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INTRODUCTION

Welcome to eJobs at ETSU. ETSU has implemented this system in order to automate many of the paper-driven aspects of the
employment application and hiring process.

You will use this system to:

Complete the Request to Advertise process

e View Applicants to your Postings

e Update the status of each applicant to a posting
e Begin the Request to Hire process

The system is designed to benefit you by facilitating:
e Faster processing of employment information
e Up-to-date access to information regarding all of your Postings

The HR department has provided these training materials to assist with your understanding and use of this system.

Your Web Browser

The system is designed to run in a web browser over the Internet. The system supports browser versions of Netscape 4.7 and
above and Internet Explorer 4.0 and above. However some of the older browser versions are less powerful than newer versions,
so the appearance of certain screens and printed documents may be slightly askew. Please notify the Human Resources
department at (423) 439-5890 if you experience technical difficulties.

The site is best viewed in Internet Explorer 5.5 and above. This is a free download available at:
http://www.microsoft.com/windows/Internet-explorer/default.aspx

The site also requires you to have Adobe Acrobat Reader installed. This is a free download available at:
http://get.adobe.com/reader/.

It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site, or
open a new browser window from your existing window. This may cause unexpected results, including loss of data or
being logged out of the system. Please use the navigational buttons within the site.

Security of Applicant Data

To ensure the security of the data, the system will automatically log you out after 60 minutes if it detects no activity.
However, anytime you leave your computer we strongly recommend that you save any work in progress and Logout of the system
by clicking on the logout link located on the bottom left side of your screen.
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GETTING STARTED

To sign on to the ETSU Internal User site of the system, open your Internet browser and enter the URL https://jobs.etsu.edu/hr

After entering the URL https://jobs.etsu.edu/hr, t he Al ogin screend for the system wil|l
screen:

East Tennessee State University HR - Windows Internet Explorer
@i @ [ htps/jone etsuedu : i ) J[&][B]%[x][3 ____ o

Welcome to

eJobs at ETSU * :'*#

Create Account User LOg in

Please login to the system using your User Name and Password. If you do not have a User Name and

Password assigned, click the Create User Account link on the navigation bar.
Click Here

to
Begin

User Name: |

Password: |

You are about to log in to a secure system. When
you are finished, please click the Logout link on
the navigation bar to ensure that others cannot
access the information in the system.

Done € Internet fa v ®210% -
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If you do not have a user account (HR should have notified you if you do), you must create your own account by clicking on the
Create User Account link on the left side of the screen. After you click this link, the following screen will appear:

7~ East Tennessee State University HR Site - Windows Internet Explorer
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Create Account Create User

Users can submit 3 user account to HR for approval and will be notified by HR if the account has been
approved. Please fill in the following information to create your account. Click the Cancel button to
return to the login page.

Enter a user name* and
password, along with
the rest of the requested

*Required information is denoted with an asterisk.,

information.

. % Username:
Please write down Must be betwesn 6 and 20 characters
your user name and + Passviord:
need them each time * {Canfm Paseviord:
you log in to the
system. * First Name:
After completing this fotonic
form, cI|c_k Continue, Employee E #:
and you will be asked to
review your information. Title:
After you have reviewed :
it, click Submit. Your Phone St sewion:
request will then be sent * Eoadi
to the Human
Resources Department, Not Selected Selected

i N
who  will approve or Temporary Employment = EI Not Assigned
deny your account.
Aczdemic Affars
Once HR notifies you Academic Affairs - COM -?
that your request has * Department: Academic Affairs - COP
been accepted, you will ) - Al
. Ccademic Pianning and Anal
then be able to log in to o
the system with your Academic Technology, elear
user name and Po—
password.
Admissions b
*Your user name should
be the same as your
ETSU user name. ]
¥ Submit for Approval
CANCEL “ CONTINUE

Done



CREATING A POSITION ADVERTISEMENT

After logging in to the system, this will be your home page.

Click Here

You will only see Active
postings assigned to your
department.

To create a Position
Advertisement for an existing
position, select From Position*
under Create Position
Advertisement.

*You can also create a Position
Advertisement from scratch,
which would not be tied to an
existing position number. This
should only be wused after
consulting with HR to determine
whether or not it is appropriate.

On the next screen you can do a search of all positions in your department, or you can filter the search by Title, Working Title,
Position Number, Job Category, Employee First Name, or Employee Last Name to narrow the results.

NS

Use these boxes and drop down lists to
narrow your search.

Once you have chosen a
position to create an
advertisement for, click
Search to see the results.




















































