e ——

Jlels
HJB)H

ErETEE

Missouri State.

U NI V E R S I T Y

The Nuts and Bolts of
Using the Online Applicant

Summary System
Office for Equity and Diversity
WWW.Mmissouristate.edu/equity



http://www.missouristate.edu/equity

e
Presented by

Christina Hicks
Compliance Specialist
&

Tony Adrignola
Graduate Assistant

1gg| Missouri State.

Office for Equity and Diversity



el  Missouri State.

N

Ethics Hotli

ne

About the Office
Filing a Complzaint
Search Resocurces
Education & Training

Disability
Accommodations

Religicus
Accommodations

Immigration

R S b Y

Office for Equity and Diversity

:” : . : . : , - ‘.-;'lie.&-‘ e M;@'{"
e - ' . s - : - . '. ~

o . T — . - - . & F& - B - A4
il

>
AL

b

-
-~

.

n".,..

Academic Searches

Professional &
Administrative Staff
Searches

Additional Search
Resources, Forms,
Templates & Policies

Recruitment Rescurces

Affirmative Action Plan

.




Home Fage

Search Resources

Professional &
Administrative Staff
Searches

Additional Search
Resources, Forms &
Templates

Recruitment Resources

Affirmative Action Plan

To log on to the
Online Recruitment
Plan, Applicant
Summary, and

Missouri State > Equity and Diversity = Search Resources = Academic Searche:

Equity and Diversity

Academic Searches

Academic Searches

The Academic Search Process: Guidelines for Hiring Faculty and Academic Administrators

Search Questions & Answers

Academic Positions (job vacancies)

dnling Recruitment Plan, Applicant Summary and Employment Offer Bequest
Faor searches posted after July 1, 2008

Affirmative Action Self Identification form (word format)
Affirmative Action Self Identification form (pdf format)

Applicant Disclosure Form

Employment Offer Resources for Searches posted before July 1, 2008
R lick thi . . . L
equesft sieciile Applicant Summary - used to develop list of applicants, approve searches for interview and close
link. Searches
Employrment Offer Request
Missguri State University - Copyright 2008 Board of Governors, Missouri State University - Disclaimer - Accessibility - EQUAA

Contact Information - Maintained by: Eguity and Diversity - Last Modified: August 21, 2008
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Missouri State University = Log In

Log In

The httodisww we. missouristate eduwHiringdogin. aspx Flogin=oncampus&ReturmUn=mhirnogDelfawlt aspx site has requested your
credentials.

To continue, please enter yvour Missouri State University user ID and passwaord below then click the Log [ button:

User ID:
Example: abcl22 or abcl23s

Fasswaord:

E}EEI’I’IF'IE: FEFFFFEIFFF

To protect your personal data, you must close your web browser before leaving this computer

Be wary of any web page that asks you for your user 1D and password. Secure Missouri State University web pages that ask you for your
user D and password will generally have web addresses that beagin with htipsdcams. missouristate.edy. In addition, your web browser
should visually indicate that you are accessing a secure page.

Missouri State niversity - Copyright 2005 Board of Governors, Misscuri State University - Disclaimer - Accessibility - ECVAL
Maintained by: Web Services - Last Modified: September 10, 2008 - URL: http://cams misscuristate edu/logind
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Summaries Needing My Approval

Create New Search These summaries need your approval before they can continue.
Create B . _
tdministrative/ Professional Search Number Position Title | Phase Action

Staff Search
Instructor Approve Recruitment Plan | View

Create Faculty/Academic
Administratar Search

My Searches
To create a Search Guidelines Y
new search Administrative/Professional Mo searches were found.
select the Search Guidelines
search that Faculty/Academic Search Searches in My Area
pertains to Guidelines
the Search Number | Position Title ' Phase Action
department Administration
Hiring Admin test fwo Interview Applicants | View

test title Contingency Checks | View

Mizsouri State University - Copyright 2005 Board of Governors, Missouri State University » Disclaimer - Accessibility - EC/AA
Maintained by: Cffice of Web and New Media - Last Modified: September 10, 2008 - URL: https:/fwww. ws. missouristate. edu/hiring/Default. aspx




Hiring
Create Search Questions for a staff search

About Your Search

Are you requesting to shorten the standard advertising period? A typical advertising period is 3 weeks.

JYes @ No

Are you requesting to use an applicant pool from a current search of the same position? (advertised
within 60 days)

@ Yes ()No

Please specify the search number:

Is this position only for current full-time university employees?

_Yes @) No

Is this search to be conducted in a limited recruitment area? (i.e., local versus regional)

‘Yes '_'No
Is this an acting or interim position? These queStionS
Yes @ No are used to
determine if the
search is abridged
or standard.

Special Circumstances

Is this position to be filled under the dual career assistance program?

JYes @ No

Is this hire being made under the diversity hiring program?

Yes @ No

Is this search valid under a special agreement? (i.e., grant)

'Yes (@ No

| Continue |




Hiring
Create Search Questions for an academic search

About Your Search

Are you requesting to shorten the standard advertising period? A typical advertising period is at
minimum 30 days.

'Yes '@ No
Are you requesting to use an applicant pool from another search?
@ Yes ()No

Please specify the search number:

Is this position only for current full-time university employees?
JYes @ No
Is this search to be conducted in a limited recruitment area? (i.e., local versus regional)
_'Yes ( 'No
There is no time to engage in any reasonable recruitment activities. For example, it is only 3 weeks
before classes begin.

Yes (@ No

Special Circumstances These queStionS
Is this position to be filled under the dual career assistance program? are Used tO
DYes @ No determine if the
Is this hire being made under the diversity hiring program? search is abridged
Yes ®No or standard.

Is this search valid under a special agreement? (i.e., grant)

JYes @ No

| Continue |
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P e O The search chair or
. Hiring Administrator
Hiring .
must provide a
Create Search detailed justification
for abridging a full
Abridged Justification search process.

Please provide a detailed justification for abridging the full search process. You must also include how
you plan to fill this position.

1900 characters remaining.



The position information
section assess if the hiring
unit has Affirmative Action
goals. If the title of the job
is not available in the job
code section, pick a similar
position for the job code.
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