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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.
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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
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.
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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
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Let's Get Started!
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Section 1

Developing an Action

This section includes instructions on how to complete
faculty position descriptions in the PV PAWS system.
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PRAIRIE VIEW A&M

A Member of the Texas ABM University System

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

CREATE USER ACCOUNT @ accou nt

Flease login to the system using your User Name and Password, If you do not have a User Name and
Pasaword assigned, click Create User Account,

User Name:

Password:

ou are about to login ko a secure system, When
you are finished, please click Logout to ensure
that athers with access bo vour computer cannat
view the information in the syskem,




@hl hikkp: e, preamo, edufpages) 1. asp
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Ly

, PR.A,[:RIE. VIEW A&M From the University’'s home page, type in
Qo T, | the following URL address:

jobs.pvamu.edu/hr

Home | Calendar | Academic Affairs | President's (

ﬁHnme @Student Portal 4] Panther Email % Printable Yersion

A ATHR oS % T - ) -1 ELE ry
~ A Legacy of Greatness
Cruring this wear long celebration of 120 yvears, Prairie View AZM University honors its heritage and traditions, alumni, students,
faculty and staff. While commemaorating the past, future excallence must be the impetus.

hat do the years mean™ If they are filled with the honest aneat of sendce to humanity...the yvears are a benediction. Founded,
symbalically, upon the ruins of 3 slave plantation, this college waz authorized in the spirit of fair play..where wisdom woold not allow
vengeance to tivmph ower justice. The humble student, from evens nook and cranny in the land, has left the echo of his laughter
upan the wind, his hopes within the luking shadows of aur hillz and by-weays, The giants, the world-shakers, have stood anour hill to
mingle their zearch for truth with the fledgling's hope for life.

"The First Sewenty-Five “rears, 1876 - 19541, Prairie Wiew AZM College of Texas' by D George B, Waolfolk

Browse Categories [l

Current Students _E;{-T END
Prospective Students - o

Alumpni & Friends PVAMU IN THE NEWS THE VIEW
Faculty & Staff Black History Month GIVING AT PVAML

: About .F"-.-'F'.W!LI Click here For a Full ist of Black History Month events and activities,
Alurnni & Friends
b athletics
b Finance & Administration mare
b Institutional Relations & Public PYAMU Awarded %$1million Grant from National Science Foundation
Service Four Faculty members in the electrical engineering department at Prairie Yiew A8
Library University were awarded a $1millian grant from the Mational Science Foundation (NSF) For

finline Sarvices a research project on modeling and kesting of advanced mixed signal systems,
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CREATE USER ACCOUNT

JOBS@PVAMU

Create User

LJsers can submit a user account to HR for approval and will be natified by HR if the account has been
approved. Please fill in the following information to create your account, Click the cancel button to refurn

to the logi . “p - . . )
" Fan P Fill in the following information to
*Required information is denoted with an asterisk, create your user account.

Create User

+ JsErname
Must be between & and 20 characters

4 Password
Must be between & and 20 characters

* Canfirm Passward

* First Name |

* Lask Mame |

* Employee ID

Title

Phone Mumber | extension

 Erail I
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|
USRS e |

CREATE USER ACCOUNT

* Last Name |

* Employee ID

Title:
Phiane Mumber fextension |
4 Email |
s Praitie Yiew Email address anly,
Mot Selected Selected
Aiad For Coll Excell A Mot Assigred
>
Academic Advisor E
Academic Advizory P
* Department Bicadernic Affairs
Bccounting & Infarmation &
Accounting Services
Accounting, Finance, Mis
Bocounts Payable b

Click continue to submit your request for
a user account. The Office of Human

© subrit for Approval Resources will notify you by email that
CANCEL || CONTINUE your user account has been approved.
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A Member of the Texas ABM University System J 0 BS@PVAM U

CREATE USER ACCOUNT User Lﬂgil‘l

Please login to the system using your User Name and Password, If you do nat have a User Name and
Password assigned, click Create User Account,

User Name: |

Password: | |

Your are about ko log in o a secure syskem, When
woul are finished, please click Logout to ensure

that athers with access ko wour computer cannok
wiew the information in the system,

After your user account is approved,

login in here. Type your user name
and password.



JOB POSTINGS

YIEW ACTIYE
YIEW HISTORICAL
SEARCH HIRING
PROPOSALS
JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME
CHANGE PASSWORD
LOGOUT

;’@“5 PRAIRIE VIEW A&M

A Member of the Texas ABM University System

JOBSQPVAMU

+ 'Welcome Sample Creator, You are logged in.

Hiring Manager's Guide

YWisw | Download

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.

M To view the position details, click on the "View" link below the Title, To sort by any column, cli
arrow next 1o the calumn title,

oh the

Active

/

6 Records

Classification | gy Posting A.pps In Posting | yry Closing Fustlng
U it Upate | D pate | i Department | M g

Agri Program
Aide
View

Senior Student
Recruiter
Vigw

Admin Secretary

0400032

0400031

1A G

1

02-16-2006  03-01-2006

02-01-2006  03-01-2006

o S T ste e B ininrs

Sample Ofice

Sample Office

e | = SRR

Remaved from Web
I Designate
| " Position

a5 Filled

icancel

Remaved from Web
I Designate
| " Pasition
a5 Filled

Cance|

Remaved from Web
i Designate
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JOE POSTINGS S I t f .I: t .I:
YIEW ACTIVE + 'Welcome Sample Creator, You a elect one or Tour Op I0NS 1Trom
YIEW HISTORICAL £ 0 0 1)
CEARCH HIRING the “Job De_scr_lptlons menu on
et the left navigation bar.
JOB DESCRIPTIONS
BEGIM NEW ACTION
SEARCH ACTIONS Hiring Manager's Guide
PENDING ACTIONS e, o
SEARCH POSITIONS
M Ta view the position details, click on the "iew" link below the Title. To sort by any calumn, clidk on the
/) 2 arraw next to the column title,
CHAMGE PASSWORD
LOGOUT
Active
b Records
Classification | gy Posting A.pps In Posting | yry Closing Posting
W i Upate | D pate | M Department | Ko J o
Agri Program Removed from Wn'a:h
Aide 0400032 1 02-16-2006 03012006  Sample Office | [P aele
i Cancel ' Position
Ve
a5 Filled
Senior Student Removed fram Wﬂth
Recruiter 0400031 1 02-01-2006  03-01-2006  Sample Office | [izele
Wi Cancel ' Position
iew
&5 Filled
Removed from 'Web
Admin Secretary A e - P N s =T B e s P s R 1 Designate




JOB POSTINGS

YIEW ACTIYE
YIEW HISTORICAL
SEARCH HIRING
PROPDSALS
JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME
CHANGE PASSWORD
LOGOUT

;’@“5 PRAIRIE VIEW A&M

A Member of the Texas ABM University System

+ Welcome Sample Creator, You are logged in. You m ay select one of four OptiOn

under the “Job Descriptions” menu.
Wl The first option is “Begin New Action”.
Click here to begin the Faculty action.

Hiring Managet's Guide
Wiew | Dowrload

JOBS@QPVAMU

M Ta view the position details, click on the "View" link below the Title, To sort by any calumn, click on the
arraw next 1o the calumn title,

Active

6 Fecords

Classification | gy Posting A.pps In Posting | yry Closing Posting
U Jite Upste | Dpate | MDepartment | gt

Agri Program

dide 0400032 1 02-16-2006 03-01-2006
View

Senior Student

Recruiter 0400031 1 02-01-2006  03-01-2006
Vigw

ndmin EEErEtar.’. AT In] S e o e

Sample Office

Sample Office

P PR o S

Remaved from Web
I Designate
| " Position
a5 Filled

icancel

Remaoved from Web
I Designate
| " Position
a5 Filled

Cance|

Remaved fram Web
i Designate




” PVAMU User Site - Windows Internet Explorer

S

|Hl|:ﬂf&59

Choose a faculty action and click the
“Start Action” link.

v|§|‘f X |3':: Search

@ PRAIRIE VIEW Al&M

A Member of the Texas ABM Universith System

J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

Note:

faculty.

An Affirmative Action/Equal Opportunity Employer

Exthiem® 0N [0 create a new position.
BYDce used in reorganization where new paositions are being 80
created.

20 Position (Faculty)
Start Action

LUse this action to create and post a new position.
New Position and Fill (Faculty) This action creates the position description and the requisition to

Start Action post in one step. =
May be used to hire temporary staff.
Ise this action to redassify a position from one title to another and
Reclassify [Cha Positio to change position salary.
Euasiny e n The original position description must first be in the system to use
e iaastl this action ot
e Ifitisn't already in the system, fill out the Mew Position and Fill
action to add it. \
IUse this action to redassify a position from one title to another, to
change position salary, and to post a vacant position.
Reclassify/Change Position This action modifies ﬂ'_““; posiﬁnn des_cripﬁun and creates the
Salary and Fill (Faculty) requisition to post in step. 110
. The original position description must first be in the system to use
Start Action - ;
this action.
Ifitisn't already in the system, fill out the Mew Position and Fill
action to add it.
Update Position (Faculty) Ise this action to update an employee's position description. 170
Start Action The original position must first be in the system to use this action.
Update Position and Fill IUse this action to update and post a vacant budgeted position,
(Faculty) This action creates the position description and the requisition to 130
Start Action postin one step.
Request to Fill (No Change to  Use this action to re-post an existing budgeted position when no
Position) (Faculty) changes to the position are needed. The original position must first 140
Start Action be in the system to use this action.

h-5 &
5 0EE |4 | There are seven “Begin
New Action” records for

- @Page - _@- Tools =

[

Use the action
descriptive to

determine which
action needs to be
created.

you have selected the appropriate faculty action option.

Pl2ase ensure that if you are creating a faculty position description,




{= PVAMU User Site - Windows Internet Explorer

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

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

PR_@IRIEW_;IERR}\A&M - | B A Jﬂf"" l

A Member of the Tex .as :ah'l University System Jo BS@PVAM U

J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

| . 'INEIED* Test Creator. You are logged in with Department View.

Create New Position a

.. lproficencies| ___. ] Dccupational

om/ Laboratory or

Requested [0

(4) Search by Title Code

Search Titles

Title Code: | Classification title:

fs:—:nncu | cearresurs | /

CANCEL |

. (2) Select a specific
Click “Search” faculty title (classification

to continue to (3) Type the first letter of the title) by using the drop
the next page - faculty title (classification title) down menu




{= PVAMU User Site - Windows Internet Explorer |:”E”g|

(£ I®M This is a continuation of the “Requested Job Title” ) | |22
N— page that reflects the details of the faculty title

W [

=>=== (Classification title) selected

O PRAIRIE MEW A&M
A Member of the Texas ABM University System JO BS@PVAM U

An Affirmative Action/Equal Opportunity Employer

»»

- B dey v ;b Page v {f Tools ~

JOB POSTINGS Requested 201060 iti Froniciencies Supplemental Jceupatonal L Budget all| Ao Otheffal
: S & — | (Classroom/Laboratory) | Justification : up | Year -

VIEW ACTIVE Job Title EGTEREEE T ENITEE Affiliations Documentation Conditions Information Costs | Courses Responsil

VIEW HISTORICAL — ———— |

SEARCH HIRING

PROPOSALS

JOB DESCRIPTIONS

Title Details

BEGIN NEW ACTION
SEARCH ACTIONS

PENDING ACTIONS Classification title: Professor and Head
SEARCH POSITIONS
Title Code: F030
HOME
CHANGE DEFAULT VIEW Job Cateqgory: Faculty
CHANGE PASSWORD
LOGOUT Minimum Salary (Applicant View):
Salary Range: Mot Specified
* HR HOME Minimum Education Requirements:

Minimum Experience, Knowledae, Skills & Abilities:

Level and type of experience nesdad: Plaasenﬁcabed'ieq:ecﬁcpbm
dﬂanewmﬂn‘yeednidhmgmdﬁpm Fotmqﬂe. a0counting
expesience in an education envi g experience”. Be sure that
dﬁmmdﬁvd\atﬁamﬂymledbydmpb.mtvd\atﬁwefﬂmd

Reguired Certification{s)/License(s) -
List name and level of certification(s) flicense(s):

CHANGE CLASSIFICATION |

I CONTINUE TO NEXT PAGE >> I e’
I ¥

& Internet # 100% -

| £

:4 Start ¢~ PVAMU User Site - Wi... @& PV PAWS TUTORIALS 3§ PV PAWS Faculty Tut... Y PAWS Tutorial Master. .. f<. OBl 299pm



JOB POSTINGS

SEARCH HIRING
PROPOSALS

SEARCH POSTINGS
CREATE POSTING

FROM POSITION
CLASSIFICATIONS

SEARCH CLASSIFICATIOM
CREATE CLASSIFICATION

FROM CLASS TITLE
APPLICANTS

SEARCH APPLICANTS

CONF NBE SEARCH
RESTRICTED LIST

ADD TO RESTRICTED LIS

SEARCH RESTRICTED LIS

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

JOB DESCRIPTIONS
BEGIM NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE PASSWORD
LOGOUT

< 3

PRAIRIE VIEW A&M

A Member of the Texas ABM University System

CHANGE DEFAULT ¥IEW

51

Preferred Education Requirements:

Mirimum Expetience Requirements:

Lewel and type of expetience needed; Pleass indicate the
specific job expetience that a new emplavee should bring ta
this position, For example, "accounting expetience in an
education environment” vs, "accounting expetience”, Be sure
that the experiance stated is what is actually required by the
job, not what is preferred,

Required Certifications/Licensures:

Required Applicant Documents:

Cptional Applicant Documents:

JOBS@QPVAMU

Use the change classification link to

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

RESLIME
Cover Letter

CHANGE CLASSIFICATION |

SAVE AND STAY ON THIS PAGE

CONTIMUE TO NEXT PAGE =

Click “Continue to Next Page”.

CANCEL PREVIEVW ACTION




{= PVAMU User Site - Windows Internet Explorer

L<ISM This is the “Position Details” page. Type in all b [42] (] [rarer seore

W

!

s are creating. |

Iwsenese relevant information for the faculty position you : .
@v B @*@PmEv-@mnISv

J0OB POSTINGS

VIEW ACTIVE

VIEW HISTORICAL

SEARCH HIRING

PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

U HNIVEERS
A Member of the Texas ABM University System

PRAIRIEVIEWA&M 7= e PR R YR 4 - AP,
s JOBS@PVAMU

An Aftirmative Action/Equal Opportunity Employer

3

« Welcome Test tor. You are logged in with Department View.

View/Edit New Position and Fill (Faculty)

are . 5
Requested ition Position S Supplemental e Budget Start — Othedls
: . S & (Classroom/Laboratory] | Justification Year
Job Title 1e-T -l Responsibilities S Documentation Information Responsib
= Affiliations Conditions Cor:tq Courses

=< R RN TO PREVIOUS | I CONTINUE TO NEXT PAGE >>

*Required infdrmation iz denoted with an asterisk.

- Teruimm

Date of Hire: \ |Ul.|’15.|’2009 |
Classification title: - B

Proposed New Tie: Required fields are denoted with an

Usz onhy i "D000-Undecided” was selected on previous page. .
asterisk.

Fields in red are visible to the applicant

Title Code;  C—

If PIN # doss not eist, please type in NEW.
In the job posting.

/4 Start {~= PVAMU User Site - Wi... | [@® PV PAWS TUTORIALS & pvPaws
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A Member of the Texas ABM University System

-3

JOB POSTINGS

SEARCH HIRING
PROPOSALS

SEARCH POSTINGS
CREATE POSTING

FROM POSITION
CLASSIFICATIONS

SEARCH CLASSIFICATIOM
CREATE CLASSIFICATION

FROM CLASS TITLE
APPLICANTS

SEARCH APPLICANTS

CONF NBE SEARCH
RESTRICTED LIST =

ADD TO RESTRICTED LIS

SEARCH RESTRICTED LIS

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

JOB DESCRIPTIONS
BEGIM NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME __
CHANGE DEFAULT ¥IEW
CHANGE PASSWORD
LOGOUT

[

| s

[P

a 1T 1

Select departmental users with permission
to access position information using the

greater and less than arrows to move users

Supervisor's Phone Extensi b I oC k .

Supervisor's Email:

Departmental users with permission ko access
*  position information (include all departmental Hs
and contacts accessing this position)

Request number:
(will be assigned upan first saving position)

*Required information is denated with an asterisk,

< < RETURN TO PREY¥IOUS |

SAVE AND STAY ON THIS PAGE

Supervisor's Tite: from the not selected block to the selected

/

Mak S&l

&yar, Radhila
gee, albert

nawé:l Selected
[o Responze

CANCEL PREVIEVW ACTION

CONTIMUE TO NEXT PAGE ==

Click continue to move to next page.



{= PYAMU User Site - Windows Internet Explorer

-:-i | fahoo! Search ||FI |*|

&o- [
o

=== The "Position Responsibilities” page is a "Builder”
m format page. Define the primary position . -
mmmmm 'esponsibilities of the faculty position use clear and
PRAI concise statements.

I

A wermber o the Texss A unversiy Syser i, ielhfeteibhedl

An Affirmative Action/Equal Opportunity Employer

JOB POSTINGS =

VIEW ACTIVE « Welcome Test Creator. You are logged in with Department View.

VIEW HISTORICAL

SEARCH HIRING

PROPOSALS View/Edit New Position and Fill (Faculty)

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

Proficiencies COccupational

Budget
Information

Reqguested | Position Position

Supplemental L
2 BEES REEE Responsibilities ..E—L. Documentation Classroom.l_.aborato e
Affiliations Conditions

HOME L . . . . — , , _
CHANGE DEFAULT VIEW List, in order of importance, specific major duties and responsibilities and estimate the average percentage of time spent on each. If possible, us

B e objectives or end results of the job being performed, not the steps or tasks involved in performing the job duty or responsibility. (Example: Frep
LOGOUT problem analysis, and submits recommendations for solutions).

Each statement should be brief and concise, beginning with an action verb. Use a separate statement for each major duty or responsibility.

# HR HOME
Duties or responsibilities that take less than 10% of employee’s time should not be shown as z
separate statement but grouped with other duties. The following statement must also be
included on the job duties page "performs other duties as assigned”.

. Walk through the process in performing the task z

s enrennreey e Click on the "Essential Functions

| Checklist” to determine if a task is an
essential function of the faculty
position.

i4 Start {5 PVAMU User Site - Wi.., | (8% PV PAWS TUTORIALS £ pv PAWS Faculty Tut... | 5§ PAWS Tutorial Master. ..



2 Untitled Document - Microsoft Internet Explorer, ._
File —Edit ‘Wiew Favorites Tools  Help

Y B kol = a e = T - I Y

; d This is the “Essential Functions Checklist” page.

X

Essential Functions Checklist ’ y ; ;

Close” to return to the job duties page.
In determming essential functions, consider first the purpose of the job o e THROTLATICE 0L ULIE dULUAl 00 GULES dllt 1E5P ULSIOIIES 11 ALIIEVILE LS PUIpOSE,
For the purpose of the Americans with Disabiities Act (ADAY, major functions or duties that are designated as “essential functions™ are those fundamental job
duties that must be performed wath or without reasonable accommodation. The term “reasonable accommodation” may mclude:

(A) making exsting faclities used by emplovees readly accessible to and usable by mdinduals with disabiities; and

(B) job restucturing, part-time or modified worl: schedules, reassignment to a vacant postion, acoqusition of modification of equipment or dewvices,
appropriate adjustment or modifications of examinations, training matenals of policies, the provision of qualified readers or interpreters, and other
sitlar accommodations for mdimduals with disabiites.

The EEOC Guidelines on the ADA list the following types of ewdence to deterrnine whether or not the function in question 13 essential:

1. The employer’s judgment as to which finctions are essential

2. Wnitten job descniptions prepared before advertising or mterviewing applicants
3 The amount of time spent on the job performing the functions

4. The consequences of not requiring the meumbent to perform the finction

5. The work experience of past ncumbents in the job

f. The current work experience of mcumbents i sundar jobs

7. There are a lmmited number of other employees avalable to perform this function

Agk the following questions:

-Does the job exst to do this fanction?

SWWould remowing this finction from the job findamentally change the job?
SWWould there be significant consequences if this finction 13 not performed?
-Iz special training or education required?

-Is alicense recuired?

-Is this function tughly specialized?




JOB POSTINGS
YIEW ACTIYE
YIEW HISTORICAL
SEARCH HIRING
PROPOSALS
JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT YIEW
CHANGE PASSWORD
LOGOUT

@ PRAIRIE VIEW A&M

A Member of the Texas ABM University System

Each statement should be brief and concise, beginning with an action verb, Use a separate statement for each major duty or
respansibility. Duties or responsibilities that take less than 10% of employee time should not be shown as a
separate statement but grouped with other duties.

1. Ensure that a task is not a restaterment or overlap of another statement.
2. Review the order of importance and percentage of time.

3. Walk through the process in perfarming the task and consider the tools and resources used, peaple involved, types of

decisions, outcomes, et

4. Use the Essential Functions Checklist to determine if specific tasks are considered essential functions as defined under

the Americans with Disabilities Act (ADA),

To add a new Entry, click the Add New Entry Button Below, To view maore details about an existing entry, click the View link
for the enfry. To edit an existing entry, click the Edit link for that entry, To delete an existing enfry, click the Delete link for

that enfry.

Mo Records Found

ADD MEW ENTRY

<< RETURN TO PREVIOUS

SAVE AND 5TAY ON THIS PAGE

oires
—

To add position responsibility

entries, click here.

CONTIMUE TO MERT PAGE =




('_ PVAMU User Site - Windows Internet Explorer

==l
e —— O] B

| W\ mcates sieadisor | ~

e b [ PVAML User Site

I
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A Member of l.ﬂﬁt '.I'e:c.as nah.'l.Uniwe.rsilty s.ystem J o BS@ PVAM U

J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL

SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

Add Entry. If you do not wish to add a new entry at this time, click Cancel.

HOME

CHANGE DEFAULT VIEW = Percent of total time:

CHANGE PASSWORD

L ut Responsibility Duty Type: Mo Response R4
= Description of job ibility duty:

o HR HOME scription of job responsibility /duty:

Essential Function:

I ADD ENTRY I

_cancer | \ Click on “Add Entry”

when finished.

|A
[l

[

(=




@;; - https:/fcs

|Hmm| -

e b [ PVAMU Liser €

You will need to enter the “Responsibility/Duty
Type” based on the drop-down menu provided
for each posmon respon5|blllty entered

{= PVAMU User Site - Windows Internet Explorer

J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

ADMIN
HOME
CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

@ PRAIRIE MEW A&M

A Member of the Texas ABM University System

JOBS@QPVAMU

An Affirmative Action/Equal Opportunity Employer

View I Edit Wil be required to teach one course in the area of Marketing, Management or Ecomonics each semester,

Delete

Add Mew Entry

To add a new entry, complete the following fields and then click Add

*Required information is denoted with an asterisk,

=  Percent of total tme:

Responsibility Duty Type:

Entry. If you do not wish to add a new entry at this time, click Cancel.

Administrative
Teaching
Research
Service

*  Description of job responsibility duty:

COther

Mo Response |

Essential Function:

ADD ENTRY
CANCEL

Responsibility/Duty Type may only be

indicated as Administrative, Teaching,

| £

Research, Service or Other.

[l

[

(=

4 Start

= PYAMU User 5

@ Internet

& PV PAWS TUTORIALS Ei PV PAWS Faculty Tut... ‘3 PAWS Tutorial Master...
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File Edit Wiew Favorites Tools Help
GO-.-S[E | R lg.' Search = 4» @ ~ 6 [0} EP' @ < @ < * Bookmarks = ":? Check = ﬁ Translate = Qﬁ AukaFil = 5; % S IZ_:_II SignIn =
v e [ PYAMU User Site fpHome - [ Feeds () = Print =k Page - {0 Tools +

B V. €

PRAIRIE VIEW A&M

A Member of the Texas ABM University System

JOB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

ADMIN

HOME

CHANGE DEFAULT VIEW

CHANGE PASSWORD

LOGOUT

* HR HOME

JOBS@PVAMU

3. Ensure that a task is not a restatement or overlap of another statement.
4. Review the order of importance and percentage of time.

To add a new Entry, click the Add New Entry Button Below. To view more details about an existing entry, click the View link for the entry. To edit an existing entry, click the Edit link
for that entry. To delete an existing entry, click the Delete link for that entry.

Percent of Duty Total: 100

Percent of duty total must be 100%

4 Records .
for this page to be complete.
50

View Il Edit :g;iednetsi:la;::rship and supversion to the department's faculty in areas of course assigments, research agenda and released time and Adminictralive Essential
Delete I

25

Vieu® ch:liliéegsegljrants proposal and develop fundraising efferts for the College to generate funds for programs and other opportunities within the Other it
Delete

15

View Il Edit Ad\fises stBagt with ﬁ'lg_deaprh‘nent with aporoval of course substitutions, course openinas and other student matters, Performs other duties Sarvice Essential
oot assigned. Job resPegsibilites 1 o . e

10 Position responsibilities added can

View 1l Edit  Will be required to teach one . . Teaching Essential
be viewed, deleted or edited.

|  AppnewEenTRY |

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE => I

SAVE AND STAY ON THIS PAGE I

CANCEL I VIEW ACTION SUMMARY >>

Click continue to move to the next

page when finished.

2
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A Member of the Texas ABM University System

JOB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

| « Welcome Test Creator. You are logged in with ‘apartment View.

| This page requires you to enter the

. proficiencies and affiliations the faculty
Requested | Position Position Proﬁc:ncnes Supplem . . .
Job T | petals | Ressonsviics JMReMMR cameni [)OSITION MUSt have or be involved in.

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE =>

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

*Required information is denoted with an asterisk,

* HRHOME B jescribe the Proficencies and Affliations required for this The incumbent must be profident in the areas of Marketing C | iC k CO nti n u e to I I l Ove
bl indicate the o P el and Management to be able to teach expertise level courses
to the next page.

- " to stduents. Incumbent will be required to participate is
ffiliation listed:
2 various committees for AACSE and SACS accreditation

SECURITY SENSITIVE POSITION DETERMINATION
All university positions are classified as security sensitive and are

d checl:
o

*Required information is denoted with an asterisk.

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I

-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.

Done a Inkternet E100% T
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File Edit Wiew Favorites Tools Help
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@ PRAIRIE VIEW A&M
UHIWVERTSEITTY
A Member of the Texas ABM University System

This is the Supplemental
S— Documentation Page.

VIEW ACTIVE | « Welcome Test Creator. You are logged in with Department Yiew.
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

Viejv/Edit New Position and Fill (Faculty)

Occupational

Supplemental
Documentation

HOME

CHAMNGE DEFAULT VIEW 9 Records
LOGDUT

Attach Memo Mot Attached
Attach Additional Info or Memo Mot Attached

* HR HOME Attach Additional Info or Memo Mot Attached
Attach Proposed Job Announcement Mot Attached
Attach Current Organization Chart Mot Attached
Attach Proposed Organization Chart Mot Attached
Attach® Other Mot Attached
Attach Other2 Mot Attached
Remove Start Up Costs Attached View

<<\mm¢ TO PREVIOUS | I CONTINUE TO NEXT PAGE >> |
SAV&HD STAY ON THIS PAGE I

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.

o Py £ o Tute



Attach documents by uploading into the system. To

JOB POSTINGS

YIEW ACTIYE

YIEW HISTORICAL
SEARCH HIRING
PROPDSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME
CHANGE PASSWORD
LOGOUT

@ PRA,IRllE VIEWA&M upload a document, click on browse to search for
A Member of the Texas ABM University System

the file that houses the document. Documents such
as organizational charts are easier to attach when
SRR Sing the upload mode.

Browse below to select 2 document 1o associatg

File: | [ Browse.. |

ATTACH |

Documents can also be attached by

Paste a new document; pasting_
Please either capy and paste document %r type from scratch into the boyx below to associate a document,

Text; /

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

Feturn o Previous

<.« RETURN TO PRE¥IOUS | I CONTINUE TO NEXT PAGE == I



JOB POSTINGS
YIEW ACTIYE
YIEW HISTORICAL

SEARCH HIRING
PROPDSALS

JOB DESCRIPTIONS

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME
CHANGE PASSWORD
LOGOUT

e RSl TTY

@ PRAIRIE VIEW A&M
U NIV E

A Member of the Texas ABM University System

= | AL Xe €N

JOBS@QPVAMU

— F!.Elatil}ui:hi'IE:

Click the Confirm below to attach the document.,

GOBACK |

Create Action

Action: Create New Position

“|lugtification | === _|Comments
Justification Information Comments

CONFIRM |

< < RETURN TO PREY¥IOUS

Always click confirm to
make sure documents are
attached.

CONTIMUE TO NEXT PAGE =

SAVE AND STAY ON THIS PAGE |

CANCEL

PREVIEVW ACTION




PRAIRIE VIEW A&M

A Member of the Texas ABM University System

0B POSTINGS A

SEARCH HIRING
PROPDSALS

SEARCH POSTINGS

CREATE POSTING
FROM POSITION
CLASSIFICATIONS

SEARCH CLASSIFICATION
CREATE CLASSIFICATION

FROM CLASS TITLE
APPLICANTS

Attach / Remove Document Type Attached Document
SEARCH APPLICANTS

CONF NBR SEARCH fittach Mat Attached
RESTRICTED LIST Attach

ADD TO RESTRICTED LIS
SEARCH RESTRICTED LIS Attach

Attached documents can be removed or
viewed.

4 Records

Memio

Current Organizational Chart Mot Attached

Proposed Crganizational Chart Mot Attached

REmOYE Proposed Job Announcement fitkached Wi
CREATE USER ACCOUNT

APPROYE

SEARCH USERS
JOB DESCRIPTIONS <% RETURN TO PRE¥IOUS | CONTINUE TO NEXT PAGE =2

BEGIN NEW ACTION

SEARCH ACTIONS SAVE AND STAY ON THIS PAGE |

PENDING ACTIONS

SEARCH POSITIONS b

Click to continue to next page.

HOME
CHANGE DEFAULT YIEW
CHANGE PASSWORD b/ CANCEL PREVIEW ACTION

A3




(= PVAMU User Site - Windows Internet Explorer
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Google € - (SignIn -
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, ONAditic
PRAI

A Member of the Texas A&M University System

A i A Opp P
JOB POSTINGS St |oee = s B & s _ (Classroom/ Laboratory) A
VIEW ACTIVE Affiliatio Conditions
VIEW HISTORICAL
EE LR LT << RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE >> |
PROPOSALS -
e acrior Select the Level that is most

BEGIN NEW ACTION
SEARCH ACTIONS

PENDING ACTIONS The "Work (Occupational) Environment" factor considers the risks and discomforts in the emp I I I d h
SEARCH POSITIONS regulations required. Although the use of safety precautions can practically eliminate a certail C Ose y re ate to t e
the employee in carrying out safety regulations and techniques.

Please make the level selection that best describes applicable Work Environment CO n d iti O nS th e faC u |ty WI I I be
*Required information is denoted with an asterisk, eX p Ose d tO O

Leval 1

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME
The environment involves everyday risks or discomforts that

require normal safety precautions typical of such places as offices,
meeting and training rooms, libraries, residences, or commercial O
vehides, e.g., use of safe work practices with office equipment,
avoidance of trips and falls, observance of fire regulations and

traffic signals. The work area is adeguately lighted, heated, and
ventilated.

Level 2:

The work involves moderate risks or discomforts that require

spedial safety precautions, e.g., working around moving parts, O
carts, or machines; exposure to contagious diseases or irritant
chemicals, Employees may be required to use protective clothing or
gear, such as masks, gowns, coats, boots, goggles, gloves, or

shields.

Level 3

The work environment invalves high risks with expasure to
potentially dangerous situations or unusual environmental stress O
that require a range of safety and other precautions, e.g.,
worlmg at great heights under extreme outdoor weather

conditions, subject to possible physical attack or mob conditions, or
similar situations where conditions cannot be controlled.

*Required information is denoted with an asterisk. | |

<<= RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND STAY ON THIS PAGE I




PYAMU User Site - Windows Internet Explorer
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File Edit \Wiew Favorites Tools  Help

g:' Search '0@ ~ @ @ EF' @ < @ < ‘i:;' Bookmarks = ":} Check = Translate = E AutoFill = (_9 é{g} < (:;JISign In
]_l @Home ~ B Feeds (1) @Print - @Page - @Tools -

Gougle| v
e [ PUAMU User Site

-
OENUETER | This s the “Justification Page™. Provide a
statement justifying the need for the position.

A Member of the Texas ABM University System

JOB POSTINGS
« Welcome Test Creator. You are logged in with Department View.

VIEW ACTIVE

VIEW HISTORICAL

SEARCH HIRING

PROPOSALS View/Editf] New Position and Fill (Faculty)
JOB DESCRIPTIONS

BEGIN MEW ACTION

SEARCH ACTIONS icienci € ccupational

PENDING ACTIONS e (Class pom/lLaboratory) Bl gitez1oi Budget

umentation

SEARCH POSITIONS Zonditions

HOME
CHANGE DEFAULT VIEW << RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE > > |

CHANGE PASSWORD
LOGOUT

*Required information is denoted with an asterisk,

* HR HOME
This positions is critical to the operations of the Department
= Justification for Position of Marketing and Management.

*Required information is denoted with an asterisk,

<< RETURN TO PREVIOUS | I CONTINUE TO NEXT PAGE => I

SAVE AND STAY ON THIS PAGE |

et EN S R Click continue to move to the next page.




{= PVAMU User Site - Windows Internet Explorer

[ = g L
(€1

vl % |§| |E| |Google
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v e [ PAAML Liser Site l_l
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@ PRAIRIE VIEW A&M

UMNIWVERSETIT Y

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

JOB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING

PROPOSALS View/Edit New Position and Fi

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTTONS

Justification

will have beginning date only.

*Required information is denoted with an asterisk,

* HR HOME
Tenure/Tenure Track Faculty

{Tenure Track faculty appointments do not have an ending date)
Non-tenure Faculty 4

Dates of Employment - To: [

= AdLoc. Acct. No.: |123455 |

= Funding Acct, Number(s): 56 |

= Funding Acct. Title(s): |College of Bu |

S
Non-tenure and adjunct [ |
faculty will have a tFunded, whatis the duratonn |
beginning and end date of | [0 |
employment.

Budget Comments:
{For Budget/05P Office Only)

(Faculty)

Budget

R — e | N€ "Date of Employment — From:” is
the anticipated date the employee will
S e fill the position (15t or 15t of the month).

The “Date of Employment —
To:" is May 31 of the current

academic year.

Start Igg;arl Other Reguisition P — Action
Information Responsibilities Form History
Co:t-: Courses

|

B3
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: C alel C C all C U o, C C
@ PRAIRIE VIEW S
UHNIVEERSITY -
—— DBSOF i
A Member of the Texas ABM University System
A A A ) ) )
N
JOB POSTINGS =
VIEW ACTIVE « Welcome Test Creator. You are logged in with Department View. \

VIEW HISTORICAL

SEARCH HIRING
PROPOSALS

e e Review the instructional text below Position and Fill (Preulty)
ety hefore completing the embedded “start- o
:::z:ﬁm; & — Information
o up cost” worksheet.

<< RETURN TO PR [T CONTINUE TO NEXT PAGE >> |

LOGOUT
Please use the Start-up st form avail§ble here to §stimate any initial start-up costs associated with this position.
e Note: This information is' required for all tenure and“eagure track faculty positions.

[

This page will require you to indicate associated start-up costs for appointment such as moving cost, space needs, equipment, staff, rel

2. Additionally, this page will require you to calculate the Met Start-up Cost forteeappointment based on the research grants or income recei
correctly you need to indicate the items associated with thooomanto tho oo ot oo Ao o2 illoo ok tbo iodicoct oo cbcobu e DT ratyrn) for

requirements associated with each item.

3. Once the form has been filled out, please save it and the C“Ck on “here” to dCCesSsS the cuments" page
*Required information is denoted with an asterisk. “Sta rt' U p COSt” WO rkS h eet .

*Required information is denoted with an asterisk,

(£



https://cs239.peopleadmin. com,

e This is the “Estimated Start-up Costs” worksheet.
Indicate the information for each column below. The

)E)X)

FADocumentFroma %

Year(s)
Cost will
be
incurred

Amount

Acct &

Comments/Justification

Moving Costs

Need Space (attach space request
form)

Office

Lab

Equipment
Computer
Printer
Other (Describe)

Staff
Graduate Assistant
Student Worker
Other (Describe)

Released Time
Fall
Spring
Sununer

Professional Development
(Describe)




= https://cs239. peopleadmin.com/userfiles/Central?windowTimestamp=PA_12538071288548&delegateParame - Windows Internet Explorer

https:/cs239. peopleadmin. comfuser files/Central?windowTimestamp=PA_ 125338071258 54&delegateParameter =GFAViewDocumentsDelegate &rowld =12&actionParameter =viewGFADocumentFroma » | =

|Hmm| -

ﬂf ake @* B @*@PEQEviQfTﬂISvaﬁB

BB IS v eem - H @Rz -

ST
Graduate Assistant
Student Worker
Other (Describe)
Released Time
Fall
Spring
Sununer
Professional Development
(Describe)
Summer Research

Other:
Other:
Other:

Estimated Total Start-up Cost (Sum of dollar amounts entered in to the Amount column):

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.




{= https://cs239.peopleadmin.com/userfiles/Central?windowTimestamp=PA_1253807128854&delegateParame - Windows Internet Explorer

https://cs239. peopleadmin. comfuser

| M\ mcasee siteadvisor | -

You will then need to indicate the Research

ameter =viewGFADocumentFromA %

LI AR RSB REE Grants & Income sources the position will

= PR SEP bring to the University.

Less: Research Grants & Income source the position is expected to bring to PVAMU:

Item Amount IDC
Return
(%0)
Text field (User will added info) '\

Text field (User will added info)

Text field (User will added info)

Text field (User will added info)

You will then need to determine
the “Total Grants/Income” by
calculating the dollar amounts

Total Grants/Income (Sum of dollar amounts entered in to the Amount Column: \$

—

*Estimated Net Start-up Costs (Total Start-up costs — Total Grants/Income): C$ \

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

to subtract the “Total Start-up Costs” minus

“Total Grants/Income”.

entered in the “Amount” column.
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A
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@ PRAIRIE VIEW A&M

UHWHIlIWVERSITY

A Member of the Texas ABM University System

JOB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING

PROPOSALS View/Edit New Position and Fill (Faculty)

JOB DESCRIPTIONS
Occupational
Supplemental o
gl (Clas i ry) | Jus
umentation Classroom/Laboratory) | Justifica

« Welcome Test Creator. You are logged in with Department Yiew.

SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

acd 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.

BEGIN NEW ACTION
ondition

Currer§ Organization Chart Mot Attached
Attach Proposed\Organization Chart Mot Attached
Attach Mot Attached
Attach Mot Attached
Remove Start Up Costs Attached View
<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE => I
SAVE AND STAY ON THIS PAGE I
CANCEL I VIEW ACTION SUMMARY == I

Click continue to move to the next page.

Done 0 Inkternet & 100%
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FR%**_I_RIE VIEW f’.&@*ﬁ This is the “Initial Year Courses” page.

This page captures the courses to be
taught for each semester (session).

A Member of the Texas ABM University System

JOB POSTINGS -
VIEW ACTIVE « Welcome Test Creator. You are logged in with Department View.
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS View/Edit New Position and Fill (Fadwlty)
JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS . . Proficiencies Cccupational
PeDIG ACTIone b e | oetais |Responsiies| & | bocumentation|(Classtoom/Laboratony) ustfication|  FEAE
s SpONS 5 S =
SEARCH POSITIONS Affiliations Conditions
HOME » Please indicate the anticiapted teaching load for the initial year's appointment for this position.
CHANGE DEFAULT VIEW . . .
B e Please include Course number, Course Name and Course Description.
LOGOUT » Expectations may change for this position based on the need of the University
To add a new Entry, click the Add New Entry Button Below. To view more details about an existing entry, click the View link for the entry. To e
link for that entry. To delete an existing entry, click the Delete link for that entry.
Existing Entries
* HR HOME
2 Records
B e [Gcores Gemmrme B )
Fall
View I Edit MGMT 3113 Intro to Organization Behavior Considers elements of of several mgmt theories and implications of individual and groc
Delete
Spring
View I Edit MGMT 3103 Principles of Management Basic fundmentals of organization and administration in businesses
Delete
s

| £

|
Done & Internet Ho100% v

[l
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@ PRAIRIE VIEW A&M

J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

A Member of the Texas ABM University System

An Affirmative Action/Equal Opportunity Employer

JOBS@QPVAMU

* Please indicate the anticiapted teaching load for the initial year's appointment for this position.
Please include Course number, Course Name and Course Description.
» Expectations may change for this position based on the need of the University
To add a new Entry, click the Add New Entry Button Below. To view more details about an existing entry, click the View link for the entry. To e
link for that entry. To delete an existing entry, click the Delete link for that entry.

Existing Entries

2 Records

Fall

View I Edit MGMT 3113 Intro to Organization Behavior Considers elements of of several mgmt theories and implications of individual and grot
Delete

Spring

View I Edit MGMT 3103 Principles of Management Basic fundmentals of organization and administration in businesses
Delete

This page is a “Builder” format. ===
Click “Add New Entry” to begin

<

ADD NEW ENTRY

<= RETURN TO PREVIDUS |

entering courses.

SAVE AND STAY ON THIS PAGE |

| #

|

|

& Internet + 100%
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MBI S €

J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS
HOME
CHANGE DEFAULT VIEW

@ PRAIRIE MEW A&M

A Member of the Texas ABM Unive

JOBS@PVAMU
]

N
Basic fundmentals of organization and administratior —

Enter the information for the
courses to be taught in the
fields below.

NN N N\ N\

Add Mew Entry

ds and Wen clic

To add a new entry, confete the fOgwing Add Entry. If you do not wish to add a new entry at this time, click Cancel.

* Required information is denoted withean asterisk

CHANGE PASSWORD Session: |
Lo 0T Course @ |
Course Name: |
* HR HOME Course Description: |
Percentage of Time:
)
RN i on “Add Entry”
when finished.
+ l E :
Cone

& Internet + 100%
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@ PRAIRIE VIEW A&M EEEEEE==tia
A Member of l.ﬂﬁt '.I'e:cas nah.'l.Uniwe.rsilty s.ystem Jo BS@PVAM U
An Affirmative Action/Equal Opportunity Employer

JOB POSTINGS ] ; ; ; ; -

SETELE eoficences| Percentage of time indicated on this page should be !

&

SEARCH HIRING = . . “ . R YL |

PROPOSALS aiations || equal to the figure given on the “Teaching Responsibility
JOB DESCRIPTIONS

BEGIN NEW ACTION apted teachir - it ibiliti ?

il b ficld Of the “Position Responsibilities™ page.

FELL AEE LS this position based on the need of the University

SEARCH POSITIONS lew Entry Button Below. To view more details about an existing entry, click the View link for the entry. To edit an existing entry, click the Edit

ting entry, click the Delete link for that entry.

HOME

CHANGE DEFAULT VIEW

CHANGE PASSWORD

LOGOUT

* HR HOME Intro to Organization Behavior Considers elements of of several mgmt theories and implications of individual and group behavior 10

Principles of Management Basic fundmentals of organization and administration in businesses 10
Click continue to the
CONTINUE TO NEXT PAGE >> |
move to the next page. -




{= PYAMU User Site - Windows Internet Explorer
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»»

This is the “Other Responsibilities” page. This page captures
= Areas of Expertise, Scholarly/Research Activities and
Serwce/Other Contrlbutlons Complete each field below

JOB POSTINGS =S )
mvnere e Coed T BSS Acc  eme p e
VIEW HISTORICAL = =HELERES) affiliations | T e @ ditions po
SEARCH HIRING
PROPOSALS

J0B DESCRIPTIONS =< RETURN TO PREVIOU CDHTIHI."I'D MEXT PAGE => \

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS quired information is denoted with an aster
HOME _
CHANGE DEFAULT VIEW Expertise: _ _
CHANGE PASSWORD P‘rease _ist the area of expertise needed, in additgn to that stated in
LOGOUT SE e =
Expectations may change for this position on the 3
need of the University
Research/Scholarly Activities:
Please give an indication of research and scholarly
* HR HOME expectations/contributions. Flease provide the anticipated ragearch
and scholarly activities for which the incumbent will be involvedin this
position,
Expectations may change for this position based on the
need of the University
Service/Other Contributions: -
Please provide examples of the anticipated service or other
contributions in which the incumbent will be invalved for this position.
Expectations may change for this position based on the
need of the University
avirad infarm=atinn ic danntad with an actericl
| CONTINUE TO NEXT PAGE >> | v
| >

Done a Internet ﬁ.‘{ 100% -



@ PRAIRIE VIEW A&M
UNIVEERESITTY

A Member -¢F the Texas ABM University System J o BS@ PVAM U

The Requisition Form replaces the paper Request to Fill
VIEW ACTIVE Vacant Position Form and initiates the notification that a

YIEW HISTORICAL

SEARCH HIRIG position requires advertisement/posting. This form is found in

all actions that have “...and Fill”.

BEGIM NEW ACTIOM . L .
SEARCH ACTIONS Action: Create New Position and Fill
PENDING ACTIONS

SEARCHPOSTTIONS O O e I Y

The Requisition Form generates the job posting. This includes the  |mment
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.

*Required information is denoted with an askerisk,

Job surnmary/basic function:
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J0OB POSTINGS
VIEW ACTIVE
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

| £

An Affirmative Action/Equal Opportunity Employer

r the

The Search Committee members must be
listed. This information is needed to release
gualified applicants to the Search Chair
using a Guest User account.

Mame of employee replacng: [/A
Posting date:
Closing date:
Mame, tile, department, gender, ethnicty - Search Chair
Search Committes: Mame, title, department, gender, ethnicity
) ) . Mame, title, department, gender, ethnicty
Search Committees are required for all positions of Mame, tifle, department, gender, ethnicity

lire_[:!:nr level or higher, tenure and tenure track faculty Mame, title, department, gender, ethnicity

positions.

Please list each member of the Search Committee, induding the
Search Chair. List each member's Professional Area/Department,
Gender and Ethnicity.

Check All Clear all
D Resume
Cover Letter
Curriculum Vita

[v] List of Published Artides
|

[l

[

(£

ﬁ Internet

#1008
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gas Indicate the documents required to be attached by applicants.
PRAIRH The documents selected by the hiring department are the
am s documents that will be required for applicants to successfully
apply to a faculty position.

JOB POSTINGS ! A
VIEW ACTIVE
VIEW HISTORICAL Check All Clear All
SEARCH HIRING [] Resume
PROPOSALS
10B RIPTI Cover Letter
BEGIN NEW ACTION Curriculum Vita
SEARCH ACTIONS List of Published Artides
PENDING ACTIONS )
SEARCH POSITIONS [] Recommendation Letter 1
[] Rrecommendation Letter 2
HOME . [] Recommendation Letter 3
CHANGE DEFAULT VIEW Required Applicant Documents:
CHANGE PASSWORD quir [ Recommendation Letter 4
LOGOUT [] Recommendation Letter 5
Teaching Philosophy & Methods B
i Copy of Offidal Transcript(s)
* HR HOME [] copy of License(s)/Certification(s)
References List with Contact Information
[] other 1
[] other 2
Check all Clear all
|:| Resume
D Cowver Letter
O] curriculum Vita
[ List of Published Artides
[] recommendation Letter 1
=l ~ b
S5 i




JOB POSTINGS
YIEW ACTIYE
YIEW HISTORICAL

SEARCH HIRING
PROPDSALS

JOB DESCRIPTIONS

BEGIN NEW ACTION
SEARCH ACTIONS
PEMDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT YIEW
CHANGE PASSWORD
LOGOUT

() PRAIRIE VIEW A&M

A Member of the Texas ABM University System

D Curriculur Yita

Required Applicant Documents: (] Recommendation Letter 1
D Recommendation Letter 2
[] Recommendation Letter 3
] Teaching Philosophy & Methods
D Transcript

= wll =

List any pre-screening questions related to
the minimum qualifications that you would
like to ask all applicants. These questions

Optional Applicant Documents:

should not be interviews questions.

D Recommendation Letter 3
] Teaching Philosophy & Mediods
D Transcript

Please list any questions you would like to ask 4l
applicants wha apply ko this posting:

Minimum screening questions, et




{= PVAMU User Site - Windows Internet Explorer
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T | —
Icate the advertising media the department
would like the position placed in. This information
will be used to obtain advertising quotes.

@* B @*@PEQEv-@TmISv

University Web Page & TWC L
LB (L E [] chronicle of Higher Education
VIEW HISTORICAL
SEARCH HIRING ] Diverse (Black Issues in Higher Education)
ERUIENEATS il Hispanic Outlook
JOB DESCRIPTIONS Indicate the external advertising sources: . ) )
e . (] affirmative Action Registry
SEARCH ACTIONS P“EBSE check Lh";\;ersit}r Web Page &TWC as they are minimum [] careerBuilder.com
PENDING ACTIONS posting standards. [] Monster.com
SEARCH POSITIONS
[F HigherEdJobs.com
HOME [ ] chron.com {Houston Chornicle)
CHANGE DEFAULT VIEW .
e . d Academickeys.com
LOGOUT D Facultyoutcomes.com
Check All Clear Al
A d t . d . t [] Houston Chronide
* HE HOME ny a Ver ISI n g m e Ia n O il TomballMagnalia Tribune
provided on the list can be ) e seePress
. . D Mavasota Examiner
N d | Cate d h ere. [] Bryan/College Station Eagle
(] waller Times
] waller County Citizen
Please list any other advertising sources you would like to use: -
*Reguired information is denoted with an asterisk, b
< | >

& Internet H 100% -
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An Affirmative Action/Equal Opportunity Employer
VIEW AGTIVE This is the “Comments” page. Type any relevant
“E::,,O:E:ﬁm comments in the designated comments field for
e new acror your user type. (i.e., Creator).

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

0B POSTINGS e e R ~

Department Head Comments

HOME
CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

Dean Comments

HR. Comments:

VPBA Comments:

Provost Comments

* HR HOME

Pre-Approver Comments:

equireg

Click continue to move to
§ the next page.

> | CONTINUE TO NEXT PAGE >> |

(£

|A
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J0OB POSTINGS
VIEW ACTIVE

rerae To edit information,

SEARCH HIRING

click on the “Edit” link. EackilGens 10 print the position

BEGIN NEW ACTIUN

SEARCH ACTIONS T§ change the status of this action, choose from the statuses below: sum mary' C“Ck here'
PENDING ACTIONS
SEARCH POSITIONS
d-

it Printer-Friendly VYersion
HOME = @

[

Jepartment View, |

CHANGE DEFAULT VIEW

CHANGE PASSWORD Action Status
LOGOUT

g zz;fnit Action to Office of Sponsored Programs (Grant Funded}" TO rO Ute th e aCtIO n y Cl ICk the rad IO
« HR HOME O submit Acton to Mor Dept Head button for the appropriate level.
) Submit Action to Dean/Directar

) Position Not Approved (Final) ‘
CANCEL |IWI‘\ . ’ .
Click “Continue to move to the next page.

Position Details
Tenure Status Tenured

Date of Hire: 01/15/2009

Classification title: Professor and Head

[

Done & Internet Ho100% v
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A Member of the Texas ABM University System
An Affirmative Action/Equal Opportunity Employer

JOB POSTINGS

VIEW ACTIVE Thursday, September 24, 2009 |
VIEW HISTORICAL
SEARCH HIRING

PROPOSALS Confirm Change Action Status
JOB DESCRIPTIONS

BEGIN NEW ACTIOMN ) ) )

SEARCH ACTIONS You are about to change this action to the following status:

PENDING ACTIONS
SEARCH POSITIONS

e b [ PVAML User Site

« Welcome Test Creator. You are logged in with Department View.

HOME
CHANGE DEFAULT VIEW
(il PECLES AL Submit Action to Dean/Director
LOGOUT

cosack |[ conFirm |\
* HR HOME

Click “Confirm” to

successfully route the action.

& Internet H 100% -



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
Ibsmith@pvamu.edu
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