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Objective

To gain a thorough understanding of  the 

PV PAWS  and PV PATH Faculty 

modules, enabling their effective use to 

initiate and process faculty hires.



Users Tutorial Objective

The Office of Human Resources has developed this 

User’s Tutorial to assist all users of the PV PAWS 

Faculty Module with completing departmental HR 

functions that relate to initiating, reclassifying, and/or 

updating a position description, advertising/posting 

positions, learning about the pre-employment hiring 

steps and electronically seating successful 

candidates into faculty positions via the Hiring 

Proposal.



Table of Contents 

This tutorial includes the following sections to help you 

navigate through the PV PAWS Faculty Module:

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 

faculty position descriptions in the PV PAWS system.



You must create a user account before you 

can log in.  Click here to create a user 

account.



From the University’s home page, type in 

the following URL address: 

jobs.pvamu.edu/hr



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 to view 

active departmental positions.



Select one of four options from 

the “Job Descriptions” menu on 

the left navigation bar.  



You may select one of four option 

under the “Job Descriptions” menu. 

The first option is “Begin New Action”.  

Click here to begin the Faculty action. 



There are seven “Begin 

New Action” records for 

faculty.

Choose a faculty action and click the 

“Start Action” link.

Use the action 

descriptive to 

determine which 

action needs to be 

created. 

Note: Please ensure that if you are creating a faculty position description, 

you have selected the appropriate faculty action option. 



(5)  Click Search to continue to next page.

This is the Requested Job Title page.  Choose one of four position 

search options to request a faculty title (classification title).

(1) Select, any, 

or 

(2) Select a specific 

faculty title (classification 

title) by using the drop 

down menu
(3) Type the first letter of the 

faculty title (classification title) 

(4) Search by Title Code 

Click “Search” 

to continue to 

the next page



This is a continuation of the “Requested Job Title” 

page that reflects the details of the faculty title 

(classification title) selected.



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 

relevant information for the faculty position you 

are creating. 

Required fields are denoted with an 

asterisk.

Fields in red are visible to the applicant 

in the job posting.



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 “Position Responsibilities” page is a “Builder” 

format page. Define the primary position 

responsibilities of the faculty position use clear and 

concise statements. 

Click on the “Essential Functions 

Checklist” to determine if a task is an 

essential function of the faculty 

position. 



This is the “Essential Functions Checklist” page.

“Close” to return to the job duties page.



To add position responsibility 

entries, click here.



Complete the following fields, then click 

“Add Entry”.

Click on “Add Entry” 

when finished.



You will need to enter the “Responsibility/Duty 

Type” based on the drop-down menu provided 

for each position responsibility entered. 

Responsibility/Duty Type may only be 

indicated as Administrative, Teaching, 

Research, Service or Other.



Position responsibilities added can 

be viewed, deleted or edited. 

Click continue to move to the next 

page when finished.

Percent of duty total must be 100%  

for this page to be complete.



This is the Proficiencies 

& Affiliations page.

This page requires you to enter the 

proficiencies and affiliations the faculty 

position must have or be involved in. 

-A proficiency is a competency displayed in discipline or field. 

- An affiliation  is any required association, membership or 

involvement the faculty position is expected to maintain or be a 

part of. 

Click continue to move 

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.  



Always click confirm to 

make sure documents are 

attached.



Attached documents can be removed or 

viewed.

Click to continue to next page.



This the Occupational (Classroom/Laboratory) Conditions page. 

This page captures the type of class room and laboratory 

conditions the faculty will be exposed to. 

Select the Level that is most 

closely related to the 

conditions the faculty will be 

exposed to. 

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 move to the next page. 



This is the “Budget Information” Page.  

Enter budgetary data specific to supporting the position being created.

Tenured and Tenure-Track faculty  

will have beginning date only. 

Non-tenure and adjunct 

faculty will have  a 

beginning and end date of 

employment.

The “Date of Employment –

To:” is May 31 of the current 

academic year.

The “Date of Employment – From:” is 

the anticipated date the employee will 

fill the position (1st or 15th of the month).



This is the “Start-up Costs” page. This page is 

used to capture any potential expenditures 

associated with the establishment of a new hire.

Review the instructional text below 

before completing the embedded “start-

up cost” worksheet. 

Click on “here” to access the 

“start-up cost” worksheet. 



This is the “Estimated Start-up Costs” worksheet. 

Indicate the information for each column below. The 

object of this worksheet is to calculate the estimated 

net start-up costs associated with the position.



You will then need to determine the “Estimated  Total 

Start-up Cost” by calculating the sum of the dollar 

amounts entered in to the “Amount” column. 



You will then need to indicate the Research 

Grants & Income sources  the position will 

bring to the University. 

You will then need to determine  

the “Total Grants/Income” by 

calculating the dollar amounts 

entered in the “Amount” column.

To determine the “Net Start-up Costs, you need 

to subtract the “Total Start-up Costs” minus 

“Total Grants/Income”. 



You will need to save the “Estimated Start-up Costs” 

worksheet and the attach it to the appropriate attachment slot 

on the “Supplemental Documentation” page.

Click continue to move to the next page. 



This is the “Initial Year Courses” page. 

This page captures  the courses to be 

taught for each semester (session). 



This page is a “Builder” format. 

Click “Add New Entry” to begin 

entering courses.



Enter the information for the 

courses to be taught in the 

fields below. 

Click on “Add Entry” 

when finished.



Percentage of time indicated on this page should be 

equal to the figure given on the “Teaching Responsibility” 

field of the “Position Responsibilities” page. 

Click continue to the 

move to the next page.



This is the “Other Responsibilities” page. This page captures 

Areas of Expertise, Scholarly/Research Activities and 

Service/Other Contributions. Complete each field below.

Continue to move to the next page.



The Requisition Form  generates the job posting. This includes the 

job summary, details about the Search Committee and potential 

advertising media, etc. You will need to need complete the “Job 

Summary/Basic Function” field to include the general information 

about the position, the department, the College, etc. that the hiring 

department would like to appear in the job posting. 

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 in 

all actions that have “…and Fill”.



The Search Committee members must be 

listed. This information is needed to release 

qualified applicants to the Search Chair 

using a Guest User account.



Indicate the documents required to be attached by applicants. 

The documents selected by the hiring department are the 

documents that will be required for applicants to successfully 

apply to a faculty position.



List any pre-screening questions related to 

the minimum qualifications that  you would 

like to ask all applicants. These questions 

should not be interviews questions. 



Indicate the advertising media the department 

would like the position placed in. This information 

will be used to obtain advertising quotes.

Any advertising media not 

provided on the list can be 

indicated here. 



This is  the “Comments” page. Type any relevant 

comments in the designated comments field for 

your user type. (i.e., Creator).

Click continue to move to 

the next page. 



To route the action, click the radio 

button for the appropriate level. 

To edit information, 

click on the “Edit” link. 

Click “Continue to move to the next page.

To print the position 

summary, click here. 



Click “Confirm” to 

successfully route the action. 



For questions regarding the PV PAWS system please contact:

Elmary Wells

Human Resources Specialist 

Office of Human Resources

(936)261-1723

elwells@pvamu.edu

or 

Jana Smith

Employment Analyst 

Office of Human Resources

(936) 261-1729

jbsmith@pvamu.edu


