(@

MYHR APPLICANT TRACKING SYSTEM — APPLICANT GUIDE

How to create a candidate profile (pages 1-9)

How to apply for a posting (pages 10 — 19)

Welcome to the Creighton University’s online job application website. From this page, you will be able to search
current Faculty and Staff position openings, create a candidate profile, submit your application, and track your
application status throughout the process. Helpful tips before applying:

You can use the “Find jobs by keyword” search box in the middle of the page to do an initial search of
open positions.

The “Human Resources,” “Benefits,” “Campus Maps,” and “Safety Report” quick links at the top of the
home page will open new windows to reference helpful information for candidates applying at Creighton
University

The “Help” button at the top, right hand of the screen will take you to some handy Frequently Asked
Questions and give you quick, step-by-step directions on frequent actions.

If you do not have access to a computer or do not have a browser that supports the application, you are
welcome to stop into the Human Resources main office to complete an electronic application.

In this guide, the verbiage “Train stop” refers to the outline of steps that read horizontally across the top
of your page during the candidate profile creation.

You do not need to add resume or cover letter as an attachment. Throughout the process, there are
options to enter your personal information manually. If you are completing the application on your
mobile device or if you do not have immediate access to your files, you can bypass the attachment upload
process.

To apply for a job, you must first create a candidate profile

it starts with you.

My Profile
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2. On the login page, you have three options to access the candidate profile:
a. You will either enter your existing User Name and Password if you are a retuning user
b. You can click “New User” to create a User Name and Password
c. You can log in with an existing Yahoo or Google account

HUMAN RESOURCES BEMNEFITS CAMPUS MAPS  SAFETY REPORT

Welcome. You are not signed in.

+ Job Search

Login

HUMAN RESOURCES BENEFITS CAMPUS MAPS SAFETY REPORT

UNIVERSITY

3. Once you are registered as a new user or have logged in as a returning user, you will access the
“Resume/CV Upload” train stop. Your options at this stage are to:
a. Import your profile from LinkedIn or Indeed
b. Upload a Resume or CV from your computer
c. Answer “No thanks, | will fill out the online submission form manually”
Once you’re done, click “Save and Continue”
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4. At the next train stop, “File Attachments” you can choose a file from your computer to upload and
attach, and even add comments regarding the attachments that you’d like to be viewable by the
Human Resources and hiring team(s). Once you’ve uploaded a file, click “Save and Continue”

Job Search My Jobpage

5. If you chose to upload an attachment or import your profile from LinkedIn or Indeed, some of the files
on the “Personal information” train stop may have prepopulated for you. Otherwise, you will need to
complete the “Personal Information” section, specifically all fields with a red asterisk before clicking
“Save and Continue” to proceed with the application process.

Parona
tormatnn

Personal Information
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6. Next you will come to the “Personal History” section where you will add your Work Experience,
beginning with your most recent. If you uploaded a resume/cv or imported from LinkedIn or Indeed,
your information may have prepopulated. Otherwise, you will manually enter you’re your current
and/or previous employment information. Once you’re done, click “Save and Continue.”

Parsongl
rcory
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7. Scroll down under the “Work Experience” section on the “Personal History” screen to provide your
“Education” history. You can key in the Institution name and Major (if applicable) or click the “select”
option to the right of the text box for an extensive listing of institutions and/or majors.

a. You can click “Remove Education” or “Add Education” to pare down or add to the list of
education history

o)
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8. Still on the “Personal History” train stop, you will add any “Certifications and Licenses” that may be
relevant to your application or candidate profile. Again, you may opt to hand key the name of the
certification or license in, or use the “select” option to choose from an extensive listing.

a. The “Remove Certification/License” or “Add Certification/License” options are available to pare
down or add to your list.

Once you’ve finished completing the “Personal Information” section, which includes your “Work
History,” “Education” and “Certification and License” information, click “Save and Continue.”

©

9. Next you’ll come to the “Preferences” train stop, where you will specify the work preferences you have,
which will assist you in finding career opportunities that match with your preferences.

a. You'll select from the Job Category” drop-down menu: Staff, Faculty, Student

b. A second drop-down menu, “Job Function,” will then appear and you will select from the
following list: Academic Support, Administrative/Clerical, Health Care/Research, Professional,
and Service

c. Next click “Add to List.”

d. Inthe screen shot below, you’ll see that three preferences have already been selected, and that
at any time, you can revisit the “Preferences” screen and click “Remove” to deselect any of the
Job Field Preferences.

e. Click “Save and Continue”
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After you’ve clicked “Save and Continue” you’ll be asked to list your location preference from the drop-
down menu. You’ll make a selection from the “State” drop-down menu and then a new drop-down
menu will appear, where you’ll make a selection under “City.” Click “Add to List” once you’ve identified
the location.

Finally click “Save and Continue” to move to the final train stop.

# Job Search My Jobpage

Frafeences

Omaha

10. At the “Review and Submit” train stop, you will review the information you’ve entered along the
previous stops to ensure accuracy. Under each of the headers (File Attachments, Personal Information,
Personal History, and Preferences) you will see a blue “Edit” button, which you'll select if you need to
make edits to the information you see listed.

Once you’ve reviewed your candidate profile, click “Submit.”

Preferenceg

Job Field Preferences

Staff — Academic Support
Staff — Professional
Faculty — Gollege of Arts & Sciences

Location Preferences

Nebraska — Omaha

C [‘ei hton HUMAN RESOURCES BENEFITS CAMPUS MAPS SAFETY REPORT

UNIVERSITY
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» Job Search My Jobpage

Thank You
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How to Apply to a Position:

1. Now that your candidate profile has been added, you can review the job listings by clicking the “Job
Search” tab in the top left corner.
b. You can filter the job listing information using the left-hand tool bar to drill down under
“Location,” “Job Field,” “Job Level,” and/or “Job Shift.”
c. If you do not wish to filter, a full listing of all openings will appear in the middle of the screen.

d. To view a job description or more relevant information about a specific opening, click on the
blue “Requisition Title” of the posting.
i. You can choose the “Apply Online” option to being completing the application or “Add
to My Job Cart” option, and you can return to that posting at a later time.
ii. You also have the option to share the position via Facebook, Twitter, Email, etc.
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Job Description

Application Administrator - CM (JD TEST)-(1700003F)

Primary Location: 't rissa-Cmana
Job: Protessonal

Job Levek: Frotessionat
Employee Status: Part-Time

Job Type: Berefl Eigtie

Shift: Days

Grant Funded: "o

Job Posting: Jul 25 2017

Description

Under the general guidance and cirection of The Appication Agministration Director, the Application AGministrator will provice product adminestration and guidance for fhe
uss of a defined set of Creghion’s production softamre, apphcations o ools (Exampies: Card Sanices, Admismons, of Librany)

Tha Appication anmures the functionaiity anc % of assigned procuction app by Staying abveast of @il UPCOMINg TEeEses and
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Works Closesy with SChiechure, planning. and development 1Sams 1o reCeive New
he ITIL Senvice Opemtions Framewon
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Qualifications
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Minimum of 3 years’ expenence SUPPOMnG Dusiness or sducational appications
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e. You can also apply for a posting from the “Job Search” home screen by clicking the blue “Apply”
link to the right of the position title.
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The first step of the application process begins with the “Privacy Agreement.” Please read through the

“Applicant and Candidate Privacy Policy” on the screen and then select “I Accept” to continue or “I
Decline” to cancel.

+ Job Search My Jobpage

Privacy Agreement

Applicant and Candidate Privacy Policy

3. Next you'll start the application process for the specific opening you’ve selected. If you have not yet

uploaded a Resume/CV you can do that at this step or upload your profile information from Linkedin or
Indeed.

# Job Search My Jabpage

Resume/CV Upload
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4. Under “File Attachments” you will be prompted to upload any documents required as part of the
application process. This may be, but is not limited to: resume, cover letter, transcripts, references,
samples, etc. Click “Save and Continue” to move forward.

Filn Pernonal
Artachmants

File Attachments

”

5. The next train stop “General Questions” will ask a series of 5 questions, which require a “yes” or “no

response from the drop-down menu.
a. If you answer “yes” to Question 3 (Have you ever been convicted....) you will be prompted to
describe the dates and circumstance surrounding the convictions.

Click “Save and Continue” to move on.
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6. If you uploaded a file resume or imported your profile from LinkedIn or Indeed, then you will notice
that the “Personal Information” will have prepopulated. Otherwise, you will need to enter your
personal information in the required fields. If the information prepopulated, you will want to review
and ensure all the information is accurate. Click “Save and Continue” to move to the Personal History

[ =
wormanon
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7. The “Personal History” section will collect your Work Experience, Education, and Certifications and/or
Licenses. If you uploaded a file resume or imported your profile from LinkedIn or Indeed, then you will
notice that certain fields within the “Personal History” tab will have prepopulated. Otherwise, you will
need to enter your personal history in the required fields. Click “Save and Continue” when done.

Porsongl & Specifc Drvarsity Divarsity
History Ouestions Curvey PDF

Personal History

Adding edu

8. The “Job Specific Questions” tab will have questions in reference to job related experience. Questions
can be formatted as open-ended, essay style, drop-down menu, options, etc. Click “Save and Continue”
once you’ve completed this section.

Jeb Spmcie
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1. Please describe your p y in project

2. Piease gescribe your cesign esthetic and artistic wision?

£

w3 Wrech of the bast your

ot MAC software applications incluging: Adoba InDesign, F

Mo Selection L

* 4 Please ncicate your highest level of degree completed

N Selecton Ld

=5 Do you have a'an active PMP Certification?
Ho Selection -

9. The “Diversity Survey” train stop will contain Creighton’s diversity statement. Following the statement,

you will be required to answer 8 questions from the respective drop-down menus. Click “Save and
Continue” to move forward.

Sag 7ot of 10 | Prise

Diversity Survey
_—

Please provids Ihe iInformation requested in e fields Delow regarding diversity

Cregiiton U Y is g & safe and The L aomds qualfed rires quaifiec and scoepts .
mwwmwmmmmmmmmmm c  seoaml wmmmmmum
uniaful gscnmnaton

status protacted Dy law Rs iy policies sc P and loan prog and other p and actvites, are adTInestarsd without

Senal harassment, INCludng sexual wolence, 5 3 form Of sex Giscrimination prohidded by Title X of the Educabon Amendments of 1972, The Universily does not discrminate on the Dasss of sexm its
educatonal. extracumicuiar, aietic. or ofher programs of in the context of empioyment.

It is the policy of e L Y o make afl proge and senaces L] with mmwwmmmmmwunmmuwn
ammmmmmmdlmmnmmmmmuumamwmmmrauuar on ace
and prog, or to report pr of ace mmwmnuwmww«wmmmzmuMdmmmm
Oz Gym 437 or by teiephone 402 280 2168
The g person has Deen Q o monior L and o answer any garding he L Y's abon poices:
Ms. Alison Taylor
Exacutive Director
Tl & Coovcimlaoecion 30 Cod
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Save as Draft Quit

10. The Diversity PDF is an online form, which allows you to voluntarily self-identify your disability status.
a. Please read through the form and then select one of the check boxes: “Yes, | have a disability,”
“No, | don’t have a disability,” or “I do not wish to answer.”
b. Inthe boxes at the bottom of the page, please provide an electronic signature and enter in
today’s date.
c. Click “Save and Continue”

+ Job Search My Jobpage

RAXOD POF

Save and Continue ave a5 Draht Juit

Diversity PDF

Voluntary Self-ldentification of Disability
Form CC-305
OMB Control Number 1250-0005
Expires 1/31/2020

age 1of 2
| Why are you being asked to complete this form? |

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to
qualified people with disabilities.' To help us measure how well we are doing, we are asking you to tell us i you
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years. You may voluntarily self-identify as having a disability on this form without fear of any punishment
because you did not identify as having a disability earlier.

How do | know if | have a disability? |

You are considered to have a disability if you have a physical or mental impairment or medical condition that
substantially limits a major life activity, or if you have a history or record of such an impairment or medical

Disabilities include, but are not limited to:

+ Blindness « Autism » Bipolar disorder » Post-traumatic stress disorder (FTSD)

* Deafness o Cerebral palsy ¢ Major depression + Obsessive compulsive disorder

+ Cancer « HIV/AIDS + Multiple sclerosis (MS) « Impairments requiring the use of a wheelchair
+ Diabetes » Schizophrenia « Missing limbs or + Intellectual disability (previously called mental
« Epilepsy o Muscul partially missing limbs retardation)

o

check the

YES, | HAVE A DISABILITY (or previously had a disability)
NO, | DON'T HAVE A DISABILITY
| DON'T WISH TO ANSWER

0o

Today's Date

11. The “eSignature” page confirms that the information you’ve entered is true and complete. Once you’ve
read and agree with the statement, you will electronically provide your signature. Click “Save and
Continue” to reach the final train stop.

P . _— pommet. |, | et | i, | ity ey RE =
plsd | Amscrearss | Guassces |' | itaanace Cstamors wrvey PoF S e

Save and Continue Save as Draft Ot

eSignature
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11. At the “Review and Submit” train stop, you will review the information you’ve entered along the
previous stops to ensure accuracy. Under each of the headers (File Attachments, General Questions,
Personal Information, Personal History, Job Specific Questions, Diversity Survey, Diversity PDF and
eSignature) you will see a blue “Edit” button, which you’ll select if you need to make edits to the
information you see listed.

Farstew arct

Review and Submit

The following information will be submitted after you click the Submit button. Whare an Edit link is displayed, you can madify the corresponding information.

Attachments

Questionnaire

12. Click “Submit” to finalize your application submission.

eSignature

13. Lastly, you'll reach the “Thank You” page, which signifies the completion of your application. On this
screen, you will receive instruction on viewing your application status, and can navigate to the list of
your applications by clicking “View my Submissions” or you can access or make edits to your candidate
profile by clicking “View the General Profile.”
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