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PeopleAdmin has been upgraded! 
• The UNT System now has a single site for all locations featuring mobile 

friendly, cloud-based software. 

Changes to Hiring & Position Management 
• Academic Resources continues to be your contact group for faculty , research faculty 

(research professors) and professional research positions (research scientists and 
postdoctoral research associates). 

• Existing faculty searches in the old Facultyjobs (PeopleAdmin) system remain active. You 
can still review the posting, candidates will still be able to apply, and candidates can still be 
moved through the hiring process and dispensed as non-selected in the old system.

Adjunct Postings 
• Academic Resources continues to be your contact group for adjunct postings. 

• Adjunct postings in the old system will be used through the summer of 2020. 
• FY 21 adjunct postings can now be posted in the new system.  



START WITH THE POSITION –IT ALL BEGINS WITH ePAR!1
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2 POST AN EXISTING POSTION WITH CHANGES

POST AN EXISTING POSTION WITH NO CHANGES-This 
is required for all faculty postings!

1 CREATE A NEW POSTION 

START WITH THE POSITON- It all begins with ePAR! A position must 
match how it is to be posted prior to posting in PeopleAdmin.

Three scenarios

3



CREATE A NEW POSTION-ePAR HINTS
Departments will need to submit an ePAR to create and post  a new faculty position. 

• Type of ePAR:  Vacant Position/New/Chg/End

• Action: New  Position-Faculty/Grad

• Effective date:  9-1-XX (or other appropriate date – the PAYROLL start date of the position)

• Enter the desired job code - use highest rank if requesting multi/open rank.  Be sure to use 
the right job code for Lecturer rank faculty who are on a multi-year appointment

• Reports to:  position number of direct supervisor

• Annual Salary should be the 9 or 12 month salary. 
• When annual salary is entered you will need to identify the source of funds. 

• Click on the “Post Job upon Final Approval” box to activate VPAA 130 questions 

• The VPAA  131 must be submitted as an attachment





Source of Funds
The funding source for the position should be indicated when 
known.
Ensure that funds match between source of funds and the fund 
listed in the Budget section of the ePAR
When unknown, complete as shown below and make sufficient 
notes on the ePAR and/or attach relevant communications 
indicating the source of funds.
An ABA will still need to be completed to transfer these funds to 
cover the position expense. 



Department Budget Data
Indicate the chart string(s) where the position will be 
encumbered/paid.
More than one line can be entered if needed.
Ensure Fund matches source of Funds (i.e. if source of funds is 
800001, then department budget data must reflect fund 
800001.
Generally, the funding end date is not used.





POST AN EXISTING POSITION WITH CHANGES-
ePAR HINTS

Departments will need to submit an ePAR to post an existing faculty position with changes. 

• Type of ePAR:  Vacant Position/New/Chg/End

• Action: Change Position Details

• Enter position number

• Effective date:  9-1-XX (or other appropriate date – the PAYROLL start date of the position)

• Enter the desired job code - use highest rank if requesting multi/open rank.  Be sure to use 
the right job code for Lecturer rank faculty who are on a multi-year appointment

• Reports to:  position number of direct supervisor

• Annual Salary should be the 9 or 12 month salary. 

• If salary is adjusted the Identify Source Funds box will appear

• Click on the “Post Job upon Final Approval” box to active VPAA 130 questions

• The VPAA  131 must be submitted as an attachment









POST AN EXISTING POSITION WITH NO CHANGES
Departments will need to create an ePAR to post an existing faculty position with NO changes. 

• Type of ePAR:  Post a Job

• Click the “Position (without changes) radio button

• Enter the eight digit position number

• Effective date:  9-1-XX

• The current position data will populate-no changes are allowed. 

• Complete the VPAA 130 questions

• The VPAA  131 must be submitted as an attachment







PeopleAdmin Basics
Once the position is established via ePAR, the posting is generated in 
PeopleAdmin. 
Log into PeopleAdmin via the employee portal: my.untsystem.edu



PeopleAdmin Basics

Modules
1. Applicant Tracking
2. Position Management
3. Performance Management- staff only

Locate where you are in the system (which module) by 
using the box in the upper left hand corner of the screen
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PeopleAdmin Basics

Check your User Group-this is 
located in the upper right hand 
corner of the screen and defines 
what you can see and do



PeopleAdmin Basics

Most of the actions you will need to take 
when moving a posting or applicant 
through the workflow process will be 
located in the pull down menu on the 
upper right hand side of the screen



PeopleAdmin Basics
Updating Preferences



ESTABLISHING  THE POSITON IN 
PEOPLEADMIN

Once the positon is established and approved via ePAR, Academic Resources will 
ensure it is established appropriately in PeopleAdmin, and then initiate the posting. 
• Academic Resources will create the skeleton posting.
• Positions that are filled at the time of posting will have a “T” added to the end of 

the position number field. 
• The Search Committee Chair Serves as Initiator for Faculty postings.
• The Search Committee Chair will edit as needed and route the posting through 

the electronic workflow approval process. 



CREATE THE POSTING
Posting Workflow

The office of Equal Opportunity continues to review posting 
language and search committee composition for compliance.



RECRUITMENT PROCESS
Viewing  Applications



RECRUITMENT PROCESS

Options for reviewing candidate 
documents are located in the pull 
down underneath the “Actions” 
pulldown available for each candidate



RECRUITMENT PROCESS
To move a candidate through the workflow, use the pull down menu to 
locate the appropriate action.   



HIRING & ONBOARDING

• Once the terms of an offer have necessary approvals, Academic 
Resources will send the letter to the candidate, and change the 
status of the candidate to cleared for hire.

• The current offer letter process will remain unchanged.
• The current onboarding process is currently unchanged.  The 

implementation of a new onboarding system is coming soon. 



RECRUITMENT PROCESS
Faculty Candidate Workflow

The “Not Selected” status requiring a  
reason for non-selection is still used!



Contact Us!  We are here to help.

Hurley Administration Building, Suite 370  ** 940-565-2550 **  Academic.Resources@unt.edu

Brandi Everett-565-3951 Tami Patterson- 565-3953

Melissa  Holland- 565-2673 Davelyn McCartney 940-565-3512 Chance McMillan 940-565-2138
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