Access to Application Materials in PeopleAdmin

In order for the search committee members to access the position in PeopleAdmin to review applications, they may log into: http://jobs.ndsu.edu/hr  using the username and password respectively:  XXXXXXX  xxxxxxx. (Username and password will be e-mailed to the committee once the position has actually been posted)   

Once you have begun receiving candidates you will have access to view all applicants’ materials in the PeopleAdmin system.  Once in PeopleAdmin you will see the position listed under Postings, NDSU Positions.  To view applicants’ materials, you will see a blue “Actions” button on the right hand side of the listing.  Once you click on this button you will then click on “View Applicants.”  You should now be able to view any of their attached documents by clicking on the appropriate document.  If you wish to view the document in a new window, right click on the document title to open in a new window.  Otherwise you are still able to open the document in the current window, just keep in mind to use the “back” button to go back to view additional document.

