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PeopleAdmin:
Reviewing Applicants 

& Starting Hiring 
Proposal

February 2021

Human Resources

Starting Off In PeopleAdmin

• Make sure you are in 
the Applicant Tracking 
System

• For User Group select 
Student Hiring 
Manager (Student 
HM)
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Hiring Manager Screens Applicants

• Hiring Manager will 
screen the applicants

• Click on Postings, then 
Student

Hiring Manager Screens Applicants cont.

• Hiring Manager will click into their posting
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Hiring Manager Screens Applicants cont.

• Hiring Manager will select the Applicants tab in the posting

Hiring Manager Screens Applicants cont.

• Hiring Manager will select the applicant name
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Hiring Manager Screens Applicants cont.

• To review for required 
qualifications click on the 
Documents tab

Hiring Manager Screens Applicants cont.

• Hiring Manager will move applicant to next round for interview. For any Applicant that does not 
meet qualification, please change their status as “No Longer Under Consideration”
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Hiring Manager Can Recommend for Hire

• After interviewing, Hiring Manager can either move applicant to 
“No Longer Under Consideration” or “Recommend for Hire”

Hiring Manager Will Start Hiring Proposal

• Once applicant is recommended for hire, Hiring Manager will 
Start Hiring Proposal
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Hiring Proposal

• Hiring Manager will fill in the 
Prospective Employee 
Information, Position 
Information (to include 
Preferred Start Date), and 
confirm Budget Information

Hiring Proposal

• Hiring Manager will move the Hiring Proposal to Student HR
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Hiring Proposal: Next Steps

• Student HR Rep will review Hiring Proposal and send Offer Letter (Student Agreement Form) to 

Candidate. Student HR Rep will change Status of Hiring Proposal to “Offer Extended”

• Once the Student accepts the Offer Letter (Student Agreement Form), the Student HR Rep will 

change the status of Hiring Proposal to “Offer Accepted”. 

• Student HR Rep will send off Background Check and change Hiring Proposal Status to 

“Background Check Sent”. Email from positions@msudenver.edu will be sent to Candidate with 

additional onboarding requirements/information.

Hiring Proposal: Next Steps

• Once the Background Check has been Approved, Student HR Rep will change status of Hiring 

Proposal to “Background Check Satisfactory”. Email from positions@msudenver.edu will be 

sent to Student Hiring Manager with additional onboarding information/ePAF instructions.

• Once all paperwork has been received from both the Candidate and Hiring Manager, Student 

Employment Team will Approve and Apply the ePAF., Student HR Rep will change status of Hiring 

Proposal to “Hiring Proposal Complete”.

• Email from positions@msudenver.edu will be sent to Student Hiring Manager stating the 

Onboarding process is complete and the Student Employee is now authorized to begin working. 

Additional web access and Next Steps information will be highlighted on this email.
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Resources 

• Student Employment Portal- https://www.msudenver.edu/se/

• Getting Started - https://www.msudenver.edu/se/gettingstarted/


