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Users Tutorial Objective

The Office of Human Resources has 
developed this User’s Tutorial to assist all 
users of the PV PAWS system with 
completing departmental HR functions that 
relate to completing and/or updating a position 
description, advertising/posting positions, 
learning about the pre-employment hiring 
steps and electronically seating successful 
candidates into positions via the Hiring 
Proposal.



This tutorial includes the following sections
to help you navigate through the PV PAWS system:

Section 1 Developing an Action
Section 2 Searching for an Action
Section 3 Viewing & Approving Pending 

Actions
Section 4 Searching for Positions
Section 5 Viewing an Application
Section 6 Recording an Applicant Status
Section 7 Completing the Hiring Proposal



Let’s Get Started!



Section 1

Developing an Action:
This section includes instructions on 
how to complete position descriptions 
for positions in the PV PAWS system



From the University’s home page, 
type in the following URL address: 
jobs.pvamu.edu/hr



You must create a user account 
before you can log in.  Click here 
to create a user account.



Fill in the following 
information to create 
your user account.



Click continue to submit your 
request for a user account.  
The Office of Human 
Resources will notify you by 
email that your user account 
has been approved.



After your user account is 
approved, login in here.  Type 
your user name and password.



This is the first page you will see after 
logging in. This page is called the 
Internal Site Page and gives you access 
view to active departmental positions.



Select one of four options from the 
“Job Description” menu on the left 
navigation link.  



The first option is “Begin New Action”.  
Click here. 



7 Records

There are seven “begin 
new action” records.  

Action allows for the creation of  a new budget position

Action allows for the creation and filling of a new budget position

Action reclassifies and changes position salary

Action reclassifies, changes  position salary & fills position

Action allows for position editing and routing for approval

Action allows for update edits and filling of position

Action allows for filling a position when no changes are needed

Choose an action and click 
the “start action” link.



(1)  Select any, or

(2) Select a specific class title, or
(3) Type the first letter of a class title, or

(4)  Search by title code

This is the Requested Job Title Page.  Choose one of four position search options 
to request a job title.

(5)  Click 
Search to 
continue 
to next 
page.



Selecting ANY will yield all the departmental position 
descriptions that you can access.   Or you may select a specific
position from the drop-down menu.

Choose a title and click 
select title to continue.



This is a continuation of the 
“Requested Job Title” page that 
reflects details of the position title.



Use the change classification link to 
change a class title when using the 
action to reclassify a position.

Click continue to next page



This is the “Position Details” page.  Type in all information 
relevant for the position you are creating.

Fields in red are visible to the 
applicant on the job posting.

Required fields are denoted 
with an asterisk.   



Select departmental users with permission 
to access position information using the 
greater and less than arrows to move 
users from the not selected block to the 
selected block.

Click continue to move to next page



The “Job Duties Page” is a builder page.  
Define the principle duties of the position 
using clear and concise statements.

Click “Essential Functions Checklist”
to determine if a task is an essential 
function of the job.



This is the Essential Functions Checklist page

“Close” to return to the job duties page.



To add job duty 
entries, click here.



Complete the following fields, then click add entry.



Click here to continue

Entries added can be viewed, edited or deleted.



This is the “Competencies & Relationships” page”.  Specify the 
necessary knowledge/skills needed to perform satisfactorily in 
the position.  Complete all section on this page.



Click here for definitions of 
supervisory responsibilities.



This is the Supervisory 
Responsibility Definition Page. 
When finished, click “close (X)” to 
return to the previous page.



This is the “FLSA” page.  Provide information to help determine the 
exemption status of the position.  Complete the entire FLSA page as it 
applies.

Determine whether the employee receives a 
predetermined amount of  compensation each 
pay period that can not be reduced because of 
any variation in the quality or quantity of the 
employee’s work.



When finished with the FLSA 
page, click continue to go to 
the next page.



This is the “Supplemental Documentation” page

Click attach to add a memorandum, a current and a proposed 
organizational chart, and to add a proposed job announcement.  The 
organizational chart will provide a visual representation of the
reporting relationships for the position.  Click continue to next page.



Attach documents by uploading into the 
system.  To upload a document, click on 
browse to search for the file that houses 
the document. Documents such as 
organizational charts are easier to attach 
when using the upload mode.

Click attach to add document and to move to the next page.

Documents can also be attached by 
pasting.  Documents such as 
organizational charts are easier to attach 
when using the upload mode.



Always click confirm to make 
sure documents are attached.



Attached documents can be removed or viewed.

Click to continue to next page.



This is the “Working Environment Conditions” page.  Provide 
information regarding the environmental elements and safety 
demands under which the work of the position will be performed. 
When finished click continue to move to the next page. 



This is the “Justification Page”.  Provide a statement 
justifying the need for the position.

Click continue to go to next page.



This is the “Budget Information” Page.  Enter budgetary 
data specific to supporting the position being created.

The “Date of Employment – From:” is 
the anticipated date the employee will 
fill the position (1st or 15th of the month).

The “Date of Employment – To:”
is August 31 of the current fiscal 
year.



The Requisition Form  generates the job posting. This 
includes the job summary, minimum education, minimum 
experience , skills required, etc. for the position to be 
advertised. The requisition form should be in alignment 
with the PDAQ.

The Requisition Form replaces the paper Request to Fill Vacant 
Position Form and initiates the notification that a position requires 
advertisement/posting. This form is found inside of all actions that 
have “…and Fill”.



Any field indicated in red will be 
visible within the job posting. 



Enter text into the required fields 
that are denoted with an asterisk. 



The posting and closing date will be visible once 
the job is posted; however,  only HR enter the 
posting and closing dates. Any information 
regarding a posting date should be included in 
the comments section of the PD Module. 



You may enter any question 
that you would like to ask the 
applicants here during the 
hiring process (i.e., Please list 
the various business software 
you have worked with).



Enter any external advertisement 
location for print or web media 
here. Please ensure that you check 
the box for the University’s 
webpage and TWC as these are  
the minimum posting requirements.



Comments Page

Type any comments relevant to the position.

Click here to continue



View Action Summary Page

To edit the 
information, 
click here 

Click here to:

• Save Action Without Submitting

•Submit to Hiring Authority

•Submit Action to Dean/Director

To print position summary, click here

Click here  to continue to next page



The details of your position 
description are NOT SAVED until 
you click on “Confirm”.
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