Entering New Employees in HRMS
(from NC SchoolJobs powered by PeopleAdmin)



Learning Objectives

PeopleAdmin
T Candidate Status

HRMS

T LEA Configuration
T Applicant System Settings
T New Hires

T New Hire Form

T Demographics
Position Assignment
Contract
Benefits
Local Forms
Employment Status
T Hiring Status

T Employee Demographics

e e e e



Candidate Status
In
NCSchoolJobpowered by People Admin
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Verify Candidate StatuSteps

Home Page Job Orders District Job OrdersJob Ordepr CandidateGrid

1. Log into NGschoolJobpowered by People Admin
2. Click onJob Orderghen District Job Orders
3. Locate desired job order and click Gandidate Grid

4. VerifytheStatus2 ¥ G KS OF YRARFOS Aa WI AN
T If status is not set to Hired, click &tatusthen clickHired. Completed
appropriate fields, clickinalize
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Login to Applicant System
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Email For an optimal experience, please use Chrome,
Firefox, or Safari. Some images and items may

not display propeny using Intemet Explorer.

Passworg

[] Remember me « Forgot Password?

If you don't have a login, please sign-up here [SE Tt e




Access the Candidate Grid

2. From the navigation bar goto  Job Orders > District Job Orders

ﬂ; NC School Jobs
E"ﬁ Teocherialch

+ Mozaic ¥ Users + Manage + Job Orders ¥ Reports

B District Job Orders

Find the desired job order then click on the Candidate Grid
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Candidate Grid

3. Verify Status is set to Hired. Set if necessary.

Job Title: Cumberland Tesi: Bus Driver Job Category (DJO. Expired, Total £ of Applicants. 3, Expected Hires: 1, Hred Til Date: 1)
Disfrict Name: Cumbericnd County Schoecls  Job Id/Job Code #: 21790

School Name: Aimac O Ecsom Elementary

CANDIDATE GRID

Nome .

B Check/Uncheckall, Available (2)

[ Test Applicant? N/A N Background check 2/0
{Testapplicant?@mailinctor.com) B&‘

(L] David Davidson N/A N Avaiiable 9/0
|daviddavidson | @maiinctor.com) @ a‘

B Check/Uncheck all, Hired (1)

[ ] Test Applicant22 N/A N W 3/0
{Testapplicant22@mailinctor.com) @ & ‘

Candidate a Jobs Applied @ Teaching a IS

v

Years

N/A &

Hired Candidates a 117 Jobs Applied @ Teaching

Years

220 &
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Set Status to Hired

4. Set the Status to Hired, if needed, by clicking on the
current Status of the applicant to open the Candidate
Lifecycle and clickingon Hired.—__

Screening Interview Vetting Hiring

CANDIDATE GRID Q 0 {}g H
Hired
- —
Availoble Declined
Jobs Applied @ Teaching JSI
- - ® ®
- - - -
Screening Interview Reference Check Rejected
Screering Evaluation Recommend w
Complete Complete for Hire —




LEA Configuration
In
HRMS
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HRMS Home Screen

On the Home screen, clitkEA Configuratiomnder theSetupsection.

PUBLIC HOOLS OF NORTH CAROLINA 5tate Board of Education Dep

® NC DPl User: 1235YSADM Log Qut
Lookup My Key Contacts Edit

CEUs/UID Personnel Administrator: HRMS Training Site | email
Apply Online Finance Officer: HRMS Training Site | email

i AS/400 Administrator:
Apphicants DPI Help Desk: 919-807-HELP (4357) | email p
Employees .
Administrator Message
Administrator messages go here. 4

Announcement
Welcome to the HRMS Training Site.

Positions -

Vacancies

Job Postings

Continuing Ed

g
=
.
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Manage Users

| LEA Configuration |

Contacts

Register

R WLV N

Account Forms
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LEA ConfiguratioBcreen

On theLEA Configuratioscreen, cliclpplicant System Settings

LEA Configuration

:-"-| .

Action Motice Recipients
Applicant Local Questions
Coaching, Hobbies
Contract Conditions
Contract Types

Convert Application Types
Employment Status
Frequency of Payment
Job Actions

LEA Settings

Leave of Absence

License Area/Category Cross Reference
License Categories

Local Forms Setup

Local Use Labels
Employee
Employee Assignment
Fosition

| nr‘ugn:-wif':f

spplicant System Settings

Hosition Groups

Position Titles

Query Tool

Reference Questions
Feference Question Sets
Sites

Site Contacts
Substitute Types
Tenure Status
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Verify Applicant System Settings

T + S NJs Jodir LEA HRMS integrated with an external Applicant

System? YEs
SelectYesfrom the dropdown if needed

T ClickSubmitto save

Applicant System Settings

Is your LEA HRMS integrated with an
external Applicant system?

submit || Close |

HelpDesk: {919) 807-HELP | hrms.incidentsiits.nc.gow
NPT Y ¥ aammme e nsnctr. B Pl
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Entering the Hired Employee
In
HRMS
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New Hires

In t

ne Employeessection, clickeEmployee Page

PUELIC SCHOOLS OF NORTH CARCLIMNA  State Board of Education | Departiment of Public Instruction

SMNC DPI User: 3205YSADM Log Ourt Quick Search Tuesday, 11222016

Lookup My CEUs/UID J8 Key Contacts Edit Mews

Apply Online Personnel Administrator: Nicolette Vaughn | email Release 6.5.3.1
D Finance Officer: Aaron Beaulieu | email 10/03/2016 07:30 PM
Employees DPI Help Desk: 919-807-HELP (4357) | email the Release Notes

Ermployee Page

i

Administrator Message GovDelivery

_ 04/13/2016 07:00 AM
_ Subscribe or update your
Announcement subscription to our new

Ermployee Search
With Zero or Multiple

Primary Assignments Be sure to check the HRMS Communication Site for GovDelivery mailing list
Licensure Forms addiional training opportunities and previous webinars.
Management

: Keep informed, subscribe to the LEA Human Resources
Licensure Manual list

OPI Ermployrent &
Benefits Manual

L = L T PRI VI S

A5/400 Administrator: Joseph Hoenig, Ir. | email Enhancements and bug fixes. Rea
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UnderStaffingclickNew Hires

PUBLIC SCHOOLS OF NORTH CAROLINA State Soard of Education Department of Public Instructio

@ NC DPI User:010SYSADM Log Out Quick Search Friday, 11/
_ Staff Actions include Benefits, Longevity, Job Action, Separation, Retiremen

Transfer, Add Position, Last Hire Date, Grade & Step, and Change SSN.

Ne‘“‘{?'es You may enter a Social Security Number to jump directly to the staff actions i
New'rire Without search box to bring up a list of employees that match a last name. Or, to bR_
Vacancy Employees link. b

Do Not Hire List
Update Substitutes

|_BickEmploee | [ PickBySite |

Licensure Forms :
Management Type ssn Go to employee

icens: et (T CTDP O SO = O W N

Using the SSN or search is much faster than browsing the employee list.
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New Hires Screen

To complete the hiring process for the candidate(s) below, click on a
candidate and update any required fields.

PUBLIC SCHOOLS OF NORTH CAROLINA State Board of Education | Department of Public Instruction

© NCDPI User: 320SYSADF Log Out Quick Search Thursday, 12/10/2015

Evaluations : : : : : L e it
o All hired candidates that have not been finalized in HRMS appear below. Click on each individual to complete the process. Once the Hiring

Licensure Forms status has been changed to Hired, the individual will be removed from this listing.
Management
E RS
)
DPI Employment & 2 & 2
Benefits Manual tg 5 g
Old Licensure Forms 3 g
Mass Updates 2' "
Position No. Position Title i Last Name "]
Views v - :
— 304102 Media Coordinator (LOA) 304 George P v
Adde'S“"S-"ed 337201 Cherokee Language Instructor 337 ncdpi active
Teacher 304101 Child Nutrition Asst. (LOA) 304 ick License |
Staff Action Search 304138 Teacher-EC-LD 304 Jessica Rabbit




New Hire Forng Steps

If the new hire included &SNthe
New Hireform will appeatr.

1.Complete eacliNew Hireform
section
Demographics
Position Assignment
Contract(if applicable)
Benefitg(if applicable)

2.Complete thekinalize New Hire

section:

SelectEmployment Statusom the drop
down

SelectHiring Statugrom the drop-down

New Hire

Nick License
111-22-3330

Position Mumber: 304101

Site: 304 - Bethesda Elementary
Description: Child Nutrition Asst. (LOA)
Mew Hire Forms

Demographics *

Position Assignment

Contract

Mo Contracts Found
Benefits

Local Forms

Finalize New Hire

Employment Status:
| — Select — W

Hiring Status: - Salact - |

Sat the Hiring Status to Hired when the
naw hire process is complate,

ﬂ.\___v r‘—‘-k”u"“"ﬁ"'““"“w"""_.r-'\_“‘_,'“"-w.,'-*‘ PR, raT—
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New Hire Forng{ U

3.Enter/verify assignment
Information

4.ClickSubmitto save.
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Show Assignment Details

Current Assignments of this Position

No Current Assignments Found

Future Assignments of this Position

No Future Assignments Found

Candidate's Assignments (including this position)

No Current or Future Assignments Found

Submit (| | Close




SSN;, Required Field

If the new hire did not include a SSN Iin the applicant system, a window appears
requesting the SSN.

HRMS

Hire New Employee

&P Please Enter Candidate’s Social Security Number:

SSN: |

Submit I I Cancel

Important: SSN is required in HRMS. This must be entered in order to continue.



Section 1: Demographics

Enter/update demographic data for
the newly hired employee.

Required fields are:

T

Lo B I I B B e, B B

First Name

Last Name
Street Address
City

State

Zip Code

Date of Birth
Hispanic/Latino?
Race

Gender

New Employee Demographics

Candidate: Nick License Position: 304L01
SSN: 111-22-3330 Site: Bethesda Elementary

Title: Food Service Assistant

Substitute Indicator: ), . @y Ogoth Edit Substitute Profile

Foreign National ) ® Date Employment S
~Yes = No Eligibility Expires (mm/dd/yyyy)

Name, Address and Phone
Prefix: |:|

Name as it appears on Social Security Card DVerified

First Name: 4 INick l Middle Name:

Last Name: 4 fLicense l

Suffix: {:]

Preferred Name

First Name: I ‘ Middle Name:

Last Name: l l

Suffix: I:,
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Preferred Name

First Name: | | Middle Name:

Last Name: I |

Suffix: [:

Nickname: I l Maiden Name: I

Street Address: 4 |22 S Arch Rd |

| |

City: x [BLUE BELL |  State: x |pennsyivania v

Zip Code: x [19127 | _| |

Is Address protected under the NC Address Confidentiality Program? Oves ®no

Home Phawe: (510 .).fasn | [s3ad |
Office Phone: l ]_ [ I- l ]

Home phone

Cell Phone: | I_ | |_ | l
unlisted? O

yes ' No

Work Email: I @schooljobs.dpi.nc.gov

Personal Email: |nclicenseDOO1@mailinator.com
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