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



Learning Objectives
PeopleAdmin
τCandidate Status

HRMS 
τLEA Configuration
τApplicant System Settings

τNew Hires
τNew Hire Form

τDemographics

τPosition Assignment

τContract

τBenefits

τLocal Forms

τEmployment Status

τHiring Status

τEmployee Demographics



Candidate Status 
in 

NC SchoolJobspowered by People Admin



Verify Candidate Status - Steps

Home Page > Job Orders > District Job Orders > Job Order > Candidate Grid

1. Log into NC SchoolJobspowered by People Admin

2. Click on Job Orders then District Job Orders

3. Locate desired job order and click on Candidate Grid

4. Verify the StatusƻŦ ǘƘŜ ŎŀƴŘƛŘŀǘŜ ƛǎ ΨIƛǊŜŘΩΦ 
τ If status is not set to Hired, click on Statusthen click Hired. Completed 

appropriate fields, click Finalize.



Login to Applicant System



Access the Candidate Grid

2. From the navigation bar go to Job Orders > District Job Orders

Find the desired job order then click on the Candidate Grid



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



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 clicking on Hired .



LEA Configuration
in

HRMS



HRMS Home Screen
On the Home screen, click LEA Configuration under the Setupsection.



LEA Configuration Screen
On the LEA Configuration screen, click Applicant System Settings



Verify Applicant System Settings

τ±ŜǊƛŦȅ άIs your LEA HRMS integrated with an external Applicant 
System?έ Ґ Yes

Select Yesfrom the drop-down if needed.

τClick Submitto save



Entering the Hired Employee 
in 

HRMS



New Hires
In the Employeessection, click Employee Page



bŜǿ IƛǊŜǎΧ
Under Staffingclick New Hires



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



New Hire Form ςSteps 
If the new hire included a SSN, the 
New Hire form will appear.

1.Complete each New Hire form 
section:

Demographics
Position Assignment
Contract(if applicable)
Benefits(if applicable)

2.Complete the Finalize New Hire 
section:

Select Employment Status from the drop-
down
Select Hiring Status from the drop-down



New Hire Form ς{ǘŜǇǎΧ 
3.Enter/verify assignment 

information

4.Click Submitto save.



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

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:
τFirst Name
τLast Name
τStreet Address
τCity
τState
τZip Code
τDate of Birth
τHispanic/Latino?
τRace
τGender



{ŜŎǘƛƻƴ мΥ 5ŜƳƻƎǊŀǇƘƛŎǎΧ



{ŜŎǘƛƻƴ мΥ 5ŜƳƻƎǊŀǇƘƛŎǎΧ


