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Summary	 of	 Employment Process 

People	 Admin is Troy University’s online employment system.	 The Human Resources department implemented 
this system in order	 to automate our	 position management, applicant	 tracking, and employment	 search 
processes. 

Uses 
• Review Position	 Descriptions for positions in	 user’s area of responsibility 
• Create and	 submit Position	 Requests to	 request an	 action/change on	 a position	 and	 route for appropriate 

approvals 
• Post vacant positions to accept online	 applications 
• Review applications and manage	 applicant statuses 
• Create and	 submit Hiring Proposals to request	 to hire a selected candidate and route for	 appropriate 

approvals 

User Types 
Each user account is set up with one or more user types, based on the functions the user will perform. If	 an 
account is set up with more	 than one	 user type, the	 account will have	 only one	 login, but the	 user can change	 
their	 user	 type as needed. 

• Data Entry (secretary, assistant, etc.) 
• Department Authority (supervisor, department head, etc.) 
• Approving Authority (director, dean, etc.) 

Access 
Each user account is set up with access to specific organizational units. Each organizational unit is based on the 
Campus, Division, and	 Department. If a user account  t  t account
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4. The d

www.troyuniversityjobs.com/hr


	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	

		
	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	 	 		 	 	

	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 		 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 		 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	

		 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 		 	

	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	

	
	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 	 	 	 	

		 	 	 	 	 	 	 	 		 	 	 	 	 	 	 	 	 	 	
	 		 	 	 	 	 	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 		 	 	 	 	 	 	 	
	 	 	 	 	 	 	 		 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	

	
	 	
	 	 	 	 	 	 	 	 	

	 	 	 	 	 	 	 	 	 	 	 	 	
	 	 	

the selected status, or	 a red bar	 at the top of	 the page to inform you that	 the form has not	 been moved to the 
selected status	 because there are required fields	 that have not yet been completed. 

Hiring the selected candidate 
Human Resources will request a background check when the hiring proposal is sent	 to HR for	 review. Once the 
background	 check is successfully completed	 and	 the hiring proposal has completed	 the approval process, the 
supervisor will be notified that the candidate can begin work. The supervisor can then make an official offer to	 
the candidate and should inform HR of	 the official start	 date. An	 official offer cannot be made and	 the selected	 
candidate cannot begin work	 until after the background check	 is	 complete and the hiring proposal has	 been 
finalized. Human Resources will contact the new	 employee directly with instructions for completion and 
submission of the employment paperwork (i.e. taxes, direct deposit, benefits, etc.). Information 	regarding 


