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Messiah College Online Recruitment System



Log-In and System Navigation

The Messiah College Online Recruitment System (Jobs.messiah.edu) may be accessed either directly via http://jobs.messiah.edu/hr or via the Employee Quicklinks channel on MC Square.  Mozilla Firefox is the preferred browser for better screen clarity.

How to Log In

When selecting Jobs.messiah.edu from MC Square, the system will prompt the user for network login information and then will automatically log the user in to the system.  Based on your credentials, the system determines your level of access to data and your permission to perform work in the application.

If you are working outside of the Messiah network, the system is accessible via https://jobs.messiah.edu/hr/.  You will be presented with a login page and must select the link for SSO Authentication and enter your Username and Password from the Central Login Page.
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If you find that you require additional roles or specific accesses to data, please contact the appropriate office listed below (contact information located in the footer of this document) who will review and may revise your user role and permissions in the system:

· Office of Human Resources  administrative, faculty, staff and temporary positions
· Office of Student Employment  student positions

Once authenticated, the system home page will be displayed. 
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How to Select Your Role(s)

Based on your level of access, the home page will display what you are permitted to see and actions you are able to perform in the application.  You may have multiple roles in the system (e.g., Employee and Hiring Manager).  To select a desired role, navigate to the top right of the screen and open the role selector drop-down box.


[image: ]

After you have selected your role, click on the refresh button to the right  [image: ].  The home page display will automatically update based on your chosen role.  The application will notify you that your role has been changed.  This will appear in a green notification bar at the top of your screen.




Navigation in the System
MAIN MENU
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The Messiah College Online Recruitment System is a roles-based application.  Your role in the system determines what you are able to view and process as a contributor to the recruitment process.

Clicking on any link in the Main Menu, the system will direct you to any assigned function: Postings, Applicants, Hiring Notifications, etc.    



There are 8 main driving sections of the home page:

Main Menu - located at the top center of the screen.  Select any link from the Main Menu to direct you to permitted areas of the system (e.g., Postings and Applicants).
Module Selector – located at the top right of the screen.  Based on your role, you may select which module you would like to work in – Applicant Tracking, Position Management, and Admin.  The default home page will always be Applicant Tracking 
Role Selector – located at the top right of the screen below the Module Selector.  Choosing your role permits you to perform certain duties and view specific information in the system
Alerts Box – located mid screen.  Displays notifications to you from administrators
Inbox – located below the Alerts Box.  Displays items that require your attention, for example, an action on a posting, or approval of a user
Watch List - located below the Inbox.  Displays those postings for which you have marked as “Add to Watch List” for special interest
Shortcuts - located at the right of the screen.  In one step, shortcuts navigate you to a specific function (e.g., Create Staff Posting)
My Links – located below the Shortcuts Box.  Displays specific links to training and other hiring process documentation


Accessing the Applicant Portal

Users who wish to view information within the applicant portal can access this information by: 

(1) Selecting Your Applicant Portal from My Links within the Online Recruitment System
(2) Entering the following URL directly into the web browser: https://jobs.messiah.edu 



Searches, Search Results & Saved Searches

The ability to conduct searches exists across all major areas of the site.  For example, a user can search the following: (1) Position Descriptions; (2) Position Requests; (3) Postings; (4) Applicants; and (5) Hiring Proposals. 

Each section of the site has a default search that appears based either on the institutional setting on a specific user role.  To view and select an alternate available saved search, click on the “Open Saved Search” drop-down selector and select an alternate saved search.
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[bookmark: _GoBack]Additionally, users can create and/or their own custom searches using the “More search options” link.  Here users can add/remove columns, add/remove workflow states and save a custom search that is available only to the user.

[image: ]
Revision Date: 1/3/2015	- 4 -	
[image: ]
image1.png
Messiah College

Messiah employees with network accounts
MUST select the “$SO Authentication’ ik o

Togin

Guest users without network accounts MUST
enter the usemamelpassword combination
directy on this page.

Username

Password




image2.png
ings  Appiants _ Hirng roposals _ Onhosring Events | Wy Prote

i

CID | Peoplendrin

Welcome to your Online Recruitment System

£ INbOX (0 tems neeyour snton)

i s o g Ot

I T ————

1 Wateh List ¢ o)
T —

ST e Cesae o Seeower

o,

o Senons e O

i

Usetu Links

(6o hee o helpt video o i raiing o he e
oreaT)
(How Aspicans access your PecpleAdimn system)

{bestpractcebar,customersupportport,
e commnty)





image3.png
Dean/Division

Student Employment




image4.png




image5.jpeg
(€] 8 e mesishadu . propohipeston e

Faculty Hiring Proposals

FacuyHeg Prgosas (AL}
Facuty g Pt
- g

Facuy iing Proposas (0
9 Proposals (ALLY" (1 i o)

positon e Oegortment D eomed bt Croted Doe g





image6.png
File_Edt View History Bookmarks Tools
) Mession College HR Sue: Posting L. | ] PeopleAdmin Community: Openreque * | + | s — — d— i - - aee B
€ ) @ https://jobs.messiah.edu/hi/postingsTutfa=/ &s[k]= Buposition_type.id=28ttab=&job_application.id=Biconnect with=Biaction_definition_id=&icommit=Search8is[order]=&s{columns] [

PeopleAdmin
Ml COLLEGE. APPLICANT TRACKING

Applicants  Hiring Proposals  Onboarding Events | My Profile  Help

Donald Lerew, you have 0 messages. HumanResources v & logout

Postings /| Faculty

Faculty Postings

Search: Search | Hide search options

Open Saved Search v

an/Divisi
VP/Provost

Ad hoc Search © | Faculty Postings (Reference.

Ad hoc Search (86 Items Found) Save this search?

—Previous 12 3 | Next—

Posting Active (actions)
School Department Workfiow . Accept 8
Rank Title o Humber PostingDate LastUpdated  porern . Appications
‘School of Science, Closea! Actionsy
Online Graduate Adjunct Professor - *Graduate Studies: Nursing Jdune 12,2014 3t
Adunct  Engineering ang Removedfrom 2013_00003P_FAC  09/11/2013 No 10
Advanced Pathophysiology (@787) 0326PM
Health web
‘School of Science, ‘September v
" DepatmentofNursing  Posted/Not 2 feons
Adiunct Clinical Instructor (Psych)  Adunct  Engineering and 2013 00004P_FAC 09122013 2014310839 Yes 1
(2038) Visible.
Health A -
x Find: 31165 & Net 4 Previous & Highlightall [] Match case





image7.png
MESSIAH
COLLEGE




image8.png
Human Resources: One College Avenue Suite 3015 Mechanicsburg PA 17055; 717-796-5300
‘Student Employment: One College Avenue Suite 3010 Mechanicsburg PA 17055; 717-796-1800 x.2900




