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PeopleAdmin Modules
Applicant Tracking (Hire)
• Post position
• Generate Hiring Proposals
• Access to positions as a search committee member

Position Management (Positions)
• Update position descriptions
• Supervisors can access their direct reports
• Stipend and Adjunct actions

Performance Management (Evaluations)
• 3 month, 6 month and annual evaluations
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• Logging in
– Login with your Username and 

Password
• New Users

– New users can request a new user 
account by clicking on Request an 
account.  This will put the user in 
pending status.  The system will 
send an email to the Administrator.  
The Administrator will have to 
approve the user before they can log 
in.

• Note:  Shepherd employees should 
not request a new account because 
you should already be in the system

• Forgot your Password?
– If you forgot your password, click on 

Request a password reset and the 
system will email you a link to reset 
your password.

Login Page
jobs-shepherd.peopleadmin.com/hr
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Home Page
Module Section
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Create a Posting
• On the Postings tab, select the type of position (staff, student, faculty) that 

you would like to create.  

• Select 
• The Create New window option will appear
• Choose your selection from the list – Create 

From Position Description will be the selection most used
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After selecting Create New Posting, you will go to the Position Details 
page.  On this page is where you will see all of the information about the 
position.  You will need to enter the supervisor’s name and phone number.  
Then, click Save & Continue.

You will move through the selections and complete the 
necessary information on each tab.
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Enter the email 
addresses for the 
search committee 
members.  Please 
enter each 
address on a 
separate line.

After the email addresses are entered, 
click Update Guest User Recipient List.  
At that time, the search committee 
member will receive an email. 
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Click Add Existing User then 
the pop-up will appear for 
you to enter the names of 
the search committee 
members.  Once all of the 
members have been added, 
select Save and Continue.
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Select the correct 
recipient from the list. 

Once the recipient is selected, you will see 
this pop up box.  Enter any comments that 
you may have and click Submit.

The posting will continue through the approval and 
make its way back to HR for posting.  Once the 
posting is active, online applications can be received.   
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Approve a Posting
1. Login to the system to view your Dashboard.
2. Make sure the correct User Group is selected.
3. The postings tab will show the number of actions awaiting approval.
4. Select the posting that you want to view.
5. Review the posting and if the information is correct, click on Take Action on 

Posting.  Your view will be different based on your level of access in the 
system.

6. Under Workflow actions, select where the action should be sent for the next 
approval. 
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Reviewing 
Applications 

1. Applications may be accessed by viewing the posting.  
From the Welcome Page, hover over the Postings 
heading and select the position type (Staff or 
Faculty).

2. From your list of postings, click on the title of the 
posting you want to view.

3. Select the Applicants tab.
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4. Select the name of the applicant that you want to view.

5. The application will contain the applicant’s employment 
history, education, reference contact information and any 
attachments such as resume, cover letter, etc.

6. At the bottom of the application, there is a feature that will 
combine the application and attached documents into one 
PDF document.  To view, select Combined Document and 
Generate.
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Creating a Staff 
Hiring Proposal

1. Select the applicant’s name that you would like to hire.

2. Select Start ATS Hiring Proposal.

3. Complete all of the required information.  Most information will populate from the 
application and posting information.

4. After the information has been completed on the hiring proposal, select Save and 
Continue, click on Take Action on Hiring Proposal and under Move Directly To, 
select the next approver.

5. You will receive the Take Action pop up where you can enter any comments and 
then click Submit.  

6. Once the action has been submitted to the next level, you will see this message in 
the upper left corner of your screen.

7. The action will continue through the system until all approvals have been received 
and the action is finalized.
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Approve a Hiring Proposal
1. Login to the system to view your Dashboard.
2. Make sure the correct User Group is selected.
3. The postings tab will show the number of actions awaiting 

approval.
4. Select the posting that you want to view.
5. Review the posting and if the information is correct, click on 

Take Action on Posting.  Your view will be different based on 
your level of access in the system.

6. Under Workflow actions, select where the action should be sent 
for the next approval. 
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Search Committee 
Member Instructions

1. Login to PA7 (jobs-shepherd.peopleadmin.com/hr). If you do not know your 
username, please reach out to someone in HR to have this sent to you.  All 
current Shepherd employees have a username; you will not need to create a 
new username.

2. Make sure the correct User Group (Search Committee Member) is selected.
3. Click on the 3 blue dots in the upper left hand corner and select Applicant 

Tracking System.
4. Click on the drop down arrow beside Postings in the blue bar at the top of 

the page.
5. Select the type of posting for the position (Staff or Faculty).
6. The position(s) that you have access to will appear.  Click on the position title 

to go to the posting.  
7. Once in the posting, select the Applicants tab to view the applications. 
8. Click on the last name of the applicant to view their application information.  
9. To add this posting to your Dashboard, click on Add to Watch List. This will 

provide quick and easy access to your posting and applications from your 
dashboard.


	PeopleAdmin 7�User Instructions
	PeopleAdmin Modules
	Login Page�jobs-shepherd.peopleadmin.com/hr
	Home Page
	Create a Posting
	Slide Number 6
	Slide Number 7
	After selecting Create New Posting, you will go to the Position Details page.  On this page is where you will see all of the information about the position.  You will need to enter the supervisor’s name and phone number.  Then, click Save & Continue.
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18

