the active PeopleSoft window.

Click the Minimize button.

11.

Locate the resume to be pasted.

Double-click the Sample Resume.doc list item.

a Sample Resume., doc
= | Microsoft Word Document

= 27 B
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i Ble Edt View Insert Fomat Jooks  Table  window Help Type & question for help [« %

NG EHRS IR VE LB S 8D 0% - @ HRed Wi | B L OIS JE - ¥ - A -
—

E i T SR B B B S - SRR A SR S cA ~
~
*
@
3

EEIEIS >

ipaws s | Auoshapess N N O A lglld &-Z-A-==adQg

Page 1 Sec 1 11 ALOS"  Lnl ol 1

Step Action

12. | Click and hold down the mouse button while moving it over the resume text to select
the resume text to be pasted.
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o Sample Resume. doc - Microsoft Wond

P Fle Edt View Insert Format  Tooks  Table  Window Help Type a question for help = |

Pl 3 S VR % B S @ ) 100 - @) Heed i - Bz U 0-% - A- 3
—]

[] | . R =

- ullets and Wumbering...

. Hyperiink. ..

- - L LookUp...

N Synanyms 3

Translate

v
+
@
3

=olg]= @< >

ipaw: i auoshapes- N W OO A B H-S-A-S==aIQ

Page 1 Sec 1 11 A0S Lnl ol 554

..' start & C 8] Inbox - Mizosa... Mic «el... | A Carcers-Mcro... | Wk MyDocuments

Step Action

13. | Left-click the mouse to display the Microsoft Format menu. (Left-hand mouse users
should right-click the mouse).

Select Copy from the list of values.
| EEP

14. | Locate the PeopleSoft window button at the bottom of Microsoft Windows screen.

Click the PeopleSoft window button to return to the PeopleSoft page.

2rs - Micro, ., |
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3 Careers - Microsoft Internet Explorer |ZHE”X‘

File  Edit View Favortes Tooks  Help "~

- § ) A > B .
Qux-©Q HEBAG Psower e @ -5 w-JE B
Address ‘@https:Hhr‘grms.\n.guv/psp/hrprdIEMPLO\‘EEIHRMS!E/HRS_HRAM_EMP‘HRS_CE.GEL7P0RTALPARAM_PTCNAV=HC_HRS_CE_GEL&EOPP.5CN0de=HRMS&EOPP.SCPDrtaI=EPV B)so tnks >

PeopleSoft.

Wiorklist | MultiChannel Console

=

Mewindow | Help | customize Page | 8, &

Apply Now
Enter Resume Text

Title: |E=amp|e Resume
Language: |Enghsh vl
Resume: l@
L]
€ S @ Trusted sites

Inbox - Microso. .. Micre el... A Careers - Micra. .. 18 My Documents T sampls Resume. .. O’ U 11:548M

Step Action
15. | Right-click in the Resume field.

NOTE: Left-hand mouse users should left-click the mouse.
16. | Select Paste from the list of values to paste the selected resume text.

17. Click the Continue button.
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A Careers - Microsoft Internet Explorer: |L”E‘E
Fle Edt Yiew Favortes Tools Help [
N Al @ A R
Q- © REG Lo foreons @ 2% @ - @A B
Address \:ej hittps:f{hr grmis.in.gov/psp/hrprd[EMPLOYEE /HRMScfHRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP.SCHode=HRIMSSEOPP.SCROrkal=Er ¥ Go  Links >
PeopleSoft.
=
Mew Window | Help | Customize Page | 5, &
Apply Now
Complete Application
You are applying for: ? Frequently Asked Questions
Mojob has been linked to this application Add Job to Application
My desired Job Families are: (use Clarical, O Mach Oper & Tach A
CTRL key to select multiple families) Executive, Scientific & Medica - -
Labor, Trades & Crafts b
Sample Resume Lse a Different Resurme
Kathy Hicks
47326 Citation Blvd
Indianapoliz, IN 46237
Marion
Previous  Save For Later Close Applicalion | careers Home Mext [»]
Education and Work Experience
A4
< \ »
&] (=] ) @ Trusted sites

4 start & = 7 | @ Inbox - Micraso.. cel ... 3 ca icro. . My T Sample Resume. . 8% U 1z:40PM

Step | Action

18. | For assistance completing steps 18- 30, please refer to pages 22 — 49 of the
manual for step-by-step instructions.

Scroll down the Complete Application page to add, review, or change the Education
and Work Experience information.

In Education and Work Experience section, the employee can enter or update
employment history and education detail.

19. | After adding, reviewing or changing the Education and Work Experience
information, click the Next link to go to the Additional Information section of the
Complete Application page.

Click the Next link.
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20. | In the Additional Information section, the employee can enter or update professional

training, language proficiencies, licenses or certifications, and professional
membership information.

After adding, reviewing, or changing information in the Additional Information
section, click the Next link to review the Online Questionnaire section of the
Complete Application page.

Click the Next link.

21. | Since an application is not being completed, there are no Online Questionnaire
answers to be given.

Click the Next link to go to the Referral Information section of the Complete
Application page.

22. | Inthe Referral Information section, the employee can enter or update preference
information such as geographical preferences and desired work hours. Employees can
also indicate how they found out about the job and disclose any conviction
information (this information is required even if not applying for a particular position).

Scroll down the page to add or update the information in the Preferences box of the
Referral Information section.

23. | After adding or updating the information in the Preferences box, an employee will
need to complete the Referral Information and Prior Convictions boxes.

C.Iick the How did you find out about the job? drop-down menu button.

24. | Select Job Posting from the list of values.
[Job Pasting |

25. | Select an option for the *Have you ever been convicted of a crime, other than
minor traffic violations? question.

Click the No option.

26. | After completing the required Referral Information and Prior Convictions boxes,
click the Next link to review the References section of the Complete
Application page.

Click the Next link.
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27. | Review the References section and complete or make any needed changes.

When you are finished reviewing, completing, or updating the References section,
click the Submit button.

2 Careers - Microsoft Internet Explorer.

File Edit ‘iew Favortes Tools Help e
\ o e n| @ B
e Back () \ﬂ @ h SO seach Slpravores &8 (- L @] - J i3
Acdress | ] hitpsfhr amis.in. gov/pspihrord/EMPLOYEE/HRMS/c HRS_HRAM EMP.HRS_CE.GBL7PORTALPARAM_PTCNAY=HC_HRS_CE_GELBEOPP.SCHode=HRMSREOPP. 5CPartal=gr v | [ 6o Links
PeopleSoft. —
=
Mew \Window | Help | Customize Page | , L)
Submit Online Application
Self Identification Details
Qualified applicants are considered for and treated during employment without regard ta race,
colar, religion, national origin, citizenship, age, sex, marital status, ancestry, physical ar mental
dizahility orveteran status.
Solely to help us comply with federal and state Equal Employment Oppartunity record keeping, and
other legal requirements, we invite you to complete the following information
Flease note completion ofthis information is voluntary. Refusal to complete this infarmation will
naot subjectyou to adverse treatment. The infarmation you provide is confidential and will be kept
separate fram your ather applicant information. This infarmation will only be used for data reporting
reguirerents and will not be considered in making any employment decisions
Ifyou are interested in providing this information, please complete the section below, otherwise
please select the check box to decline providing the information helo
“Gender: Birthdate: [08/12/1968 3 ligible to Work in LS.
Ethnic Group: | White ~| i
Vet. Status: | Vl
11 decline to provide my self identification details.
Terms and Agreements
Ywhen you have checked your information click the Submit button helow to send us your profile
Certain parts of your application can be updated after submission, such as your E-mail address, hut
the restcannot be changed because the information in your application may be used in the
candidate selection process and as such will be assurmed to be a snapshot of your position atthe
tirne Af snhimissinn (Fvnnr e iratinn infirmatinn thannes sionificantlv in the fitireand wvon b
&] Done =] S & Trusted sites

Step Action

28. | Complete or review the Self Identification Details information for accuracy or check
the I decline to provide my self identification details checkbox.

When you are finished, scroll down the page to review the Terms and Agreements.
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3 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

Qe - © - %] [B] 0 POsach Fipraorss @& (2~ - L) E

PeopleSoft.

Ifyou are interested in providing this infarmation, please complete the section below, otherwise
please selectthe check boxto decline providing the information below.

“Gender: Female v | Birthdate: |08/12/1969

ible to Work in U.S.

Ethnic Group: | Wihite v |

Vet. Status: | b |

1 decline to provide my self identification details.
Terms and Agreements

Ywhen vou have checked your information click the Submit button below to send us your profile.

Certain parts of your application can be updated after submigsion, such as your E-mail address, hut
the restcannot be changed because the information in your application may be used in the
candidate selection process and as such will be assumed fo be a snapshot of your position at the
time of submizsion. Ifyour profile/application information changes significantly in the future, and you
wish to apply for more jobs, you will be required to submit an updated profilefapplication.

| cedify that there are no misrepresentations in or falsifications of these staternents and answers. |
am aware that should investigations disclose such, my application may be disgualified, my name
rernowed fram all eligible lists, and ry future applications may not he accepted. | am also aware
that falsification of this profilefapplication, or any accompanying data, may result in my dismissal
frorn any position in State ermployment. | authorize any persan, agency, partnership, or corporation
hawing any information concerning my background, educational record, or employment record to
release such information. Thig information is to he uged for possible employment with the State of
Indiana

Olagreetotheseterms Ol do not agree to these terms

‘ Cancel |ReturntoPreviuusF’aqe

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAY=HC_HRS_CE_GBLBEOPP.SCHode=HRMSBEOPP SCPartal=El ¥

13

] Dane

=]

S & Trusted sites

Step Action

29. | Click the I agree to these terms option.

30. Click the Submit button.
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2l Careers - Microsoft Internet Explorer,

Fle Edt Yiew Favortes Tools Help a

Qi © X B G P oo @ 3% - JE B

Address ‘ahttps:ffhr‘gm\s.U'\.gnv/psp/hrprdeMPLOYEEIHRMSﬂEﬂHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV Bl ks >

PeopleSoft.

=

Sign out

NewWindow | Help | Customize Page | &)

CareersHome Job Search MySavedJobs  MvSaved Searches My Career Tools

My Applications

g You have successfully submitted your job application

My Applications

Display applications from: | \Within LastWieek -

Refresh |

[¢4] First (4] Prewious | Mest [+ Last [

" 08/28¢2007
Frogram Coordinatar 3
Prograrm Coordinatar 3 550436 Mot Applied 421 PM

[

Pye Atnd 4 550602 MotApplied lf’ﬂfygw
3 10101/2007
Brograrm Goor 3 .
Prodram Coar 3 550618 Applied 11-284M
2 10/01/2007
Program Coordinztor 3
Program Coordinator 3 550482 Applied 11:394M
Onerations Manager 550521 MotApplied AP/
5:12PM
&] Done (=] ) @ Trusted sites

Step | Action
31. | Click the My Career Tools link.

ools)

My Care
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3 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

cﬁack - \) B @ ‘{h pSearch 'i\\' Favorites {2} Bv (} ] - I_J ol §

[

PeopleSoft.

Eareers Home  Job Search My Saved Jobs My Saved My Career Tools

My Career Tools

Kathy Hicks

4726 Citation Blwd
Indianapolis, IN 46237
Mation

My Applications

acrecs @] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS _CE.GBLYPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SChode=HRMSEEOPP.SCPortal=er v | [EJ G0 ks >

Mew Window | Help | Customize Page | 45

Sign out

L=

Display applications from: | wvithin Last Week v Refresh |
[] First [4] Previous| Mext [#] Last 1]
Program Coordinator 3 560486 Mot Applied el
£31PM
Fowt And 4 550602 MatApplied 1??:;2“?”7
] 10/172007
Program Coor 3
Program Coor 3 550618 Applied ity
: 100172007
Program Goordinator 3
Frogram Coordinator 3 560482 Applied il
Operations Manager 550521  NotApplied Uy
5:12PM
>
=l =] S @ Trusted sites

Action

Scroll down the My Career Tools page to locate your most recently posted resume.
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2l Careers - Microsoft Internet Explorer,

File Edit ‘iew Favorites Tools Help
3 { e n| 3. B
Qi © X B G Lo oo @ 3% - JE B
Address ‘@ hittps:f{hr grmis.in.gov/psp/hrprd[EMPLOYEE /HRMScfHRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP.SCHode=HRIMSSEOPP.SCROrkal=Er ¥ Go  Links >
PeopleSoft.
=
~
Resumes
Resume Title |Attached File Created
111034 08/02/2007 4:07PM
111035 08/02/2007 4:07PM
111036 08/02/2007 4:07PM
111037 02/02/2007 4:07PM
111038 08/02/2007 4:07PM
111033 08/02/2007 4:07PM
111040 08/02/2007 4.07PM
111041 08/02/2007 4:07PM
111042 08/02/2007 4:07PM
111043 08/02/2007 4:07PM
111044 08/02/2007 4:07PM
Sample Resume 10/05/2007 11:424M
Sample Resume 10/05/2007 11:57AM
Sample Resume 10/05/2007 12:40PM
Cover Letters and Attachments
You have not added any attachments
[¥]Add Attachment
Return to Previous Page
B
&] (=] ) @ Trusted sites

Step | Action

33. | The most recent resume addition will appear at the bottom of the Resume Title
column and will be available for use when applying for positions.
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File  Edit View Favortes Tooks  Help aw
\ ( A > 1
cﬁack - Q @ @ \/h pSearch 5.7 Favorites {‘3 ﬁ:ﬁ' =Y ] - _J ﬁ ﬁ
Address ‘@ Hittps://hr .gmis. in. gov/psphrprd/EMPLOYEE/HRIMS/c/HRS_HRAM_EMP HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLEEOPP.SCHode=HRMSSEOPP.SCPartal=Er v | [ Go  Links >
Pe Ople SOft @ Home Sien out
(=3
~

Resumes

Resume Title |attached File Createa

111034 08/02/2007 4:07PM

111035 08/02/2007 4:07PM

111036 08/02/2007 4:07PM

111037 08/02/2007 4:07PM

111028 08/02/2007 4:07PM

111039 08/02/2007 4.07PM

111040 08/02/2007 4:07PM

111041 08/02/2007 4.07PM

111042 08/02/2007 4:07PM

111043 08/02/2007 4:07PM

111044 08/02/2007 4:07PM

Sample Resume 10/0572007 11:42AM

Sample Resume 10/05/2007 11:57AM

|Bamp\e Resurme 10/05/2007 12:40PM

Cover Letters and Attachments

You have not added any attachments

[F]Add Atachment

Return to Previous Page

¥

&) S & Trusted sites

Step Action

Feturn to Previous Page

34. | Click the Return to Previous Page link to return to the Careers Home Page.

35. End of Procedure.
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Job Search Agent

Procedure

The Job Search Agent allows applicants to save criteria for desired employment opportunities.
When a posting becomes available that matches the criteria set by the applicant, they will receive

an e-mail to apply for the requisition. The Job Search Agent Results area also displays
requisitions which meet the criteria saved by the Job Search Agent.

The Job Search Agent runs over night and expires every 30 days. The applicant will need to reset
the Job Search Agent every 30 days for it to remain current.

This topic covers how to use the Job Search Agent.

3 Employee-facing registry content - Microsoft Internet Explorer. |:”E‘E‘
I

File Edit View Favortes Toolks Help %

Qe - () \ﬂ @ \;] pSearch ‘i.\\'(‘Favontes & &2' :\?_ IR < - §
acdtress €] https:/jhr,gmisin. gevipsphrerd/EMPLOYEEJHRMS hy7cab=DEFALLT v| B ks ?

Pe Ople SOft @ ne | Wiorklist | MutiChean s Sitjn o
Personalize Content | Layout Help
Menu -]

Search:
®

[ My Favaorites

[+ Gelf Service

> Manager Self Service

> Recruiting

[ Warkforce Administration

[ Benefits

> Compensation

[ Stack

[> Time and Labor

[ Payroll for Narh America

(> Global Payroll & Absence Mamt
(> Payroll Interface

[ Warkforce Developrment

[ Organizational Development
[ Enterprise Learing

> Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Recards and Enraliment =
> Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

[> Contributor Relations

[> BetUp HRMS

[> SetUp SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

IE3

&] Done S & Trusted sites
B
+4 start e = > [ 18] 1nbox -

= Upk27 on 'gmisappdd... 2 Emy regi... 8] “e U 12:05PM

Step

Action

Click the Self Service link.
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3 Base Navigation Page - Microsoft Internet Explorer:

File Edit View Favories

Tools

Qex- Q- < A ) search 57 Favartes 2 &

Help

CRTE

PeopleSoft.

I> Time Reporting

[ Personal Information

I Payroll and Compensation

[ Bengfits

I* Learning and
Cevelopment

I» Performance Management

I» Recruiting Activities

— Wiorkflow User Preferences

o Self Service

Mavigate to your self service information and activities

==L, Time Reporting
.50 Repot ancl review your tine, schecules,
request absences and more.
CiRenort Time
Ciview Time

> Manager Self Service

> Recruiting

[+ Workforce Administration
[+ Benefits

[» Compensation

[» Stock

[> Time and Labar

> Payroll for Morth America
> Global Payroll & Ahsence

Mamt
> Payrall Interface
> Waorkforce Development
> Organizational Development
> Enterprige Learning
[ Waorkforce Manitaring
[+ Pension
> Campus Community
> Student Recruiting
[> Student Admissians
[> Records and Enrollment
[> Curriculum Managerment
[> Financial Aid
[> Student Financials
[ Acadernic Atvising
[> Contributor Relations

et 1 e LOME

ElUser Preferences

b Benefits

Review health, insurance, savings, pension
or other benefits information. Review and
update: dependert and beneticiary personal
infarmation.
[CiBenetits Information
[C1Dependents and Beneficiaries
FElbenetts Summary

6 More..

E Recruiting Activities
Recruiting Activiies
ElcCareers
El¢heck Reterral Status
EConfirm Referral

3 More.

I3

Personal Information
Revievr and update your personal information
Elpersonal Information Summary.
F=IHome and Maling Address
F=lPhane Numbers
5 Mare

@F‘Lea 0 and Developiment

Al or revies intarmation related to lsarming
and other development such as: languages,
licenses and cerificates, compstencies, and
memberships.
FElprotessional Training
=l Educstion
FElHonors and Aveards

10 More..

=] Workflow User Preferences
8E) 2raties workfow usar preferences

Address ‘a https://hr.amis.in. gov/psp/hrprd EMPLOYEE/HRMS/s/WEBLIE_PTPP_SC.HOMEPAGE. FieldFormula IScript_AppHP7pt_fname=CO_EMPLOYEE_SELF_SERWICEFolderPath=p( v

9

Edit "Self Service" Folder

Payroll and Compensation
Review your pay and compensation history
Update your direct deposit and other
deduction or contribution infarmation
[Elview Payslips
FElview Payslip GER
ERequest Overtime CHE

7 hre:

Performance Management
£oESS your performance and development
documents, and evalugtions you have done
for athers.
[Ciny Performance Documents
[ 0ther's Performance Documerts
1My Development Documents:
2 More:

&l

S & Trusted sie:

Action

Click the Recruiting Activities link.
[- Recruiting Activities]

Click the Careers link.
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Careers - Microsoft Internet

Fie Edt Wiew Favortes Took Help [

Qe - () @ @ (h ) search ‘i‘}(FavuntEs @ a- :;_ IR §

Address ‘@ https: fhr gris. in. o/ psp{hrprd [EMPLOYEE JHRIMS e {HRS_HRAM_EMP.HRS_CE.GBL?FolderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE,HC_HRS_FE_SEL ¥ Go  Links >

PeopleSoft.

< Recruiting Actiities NewWindow | Help | Customize Page | &

— Check Referral Status
— Caonfirm Referral Careers Home  Job Search My Saved Jobs My Saved Searches Iy Career Tools
— Interview Evaluations
— Interview Calendar Careers Home
— Interview Team
— Wiorkflow User Preferences Welcome Kathy 2

> Manager Self Service & Freguently Asked Questions

> Recruiting

[+ Workforce Administration

[: Benefits Basic Job Search My Career Tools

I Compensation Keywords: | 52 Applications
[> Stock

[> Time and Lahor Posted: Last Month 0 Cower Letters and Attachments

> Payroll for Morth America 14 Saved Resumes
g ﬁ‘;:ﬁ' Fayroll & Absence Search | acvanced Gearch Confact Details

> Payrall Interface

[> Workforce Development Notifications

> Organizational Development

[> Enterprise Learning ‘fou do not have any no

[ Waorkforce Manitaring
> Pension Thank you for you erest in Indiana State Government career opport ies. The Latest Job

> Campus Community Postings section below contains the last five days of posting/open position information only. To get

> Student Recruiting the most out of your career search, we recommend that you click on the advanced search link

[ Student Admisslons above. This will allow you to search by loca job Family, posting ID, etc..
[ Records and Enrallment

[> Curriculum Managerment
[> Financial Aid

[> Student Financials

[ Acadernic Atvising

[> Contributor Relations

[> Set Up HRMS

Latest Job Postings

First || Previous ‘Next Last

[ 10/2/2007 Correctional Team Manager Il 550936 Tell City
I Set Up SACR | |
&] Done S @ Trusted sites
iJ start

Step | Action

4, Click the Job Search link.
ob S h
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2 Careers - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [B] @0 POseach Jprwvarss @& - B - [LJE B

PeopleSoft.

‘Wiorklist | MultiChannel Console
3
Careers Home  Job Search My Saved Jobs My Saved My Career Tools
Job Search 1o

To view all the current job postings, select all locations and then click on the yellow
search button.

You might consider setting up a job search agent. A Jobh Search Agent is a helpful tool that
will email you jobs of interest (based on the criteria you set up below) as they are posted
to the job bank.

A Job Search Agent can be set up using either the Advanced or Basic Search options:

. Enter key words that interest you in your job search {i.e. If you are looking for jobs in
Human Resources, enter Human Resources in the Keywords box).

Enter any other search criteria of interest to you.

. Choose ‘Save Search’.

Enter a name for your job search and check the box next to “Use As .Jab Agent’.
Enter your full e-mail address in box nextto ‘Send Job Agent Notification to’.

. Choose ‘Save Search’.

SUmEwN =

From here, you can choose to Run Search or wait for jobs to be e-mailed to you,

Note: The Job Search Agent runs over night and you will have to reset your Agent every 30
days for itto remain current.

Advanced Job Search

Links >

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?FolderPath=PORTAL_ROOT_OBJECT CO_EMPLOYEE_SELF_SERWICE.HC_HRS_EE_SEL v | (£ 6o

[£3

] Dane S & Trusted sites

"o U 12:09PH

Step Action

5. Scroll down the screen to set-up the Job Search Agent search criteria.

6. Click in the Enter Keywords field.
| |

interest, enter Human Resources in the Enter Keywords field).

Search Agent to search by.

7. Enter key words of interest in the job search (i.e. if jobs in Human Resources are of

In this instance, enter "Human Resources, Management" as the keywords for the Job

one location may be selected by:
- clicking on the All Locations option or

selections.

Click the All Locations option.
[A1l Locations |

8. Locations of interest can be selected. A single location may be selected or more than

- by pressing and holding down the Ctrl key on the keyboard while clicking
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9. Job Families of interest can be selected. A single job family may be selected or more

than one job family may be selected by:

- clicking on the All Job Families option or

- by pressing and holding down the Ctrl key on the keyboard while clicking
selections.

Click the Professional, Admin & Tech list item.

[Professional, Admin & Tech |

10. C.Iick the Full/Part Time drop-down menu button.

11. Select Full-Time from the list of values.
[Full-Time |

12. C.Iick the Regular/Temporary drop-down menu button.

13. | Select Regular from the list of values.
[Regular |

14. | Enter the desired salary into the Desired Pay field.

Enter "40000".
15. | Click the Desired Pay drop-down menu button.

16. | Scroll down the list of values to locate the USD (United States Dollar) value.

17. Select USD from the list of values.
UsSD

18. | Indicate the time frame for which to view posted jobs.

C.Iick the Find Jobs Posted Within drop-down menu button.

19. Select Last Three Months from the list of values.
[LagtThree Manths |

20. | Indicate a preference for which to view posted jobs.

C.Iick the Display Results Sorted By drop-down menu button.
21. | Select Date Posted from the list of values.
[Date Posted |

22. Click the Save Search button.
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File Edit View Favorites Took  Help [z

Qe - ) [#] B T Psexar Frreees @ - - [ ) S

Acdress | ] hitpsfhr amis.in. gov/pspihrord/EMPLOYEE/HRMS/: HRS_HRAM_EMP.HRS_CE.GBL7FokderPath=PORTAL_ROOT_OBJECT.CO_EMPLOYEE_SELF_SERVICE.HC_HRS_EE_SeL v | [EJ 6o Links

PeopleSoft.

=

Save Search

‘Name your search: ||

[Juse As Job Agent

Send Job Agent notification to: |

Save Search Cancel

&] Dore S & Trusted sites

S U t2:4PM

Step Action

23. | Enter the Job Search Agent title into the Name your search field.
Enter "HR & Mngmnt Search".

24. | Click the Use As Job Agent checkbox to select it.

25. | Enter the e-mail address to receive job posting notifications matching the Job Agent
Search criteria into the Send Job Agent notification to field.
Enter "kahicks@spd.in.gov".

26. | Click the Save Search button.

27. | End of Procedure.
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Job Search Agent Results

Procedure

The Job Search Agent allows applicants to save criteria for desired employment opportunities.
When a posting becomes available that matches the criteria set by the applicant, they will receive
an e-mail to apply for the requisition. The Job Search Agent Results area also displays
requisitions which meet the criteria saved by the Job Search Agent.

This topic covers how to retrieve results from the Job Search Agent.

£ Employee-facing registry content - Microsoft Internet Explorer |ZHE‘['SZ‘
File Edt Yew Favortes Tooks Help o

Qe - © - %] [B] @0 POsach Jlrrwars @& - B - [LJE B
Address ‘ejhttps:Hhr‘grms.\rv.guv/psp/hrprdeMPLO\‘EEIHRMSﬂhPtab=DEFAULT v Go Links >
PeopleSoft.

Personalize Content | Layaut

ome | wiorklist | MuttiChan

Menu =

Search:
®
[+ My Favorites
[+ Self Service
> Manager Self Service
> Recruiting
- Warkforce Administration
[> Benefits
[> Compensation
[ Stack
[ Time and Lahor
[ Payroll for North America
[ Global Payroll & Absence Mamt
[ Payrall Interface
> Workforce Dewelopment
> Organizational Development
[+ Enterprise Learning
> Workforce Monitoring
[ Pension
> Campus Cormrmunity
> Student Recruiting
[ Student Admissions
[ Records and Enraliment =
> Curriculurm Management
[> Financial Aid
[+ Student Financials
> Academic Advising
[ Contributor Relations
[> SetUp HRMS
[> SetLip SACR
> Enterprise Components
[ Warklist
> Application Diagnostics

€

&) Dane S & Trusted sites
e T
<5 Start

Step Action

1. Click the Self Service link.
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3 Base Navigation Page - Microsoft Internet Explorer

File  Edit  view

Favorites  Tools

Help

Qe - @ - %] [B] 0 POsach Jlrrwvars @& -0 B - L)JE B

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMSs{WEBLIE_PTPP_SC.HOMEPAGE. FieldFarmula. Script _AppHP7pt_frame=CO_EMPLOYEE_SELF_SERVICEGFolderPath=FP( ¥

PeopleSoft.

I> Time Reporting

[ Personal Information

I» Payroll and Compensation

[ Bengfits

I* Learning and
Dewelopment

I» Performance Management

[ Recruiting Activities

- Winrkflow User Preferences

' Self Service

eport and review your tins, schedules,
reduest absences and more:

[CiReport Time

Clview Time

> Manager Self Service

> Recruiting

[ Workforce Administration

[> Benefits

> Compensation

[ Stock

[> Time and Labar

> Payrall for Maorth America

[» Glohal Payroll & Absence
Mamt

[ Payroll Interface

[ Workforce Development

> Organizational Development

[ Enterprise Learning

> Waorkforce Manitaring

[> Pension

> Campus Cammunity

[> Student Recruiting

[> Student Admissions

[> Records and Enrollment

[ Gurriculurm Managernent

[> Financial Aid

[> Student Financials

> Academic Adwising

[» Contributor Relations

Dot e LOME

Eluser Preterences

?—’Vg? Eenefits

Review health, insurance, savings, pension
o othier benefits information. Review and
update: dependert and beneficiary personal
infarmation
[C1iBenefts Information
CiDependerts and Beneficiaries
ElBenefts Summary

£ Mare:

'ERecl iting Activities

= Recruting Activtiss
Elcereers
ElCheck Reterral Status
Elcontirm Referral
3 More

Havigate to your self service information and activities

0 Time Reporting
L R

@ Personal Information

Revievr and update your personal information
ElPersonal Information Summary
[ElHome and Maling Address
FEIRhone Numbers
5 More..

@F\Lea 0 and Development

el or review information related to lsarming
and ofher development such as: languages,
licenses and certificates, competencies, and
memberships
[Elprotessional Training
=l Education
ElHonors end Awards

10 More

Workflow User Preferences
Profiles workflow user preferences

Edit "Self Service" Folder

Payroll and Compensation
Review your pay and compensation history
Uptlate your direct deposit and other
deduction or contribution infarmation
Elview Pavslips
[Elview Payslip GBR
ERzouest Overtime CHE

7 More..

erformance Management
coess your performance and development
documents, and evaluations you have done
far others:
LMy Performance Documents
[CI0ther's Performance Documents
by Development Documerts
2More..

start e - @

€] javascript:Select{"CO_EMPLOVEE_SELF_SERVICE',"https:/jhr.amis.in.govipsc/hrprd/EMPLOYEE/HRMS(s{WEBLIE_PT_NAY.ISCRIPT FisldForm

S & Trusted sites

Action

2. Click the Recruiting Activities link.
[- Recruiting Activities]
3. Click the Careers link.
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File

Edit  Wiew Favorites Tools  Help

Q- © REG P foreons @ -5 @ - @A B

PeopleSoft.

=

Careers Home  Job Search My Saved Jobs

Careers Home

Address ‘@ https: fhr gris. in. o/ psp{hrprd[EMPLOYEE JHRIMS e {HRS_HRAM_EMP HRS_CE.GBL?PORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEORP.SCNode=HRMS&EOPR, SCROMtal=ET v Go

My Saved Searches

Links >

Mew Window | Help | Customize Page |

neEp

By Career Tools

Welcome Kathy

Basic Job Search
Keywords: |

Last Month v

Posted:

My Career Tools

? Freguently Asked Questions

52 Applications
0 Cover Letters and Attachments

Searth | agvanced Search

14 Saved
Contact Details

Notifications
“You do not have any notifications

Thank you for your interest i

Indi

the most out of your career search, wer

na State Government career opportunities. The Latest Job
Paostings section below contains the last five days of posting/open positi

ninformation only. To get

[] 10/ 2:2007

&] Done

Claims Ad| 55 550837

search link

Marion County

S @ Trusted sites

Action

Click the Job Search link.

oh S I
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o

File Edit view Favortes Tools  Help

Qe - © - [x] [B] @0 POseach Jloravarss @& - B - LJE B

acrecs ] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS _CE.GBLIPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SChode=HRMSEEOPP.SCPortal=er v | [EJ 0 ks >

PeopleSoft.

Wiorklist | MultiChannel Console

=
'
Helo |8 &
Careers Home  Job Search My Saved Jobs My Saved My Career Tools
Job Search 1o

To view all the current job postings, select all locations and then click on the yellow
search button.

You might consider setting up a job search agent. A Jobh Search Agent is a helpful tool that
will email you jobs of interest (based on the criteria you set up below) as they are posted
to the job bank.

A Job Search Agent can be set up using either the Advanced or Basic Search options:

. Enter key words that interest you in your job search {i.e. If you are looking for jobs in
Human Resources, enter Human Resources in the Keywords box).

Enter any other search criteria of interest to you.

. Choose ‘Save Search’.

Enter a name for your job search and check the box next to “Use As .Jab Agent’.
Enter your full e-mail address in box nextto ‘Send Job Agent Notification to’.

. Choose ‘Save Search’.

SUmEwN =

From here, you can choose to Run Search or wait for jobs to be e-mailed to you,

Note: The Job Search Agent runs over night and you will have to reset your Agent every 30
days for itto remain current.

Use Saved Search | Select v Search |
Advanced Job Search

€] Dane S & Trusted sites

€

ESIREITY

Step Action
5. Determine which saved search to use in the Job Search Agent.

Click the Use Saved Search drop-down menu button.
6. Click the saved search HR & MNGMNT SEARCH from the list of values.
[HR & MMNGMNT SEARCH |

7. Click the Search button.

8. Another option is to use the My Saved Searches link and then pressing the Run
Search button to view the saved search option.

9. Scroll down to the bottom of the page to view Job Search Agent results based on the
Job Search Agent criteria.

10. | If desired, an applicant may view or make changes to the Job Agent Search criteria by
clicking the Expand section button of the Click icon to view Advanced Search
criteria section.
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Step | Action

11. | Jobs matching the Job Search Agent criteria will appear in the Search Results box at
the bottom of the page.

Click anywhere in the Search Results box to continue.
12. | End of Procedure.
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Application Status

Procedure

Applicants may review the status of positions for which they have submitted a

resume/application. The following lesson demonstrates how to review an applicant's status.

] Employee-facing registry content - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

Qe - © - [x] [B] @0 POsach Jiravarss @& - B - [LJE B

PeopleSoft.

Personalize Content | Layaut
Menu =

Search:
®

e | wiorkdist | MuttiCher

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

- Warkforce Administration
[> Benefits

[> Compensation

[ Stack

[ Time and Lahor

[ Payroll for North America
[ Global Payroll & Absence Mamt
[ Payrall Interface

> Workforce Dewelopment
> Organizational Development
[+ Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Cormrmunity

> Student Recruiting

[ Student Admissions

[ Records and Enraliment
> Curriculurm Management
[> Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[> SetUp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

acrecs ] hitps:Jfhr gmis.in. govlpspihrprd/EMPLOYEE/HRMS/hy7tab=DEF ALLT v Do ks

3

&) Dane
+4 start

S & Trusted sites

303 PM

Step | Action

1. Click the Self Service link.
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3l Base Navigation Page - Microsoft Internet Explorer
Fle Edt Yiew Favortes Tools Help [

PeopleSoft.

I> Time Reporting

[» Personal Information ;

iy Self Service Eclt "Selt Service! Foider

I Payrall and Compensation : X -
I Benefits Havigate to your self service information and activities

I Learning and Time Reporting @ Personal Information
Development @ Report and review your time, schedules, Review and updste your personal informeation. @

Payroll and Compensation
Review your pay and compensation histary.

I Perfarmance Management request absences and more: ElRersonsl Information Summar Updiate your direct deposit and ather
[ Recruiting Activities CiRepart Time = Home and Maling Address deduction or contribiion infermation
— Wiorkflow User Preferences 1view Time ElPhone Mumbers [l view Payslips
I Manager Self Semice ElUser Preferences hre: Elview Paysin GBR
I Recruiting ElRequest Overtime CHE
I Workforce Administration LMore.
[ Bl {75 Benefits {1 earning and Development 127 parformance Management
[ Compensation Rewleve health, insUrance, savings, pension Al or review information related o learning Aceess your performance and development
[ Stock or other benefits information. Review: and and other development such as: lBnguages, documents, and evaluations you have done
[ Time and Labor update dependent and bensticiary personal licenses and cattificates, compstencies, and for others
[> Payrall for Morth America information. memberships. ity Performance Documents
[ Global Payroll & Absence [CiBenefits Information [Elprofessional Training [CI0ther's Performance Documerts
Magmt [C1Dependents and Beneficiaries ElEducation ity Development Documents
I Payroll Interface ElBenstts Summary FlHonors and Aveards 2hore:
[> Wiorkforce Development BMore.. 10 More...
[ Organizational Development .
> Enterprise Learming ER—J—“““‘"" Activities Workflow User Preferences
[ orkfarce Monitoring Recrutting Activities Profiles workflow user preferences.
I Pension B Elcaresrs
& Campus Community ElCheck Referral Status

ElContivm Reterral

[ Student Recruiting 3 Mare,

[+ Student Admissions

[+ Records and Enroliment
> Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Adwising

[> Contributar Relations

r

Tt 1l LIDKIS &

&] S @ Trusted sites

Step | Action
2. Click the Recruiting Activities link.

3. Click the Careers link.
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3 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

- & ( B o
cﬁack © B @ {h pSearch *Favnntes “ Qév & @ i 3
acrecs ] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS/</HRS_HRAM_EMP HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLBEOPP.SCode=HRMSBEOPP SCPortal=er ¥ | (£ Go

PeopleSoft.

[

Links >

Home:

=

Mewindow | Help | customize Page | 8, &

Careers Home  Job Search My Saved Jobs My Saved

My Career Tools

Careers Home

Welcome Kathy

? Frequently Asked Questions

Basic Job Search My Career Tools
Keywords: |

52 Applications

Posted: Last Manth v 0 Cover Letters and Altachments

14 Saved Resumes
Search | Advanced Search

Caontact Details

Notifications
‘fou do not hawe any notifications.

Thank you for your interest in Indiana State Government career opportunities. The Latest Job

Postings section below contains the last five days of posting/open position information only. To get L
the Most out of your career search, we recommend that you onthe advanced search link

abaove. This will allow you to search by location, job family, posting ID, etc..

Latest Job Postings

[] 1012iz007

Interrittent Accounting Assistant 550959 Marion County

3

Trusted sites

Step | Action

4, Click the My Career Tools link.
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2l Careers - Microsoft Internet Explorer,

File Edit Wiew Favorites Tools  Help

Qe - © - [x] (B @0 POseach Jpraaies @ -2 B -[JEH B

&
*

PeopleSoft.

=

Careers Home  Job Search My Saved Jobs

My Career Tools

Kathy Hicks

4726 Citation Blvd
Indianapolis, IN 46237
Marion

My Applications

Display applications from: | \within Last\week | Refresh

You have not submitted any Applications

Address ‘@https:ffhr‘gm\s.U'\.gnv/psp/hrprdeMPLOYEEIHRMSﬂEﬂHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV Bl ks >

NewWindow | Help | Customize Page | B, &

Iy Saved Searches My Career Tools

Resumes

Resume Title |Attached File Created

08/02/2007 4:07PM

111035 0B/02(2007 407PM

111036 08/02/2007 4:07PM

111037 08/02/2007 4:07PM

111038 08/02/2007 4:07PM

111033 08/02/2007 4:07PM

111040 0B/02/2007 407PM v
&] S @ Trusted sites

Step | Action

5. Click the Display applications from drop-down menu button.

6. Select Within Last Three Months from the list of values.

[wiithin Last Three Manths

7. Click the Refresh button.

Page 81



Training Guide
SPD_8.9 eRecruit for Internal Applicants

Oracle User
Productivity Kit

3 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

eﬁack - Q @ @ \\ pSearch 'i'\\'(‘Favnntes © D’-<' ; ] - J il 3

[BEIES

ﬂn

PeopleSoft.

=

Careers Home Job Search My Saved Jobs My Saved My Career Tools

My Career Tools

Kathy Hicks

4726 Citation Blwd
Indianapolis, IN 46237
Mation

My Applications

acrecs @] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS_CE.GBLYPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SChode=HRMSEEOPP.SCPortal=er v | [EJ o ks >

Wiorklist | MultiChannel Console

MewWindow | Help | customize Page | 8, &

Display applications from: | wiithin Last Three Months |  Refresh |
First Prevmus|Nex1 Last
Vendor Manager :,L 1o |Status Application Date
y 08/09/2007
Yendor Manager
Yendor Manager 548067 Mot Applied 11-24AM
Program Coordinator 3 550496 Mot Applied Eﬂfgﬁnm
Peye Alnd 4 550502 NotApplied 15’?1@'07
L 10/01/2007
Erograrm Coor 3
Frogram Coar 3 550618  Applied N
r . " 10/01/2007
Frogram Coordinalor &
Program Coaordinator 3 550482 Applied 11-39AM
)
] Dane S & Trusted sites
-

% G 306PM

Step Action

the following status codes:

8. The status of positions applied to will appear in the Status column of the My
Applications box. Review the status of each requisition. Applicants will be able to see

Not Applied - An application has not been submitted for the job opening.
Applied - An application has been submitted for the job opening.
Not Selected - Your resume/application was not selected for further consideration.

Hired - Applicant hired for the job opening.
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2l Careers - Microsoft Internet Explorer,

Fle Edt Yiew Favortes Tools Help o

Qe - © - [x] [B] @ POseach Jgramies @ -2 B -[JH B

Address ‘@https:ffhr‘gm\s.U'\.gnv/psp/hrprdeMPLOYEEIHRMSﬂEﬂHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV = T

PeopleSoft.

=

Mew Window | Help | Customize Page | 5,

Careers Home  Job Search My Saved Jobs My Saved Searches My Career Tools

My Career Tools

Kathy Hicks

4726 Citation Blvd
Indianapolis, IN 46237
Marion

Display applications from: |wiithin Last Three Months  ~ | Reftash |
First [<] Previous | ke [v] Last
L 08/09/2007
Yendor Manader
Wendar Manager 548067 Mot Applied 11-24AN
Program Coaordinator 3 550496 Mot Applied eIl
4:21PM
FSvt Atne 4 550602 Mot Applied W?:ﬁam
) " 10/01/2007
Frogram £oor 3
Program Coaor 3 550618 Applied 11-39AM
L 10/01/2007
Erograrm Coordinatar 3
Frograrn Coardinator 3 550482 Applied 11308

&] Done S @ Trusted sites

T p » B T o
1y Start E B chedule... | % Upkz7 on ‘gmisappdo... = 1

Step | Action

9. Click the Next button to review the status of any additional applications.
L]

10. | After reviewing the status of job applications, scroll to the bottom of the page to locate
the Return to Previous Page link.

Click the Return to Previous Page link.

[Return to Previous Page]

11. End of Procedure.
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3 Employee-facing registry content - Microsoft Internet Explorer.

File

Edit

View Favortes Tools  Help

Qe - O [#] B (0 Psexar Frreees & - - [ S
Address ‘@ https://hr .gmis.in.gov/psp/hrord[EMPLOYEE/HRIMS fh/?tab=DEFALLT v Gor
PeopleSoft.

Personalize Content | Layout

Menu -]

Search:

®

[ My Favaorites

[+ Gelf Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Benefits

> Compensation

[ Stack

[> Time and Labor

[ Payroll for Narh America
(> Global Payroll & Absence Mamt
(> Payroll Interface

[ Warkforce Developrment
[ Organizational Development
[ Enterprise Learing

> Workforce Monitoring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Recards and Enraliment
> Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

[> Contributor Relations

[> BetUp HRMS

[> SetUp SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

Sign out

Links >

[E3

&l

S & Trusted sites

Step Action

1. Click the Self Service link.
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2l Base Navigation Page - Microsoft Internet Explorer

Fle Edt Yiew Favortes Tools Help a

Qe - () @ @ \\ O search \3& Favories  {2)

Address ‘@ https: fhr gris. in. o/ psp{hrprd [EMPLOYEE JHRIMS s {WEBLIE_PTPP_SC.HOMEPAGE. FisldFarmula 1Script_AppHP2pt_frame=C0O_EMPLOVEE_SELF_SERWICERFalderPath=PC v Go  Links >

PeopleSoft.

I> Time Reporting

I Personal Infarmation \ l@ Self Service Eclt "Selt Service! Foider
I» Payroll and Compensation 4 = -
b Benefits Havigate to your self service information and activities

I Learning and
Development

Payroll and Compensation
Review your pay and compensation histary.

Time Reporting Personal Information
i E 49

enort and review your tine, schedules, Review and update your persanal informeation,

I Performance Management request absences and more: ElRersonsl Information Summar Update your direct deposit and other
[ Recruiting Activities [CiReport Time. ElHome and Mailing Address deduction or contribution information
— Workilow User Preferences Cvieve Time: ElPhone Numbers e Payslips
I Manager Self Service ElUser Preferences More: Elview Paysin GBR
I Recruiting ElRequest Overtime CHE
[> Workforce Administration LMore.
[ Bl {75 Benefits FdLearning and Development 127 parformance Management
[ Compensation Rewleve health, insUrance, savings, pension ’i” Al or review information related o learning ﬁ] Aceess your performance and development
[ Stock or other benefits information. Review: and and other development such as: lBnguages, documents, and evaluations you have done
[ Time and Labor update dependent and bensticiary personal licenses and cattificates, compstencies, and for others
[> Payrall for Morth America information. memberships. ity Performance Documents
I> Global Payrall & Absence CiBenefits Information ElProfessional Training Ci0ther's Performance Documerts:
Mamt CiDependents and Beneficiaries ElEducation My Developmert Documents:
1> Payroll Interface Elgenetis Summary. FlHonors and Awards 2hore..
[> Wiorkforce Development BMore.. 10 More...
[ Organizational Developrment 'ER iting Activti Workflow U
I Enterprise Learming - W Workflow User Preferences
1 Workforee Manitoring 0 Activities Frofiles warkflow ussr preferences.
[ Pension = Elgaresrs

Elcheck Referral Status.
ElContivm Reterral
3 More...

[> Campus Community

[ Student Recruiting

[+ Student Admissions

[+ Records and Enroliment
> Curriculum Management
[> Financial Aid

[> Student Financials

[> Academic Adwising

[> Contributar Relations

Tt 1l LIDKIS &

&] S @ Trusted sites

Step | Action
2. Click the Recruiting Activities link.

3. Click the Careers link.
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3 Careers - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

- § ) A 5 B .
Qux- ©Q KRB G Psower Fyrowes @ -5 w-JK B
Address \@ https:/hr gmis.in.gov/psp/hr pro/EMPLOYEE/HRIMS fc/HRS_HRAM_EMP HRS_CE.GELPPORTALPARAM _PTCNAY=HC_HRS_CE_GBLBECPP.SCNode=HRMSSEOPP, SCPortal=Er v | [Eq Go

PeopleSoft.

[

Links >

Home:

Sign out
=
Mewindow | Help | customize Page | 8, &
Careers Home  Job Search My Saved Jobs My Saved My Career Tools

Careers Home

Welcome Kathy

? Frequently Asked Questions
My Career Tools
Keywords: |

52 Applications

Posted: Last Manth v 0 Cover Letters and Altachments

14 Saved Resumes
Search | advanced Search Caontact Details

Notifications
‘fou do not hawe any notifications.

Thank you for your interest in Indiana State Government career opportunities. The Latest Job
Postings section below contains the last five days of posting/open position information only. To get
the Most out of your career search, we recommend that you click on the advanced search link
abaove. This will allow you to search by location, job family, posting ID, etc..

Latest Job Postings

First Previous ‘M Last

] Dane

S & Trusted sites

Step Action

4, An applicant may access applications; cover letters and attachments; and saved
resumes in the My Career Tools box on the Careers Home page.

Click the 0 Cover Letters and Attachments link.

[0 Cover Letters and Aftachrnents]
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2l Careers - Microsoft Internet Explorer,

Fle Edt Yiew Favortes Tools Help o

Qe - © - [x] [B] €@ POseach Ypraaies @ -2 B -[JH B

Address ‘@https:ffhr‘gm\s.U'\.gnv/psp/hrprdeMPLOYEEIHRMSﬂEﬂHRSiHRAMiEMP‘HRSitE.GBL?PORTALFARAMJT(NAV:H(iHRsitEiGBL&EOPP.S[Nnde:HRMS&EOFP.S(Pm’tal:EPV = T

PeopleSoft.

=

NewWindow | Help | Customize Page | B, &

Careers Home Job Search My Saved Jobs Wy Saved Searches My Career Tools

My Career Tools

Kathy Hicks

4726 Citation Blvd
Indianapolis, IN 46237
Marion

My Applications

Display applications from: | \within Last\week | Refresh

You have not submitted any Applications

Resumes

Resume Title |Attached File Created

111034 08/02/2007 4:07PM

111035 08/02/2007 4:07PM

111036 08/02/2007 4:07PM

111037 02/02/2007 4:07PM

111038 08/02/2007 4:07PM

111039 02/02/2007 4:07PM

111040 08/02/2007 4.07PM ~
&] S @ Trusted sites

Action

Scroll to the bottom of the page to locate the Add Attachment link.

Click the Add Attachment link.
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2 Careers - Microsoft Internet Explorer |ZHE”X‘

File Edt Yew Favortes Tooks Help o

Qe - © - [x] [B] @0 POseach Jrravarss @& -0 B - E B

acrecs ] hitps:}fhr.gmis.in. govlpspihrprd/EMPLOYEE/HRMS</HRS_HRAM_EMP.HRS_CE.GBLIPORTALPARAM_PTCNAV=HC_HRS_CE_GBLBEOPP. SChode=HRMSEEOPP.SCPortal=er v | [EJ G0 ks >

PeopleSoft.

=

Wiorklist | MultiChannel Console

New window | Help | Gustomize Page | &

My Attachments and Cover Letters

Add Attachments

Cover Letters and Attachments

"Attachment Type:

*Attachment Purpose: |
Add Aftachment
Save & Return ‘ Save & Add More Cancel
] Dane S & Trusted sites

oft Out... | 5§ 200 chedule ... Bl § 4n2pm

Step Action

7. Click the Attachment Type drop-down menu button.

8. Select Cover Letters from the list of values.
[Caower Letters |

9. Click in the Attachment Purpose field.
| |

10. | Enter the attachment description into the Attachment Purpose field.
Enter "Position Cover Letter".

11. | Click the Add Attachment link.

12. | To locate the attachment on the computer, type in the file path or click the Browse...
button.
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‘A Careers - Microsoft Internet Explorer
»

Choase file Rx i
Lookin: [ [ My Documents = e @k E- i 3
[ Microsoft Clip Organizer TCNAY=HC_HRS_CE_GBLAEOPP.SCHode=HRMSHEOPP . SCPartal=Er v Go | Links
I my Music
My Recent  |iZmy pictures
Documents My Shapes
@ By videos
ICD5naqlt Catalog

Desklon i pdaters

Hiring Manager Class Question 10-3-07.ppt
Lisa B-day ppt

Peoplesaft Cover Latter.doc

) 5 anple Rasurns. dae

5] Training Mission Statement.dor

. visia-Recriting Business Model pdf

hew window | Help | &}

My Documents

Hy Camputer

&

MyMetwork  File name: | - Open
Al ' = [ ]
Files of type: |AH Files["."] | Cancel
o |

(&] Done S @ Trusted sites
I8 1rbo> e

Step | Action
13. Double-click the desired file from the list to attach it.

Double-click the PeopleSoft Cover Letter.doc document.
@PeopleSoFt Cover Letter.doc |
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File Edit view Favortes Tools  Help

Qe - © - [x] [B] @0 POseach Jpravarss @& -z B - [LJE B

PeopleSoft.

=

ChDocuments and Senind[ Browse.. |
Upload Cancel

New Window | Help |

acrecs ] hitps:}fhr.gmis.in. govlpspihrpro/EMPLOYEE/HRMS/</HRS_HRAM_EMP.HRS _CE. GBL?PORTALPARANM_PTCNAV=HC_HRS_CE_GBLBEOPP.SCode=HRMSBEOPP SCPortal=er ¥ | (£ Go

eI

[

Links >

1=

€] Dane

S & Trusted sites

|0 fE8

U

4:03 PM

Step Action

14. | Click the Upload button.

15. Click the Save & Return button.

Save & Return
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2l Careers - Microsoft Internet Explorer, |;”E‘

Fle Edt Yiew Favortes Tools Help o
\ ( e n| 3. B
Qi © X B G Lo oo @ 3% - JE B
Address ‘@ hittps:f{hr grmis.in. gov/psp/hrprd[EMPLOYEE /HRMScfHRS_HRAM_EMP,HRS_CE.GELPPORTALPARAM_PTCNAV=HC_HRS_CE_GBLAEOPP.SCHode=HRIMSSEOPP.SCRorkal=Er ¥ Go  Links >
PeopleSoft.
=
~
Resumes y
Resume Title |Attached File Created
111024 08/02/2007 4:07PM
111035 08/02/2007 4:07PM
111036 08/02/2007 4:07PM
111037 08/02/2007 4.07PM
111038 08/02/2007 4:07PM
111039 08/02/2007 4:07PM
11040 08/02/2007 4:07PM
111041 08/02/2007 4:07PM
111042 08/02/2007 4:07PM
111043 02/02/2007 4:07PM
111044 08/02/2007 4:07PM
Sample Resume 10/0572007 11:424M
Sample Resume 10/05/2007 11:57AM
Sample Resume 10/0572007 12:40PM
Cover Letters and Attachments
File Name Atiachment Type  |Uploaded
PeonleGoft Cover Letter.doc Cover Letters 10/12/2007 403FM  Edit Atachmert [
[¥]Add Attachment
Return to Previous Page
-

&] S @ Trusted sites
o edule ; A

Bl U 416rm

Step | Action

16. | The attachment will now appear in the Cover Letters and Attachments box where it
may be opened for review by clicking the File Name or edited by clicking on the Edit
Attachment link.

Click anywhere in the Cover Letters and Attachment box to continue.
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2 Careers - Microsoft Internet Explorer
File  Edit View Favortes Tooks  Help [
\ ( A > 1
Q- © 1 A @ Lo Frrowen @ 3-% - JE B
Address ‘@https:Hhr‘grms.\n.guv/psp/hrprdIEMPLO\‘EEIHRMS!E/HRS_HRAM_EMP‘HRS_CE.GEL7P0RTALPARAM_PTCNAV=HC_HRS_CE_GEL&EOPP.5CN0de=HRMS&EOPP.SCPDrtaI=EPV B)so tnks >
Pe Ople SOft s Home Sien out
=
~
Resumes |
Resume Title eated
111034 08/02/2007 4:07PM
111035 02/02/2007 4:07PM
111038 08/02/2007 4.07PM
111037 08/02/2007 4:07PM
111038 08/02/2007 4.07PM
111038 08/02/2007 4:07PM
111040 02/02/2007 4:07PM
104 08/02/2007 4:07PM
111042 08/02/2007 4:07PM
111043 08/02/2007 4:07PM
111044 08/02/2007 4:07PM
Sample Resume 10/05/2007 11:424M
Sample Resume 10/05/2007 11:574M
Sample Resume 10/05/2007 12:40PM
Cover Letters and Attachments
Attachment Type
PeopleSoft Cover Letter.doc Cover Lefters 10122007 4:03PM  Edit Atachment E
[F]Add Atachment
Return to Previous Page
¥
&) S & Trusted sites

Step Action

17. | When finished adding attachments, click the Return to Previous Page link.

Feturn to Previous Page
18. | End of Procedure.
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