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PeopleAdmin 

Chancellor’s Fellowship Posting and Applicant Process 
 

 

Objective:  To create one standard VCCS posting where all candidate applications are maintained, 
and viewable by all colleges. 

 

Posting specifics:   Posting will remain open July 1st -June 30th.  Candidate applications will remain active 
through June 30th.   Candidates will be required to reapply each fiscal year. 

 

Please note:  Only SSC ATS can alter or update the content of the posting or any posting specifics on the 
VCCS Fellowship posting.   

Candidates will come in under College Review and are not to be moved through the hiring process on 
this posting.  Once a candidate’s application is reviewed by College HR and selected to move forward for 
an interview, they will be moved to a college-specific fellowship posting;  please refer to the section 
below for guidance on How to Copy Candidates to a posting 

 

 

Candidates that are identified for the College-Specific Fellowship Position will need to be moved to a 
College-Specific Internal Posting which will provide the Hiring Manager and Search Committee 
members access to the candidates.   Candidates on the VCCS Fellowship posting should not be moved 
past Under Review by College HR.   Please do not attempt to add a Hiring Manager or Search 
Committee member to the VCCS Fellowship posting.    
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How to review Candidate applications: 
College HR Representatives will have access to the VCCS Fellowship posting and candidates by logging 
into PeopleAdmin, clicking on the posting, and selecting the Applicant tab.       

* It is highly suggested to add this posting to your watch list so that it is easily accessible. 

 

 

 

 

 

Applicant profiles can be viewed by clicking directly on the applicant last name or by hovering over the 
ORANGE Action button after the name and selecting View Application. 

 

 

DO NOT MOVE THE CANDIDATE THROUGH THE INTERVIEW PROCESS ON THIS POSTING.  
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Report to Review and Share Candidates with Hiring Manager  
College HR can access candidate applications by either clicking on each individual application as 
described above or by running the following report: 

Log into the PeopleAdmin System and in the left-hand corner click on the three dots to access Admin: 

   Once in Admin, click on Data Management>Report Builder 

 

 

Locate the Fellowship Applicants report and click on the ACTIONS button to Download CSV 

 

This report can be saved and shared.  The report will provide candidate contact information, their 
desired college of interest, primary and secondary teaching discipline, and semesters they are available 
to teach.   
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Creating College-Specific Posting: 
Once you have identified viable candidates for your college Fellowship program, you will need to create 
an internal college-specific posting by copying the Chancellor’s Fellowship posting.  

Log into PeopleAdmin.   Select the module from the drop-down menu (three dots) in the upper left-
hand corner and select the Applicant Tracking System.  The bar at the top of the page will turn BLUE. 

 

Select the Postings drop-down and click position type ADJUNCT. This takes you into the Postings list 
screen where you can create new postings for a position already approved or manage existing postings.  
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Create a New Posting 
Click the orange Create New Posting button.  Choose how the posting will be added. 

 

Choices for creating postings: 

Create from Position Type:  ONLY for Adjunct or FWS 
• Creates a posting with minimal information auto-filled. 

Create from Posting:  
• Creates a posting by auto-filling information from an existing posting with which you can make any 

necessary changes.  
Create from Position Description:  

• Creates a posting by auto-filling information from an existing position. (Note: If you choose to create 
from a Position Description or Posting, you will be directed to the list screen. Hover over the Actions 
link and choose to Create From or View the listing and create posting from the summary screen]) 

 
 

Type Fellowship in the search field and the Chancellor’s Teaching Fellowships posting will populate.  
Click on the orange “ACTIONS” button and choose View Posting. 
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Click on Create Posting from this Posting  

 

 

Initial Page:  

The initial settings page allows you to save a draft in the system so that you can locate and work on it at 
a later time.  The only fields you will update on this page are:  College and Department 
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• Organizational Unit: Choose the College and Department where this posting will exist. (Note: if 
you create from a previous posting or a position description this information will autofill) 
 

• Click the orange Create New Posting button. 
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Posting Details:  
 
Fill out the fields. Any field outlined in red and/or marked with a *red asterisk is a required field.   
Click Next. 
Note:  An asterisk may be on the left or the right of a field.   
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Posting Detail Information: 
Update the Recruitment Type to AGENCY.   

 
 
 
Update the Start date, end date, Supervisor Name and Contact information.   
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Advertising Sources: 
Remove all advertising sources as this position was already advertised and you are posting this internally 
to move candidates from the VCCS posting into your college posting.  You will need to update the three 
required fields below.   Work Location City is an open text box. 
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HM/Initiator: 
Please ensure you complete this field or the hiring manager/initiator will not be able to view posting, 
candidates, or receive a notification when the position posts. 
 

 
 
 
Click the blue SAVE button then Click on the green checked tab Search Committee Members on the left-
hand side of the posting draft. 

 

 

 

Click the blue SAVE button and go to the SUMMARY tab on the left-hand side of the posting: 
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Click on the orange TAKE ACTION ON THIS POSTING and choose Move to SSC HR: 

 

 

The posting will be reviewed by SSC HR and moved to Internal Post.   Once posted you can move 
candidates from the VCCS posting to yours. 
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How to Copy Candidates to a posting: 
College HR Representatives will have access to the posting and candidates by logging into PeopleAdmin, 
clicking on the VCCS Chancellor’s posting, and selecting the Applicant tab.       

* It is highly suggested to have both the VCCS and your College-specific postings to your watch list so 
that they are easily accessible. 

 

 

 

 

 

Locate the applicant/s you wish to copy over to your College-specific posting by clicking on the box to 
the left of their name. 

 

 

Hover over the Large Orange ACTIONS button and select: Copy Applications to Posting 
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Scroll to find the posting you wish to copy the candidates over to and Select. 
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Select the workflow state you wish to move the candidates to keeping in mind that Search Committee 
Members will be unable to see applicants in the Under Review by College HR: 

 

 

Go to your College-specific posting and click on the Applicant Tab to view the applicants you copied 
over. 

 

You now can move the candidates through your interview process and create a Hiring Proposal for your 
final candidate.  
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Adding a Search Committee Member: 
 

Go to the Summary tab on the posting: 

 

 

Scroll down to Search Committee Members and click on edit: 
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Click on the BLUE “ADD EXISTING USER” button: 

 

Enter the VCCS employee’s name in the Search field and click on the BLUE “Search” button. Un-check 
the “Display…” box under Department if you want to see all employees even if they do not yet have the 
Search Committee Member user group assigned to their profile.  

 

Identify the employee you wish to add and click the BLUE “Add Member” button: 

 



Revised 10-16-20 
 

 

 

If the employee shows “pending” then you can click the Actions drop-down and select “Approve User” 
which will take you to the user profile and allow you to “Approve Request” click the back arrow on your 
browser twice to return to the posting. Once the employee has been added, click the BLUE “Save” 
button. 
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