
 

 

 

 

Creating a Hiring Proposal 

1. Login to PA 7 (https://jobs-shepherd.peopleadmin.com/hr) and change your User Group to 
Applicant Reviewer. 

2. Navigate to the Applicant Tracking Module, select Postings, select Staff or Faculty and then 
select the posting that you will use to create the hiring proposal.   

3. Select the applicant’s name that you would like to hire.  If you have not already moved their 
application through the workflow process (Interview Pending, Interviewed, Recommend for 
Hire), you will need to do this now.  Once the application is in the Recommend for Hire status, 
you will be able to start the hiring proposal. 

4. Change your User Group to Assistant or Supervisor to allow you to start the hiring proposal.  
5. Select Start PD Hiring Proposal (Staff) or Start Faculty Hiring Proposal (Faculty). 
6. Confirm that the position number that you are hiring the employee into is the correct one.  If 

this is not the correct position number, select the correct one from the list. 
7. Complete all of the required information.  Most information will populate from the 

application and posting information.  You will need to enter the employee’s date of birth and 
social security number.  Without this information, the action cannot be processed.  Make sure 
the Budget Information has been entered on the action.   

8. 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. 

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

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

 

11. The action will continue through the system until all approvals have been received and the 
action is finalized. 
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