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Employee view of position description in PeopleAdmin:
This job aid outlines the process for employees to view their position description in the PeopleAdmin system.

Processing Steps/Information

Screenshots

Step 1: Log into PeopleAdmin

https://uscjobs.sc.edu/hr/sessions/new

e For quick reference, the **Click
here for Login Assistance** link
opens a PDF view of this job aid.

e Click the white SSO

Authentication link, do not
enter your credentials in the

fields on this page.

e Upon clicking the SSO link, you

will be directed to the
University’s Central

Authentication System (CAS).
e Onthe CAS log in page, enter

your USC Network ID and

Password, then click the Login

button.

University of South Carolina

**Click here for Login Assistance**

Username

Password

Log In

Authenticate with single sign-on?SS0 Authentication

South Carolina

UofSC Central Authentication Service (CAS) %ﬁusc Jobs
(3]

1= UofsC Authentication System.

0 Login Credentials Required

Network Username/VIP ID

If you have signed up for MFA, please el
I:l following to login:

Password:

credential for accessing most university systems.

LOGIN

legitimate need to access the system.

Network Username - the first portion of your official university

I:l email address (@mailbox.sc.edu or @email.sc.edu). Enrolled
students, faculty, staff, and affiliates will use this official

VIPID is an eight digit number. Currently faculty, staff, and
If you receive an ACCESS DENIED message, visit myaccount.sc.edu students can find their VIP ID here. Admitted students can find
and setup multifactor authentication under the Account Settings field. their VIP ID in their acceptance materials

For security reasons, please log out and exit your web browser when Blackboard Auxiliary ID - allows access to Blackboard for users
you are done accessing services that require authentication who do not have a Network Username or VIP ID but have a

nter one of the
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Step 2: PeopleAdmin Homepage
Upon logging into PeopleAdmin in the
previous step, you will see the default
homepage based on your established
user preferences.

Unless you have a business role
in this system (i.e. HR Contact,
Search committee, initiator,
etc.) your default view will be
with the User Group of
Employee in the Applicant
Tracking System (indicated by a
blue header bar) as shown in
this screenshot.

If your User Group does not
default to Employee, click the
drop-down menu button and
select Employee.

If your default system view is
Position Management
(indicated by an orange header
bar), there is no change needed
as functionality to view the
position description exists on
both pages.

Applicant Tracking System

Welcome, Harry Potter My Proflle

User Group:

South Carolina

Employee

Alerts My Filled Postings My Open
Last 30 days Postings

TYPE  MESSAGE

0 Attention employees logging in for the first time! The new USC Market Titles are available in your position description. To access this, please click on My Profile’ in the top right O 1

corner, then navigate (o the Position Description tab. Flease reach oUE 10 your manager or area’s HR Representative with any questions

Average days your

Inbox Postings ~ Hiring Proposals | Position Requests  Onboarding Tasks inbox tasks wait
SEARCH
0

There are no resulfs to be displayed.

Watch List Postings = Hiring Proposals  Position Requests

SEARCH My Links

Unwatch Postings Applicant Portal

USC Market Title Fact Sheet

USC Market Structure Leveling Guide
There are no resulfs to be displayed.
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Step 3: Alerts and My Links

Notice the message in the Alerts
section at the top of the page.
This message is informing you of
the new functionality for
employees to view their position
description.

The My Links section in the
bottom right corner of the screen
displays a link to the Applicant
Portal along with two vital
resources: the the USC Market
Title Fact Sheet and the USC
Market Structure Leveling
Guide.

o The Applicant Portal link
takes you to the applicant
view of USCJobs where
you can apply for posted
positions (open jobs).

o The USC Market Title
Fact Sheet provides an
overview of the redesign
of the classification and
compensation system.

o The USC Market
Structure Leveling Guide
details each of the levels
within the established job

type.

Applicant Tracking System

South Carolina

TYPE MESSAGE

Alerts (1 alert from the administrator

o Artentien employees logging in for the first time! The new USC Market Tiles are available in your position description. To access this, please click on “My Profile’ in the top right
corner, then navigate ta the Position Description tab. Please reach out to your manager or area’s HR Representative with any questions.

Inbox

SEARCH

There are no results to be displayed.

Watch List

SEARCH

There are no results to be displayed.

Postings

Hiring Proposals Position Requests Onboarding Tasks

Postings

Filters

Hiring Proposals  Position Requests

Unwatch Postings

Welcome, Harry Potter My Profile

My Filled Postings
Last 30 days

0

User Group:

| Employee

Shortcuts ~

My Open
Postings

1

Average days your
inbox tasks wait

My Links

Applicant Portal

USC Market Title Fact Sheet

USC Market Structure Leveling Guide
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Step 4: My Profile

Click the My Profile link in the
top right corner of the page.
On the My Profile page the
default view is of the Summary
tab. On this tab you see a
summary of your user details
including name, USC ID, email,
etc.

On the Manage Emails tab you
have the ability to unsubscribe
from system generated emails.
This is only applicable for
employees with business
functions in the system (i.e. HR
Contact, Search committee,
initiator, etc.).

Click the Position Descriptions
tab to view your current

Applicant Tracking System Welcome, Harry Potter My Profile

User Group:

South Carolina

Employee

P —— Welcome, Harry Potter [ L
b ~ = User Group:
South Carolina | |
Employee v
[
Users /
E Take Action On User v

User: Harry Potter

Current Status: Approved

Lisa Davis Groups
Employee Applicant Reviewer
Username: Employee
Supervisor: N/A More..

Email

Phone:

Position Descriptions

Summary Manage Emails

@ User Details

ACcount Infarmation

position description.

Employee Org Unit
Employee ID

Employment Anniversary Date
Position Type

Reporting Org Unit

Default Module

Personal Email

External Authentication Key hpotter

Username

First Name Harry

Last Name Potter

Waork Email hpotter@mailbox.sc.edu

university of South Carolina, LAW School

A00000000

staff

applicant Tracking System
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Step 5a: View Position Description

ere . e Applicant Tracking System My Profile
e On the Position Descriptions & Welcome, Harry Potter
tab you should see one position ] User Group:
you s P South Carolina
description. Employee o
o If you have held more

=

than one position at

UofSC you may see Users /
more than one result.
Please select your ‘ | User:Harry Potter Take Action On User v
current job.
. . . Current Status: Approved
e Click the job title of your _ )

. . Lisa Davis Groups

current job. In this example, the Employee Applicant Reviewer

employee’s internal title is Username: Employee

Office Manager. Supervisor: N/A More...

Phone:

Summary Manage Emails

Office Manager

Position Descriptions

Employee View PD in PeopleAdmin 5
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Step 5b: View Position Description

Position Details is the first
section to display on your
position description. This section
outlines the market job family,
function, level, and market title.
In addition, this section lists the
State of South Carolina state pay
band. Lastly this section provides
the USC minimum qualifications
for this position that align with
the USC Market Structure
Leveling.

o Job Family — An
overarching description
of a field of work that
includes multiple areas of
responsibility and
specialty within varying
degrees of scope.

o Job Function — A specific
area of responsibility or
specialty with varying
degrees of scope. Defines
a career path.

o Job Level — Within a job
function, the specific
scope of responsibility.

Current Status: Active

Positicn Type: Staff
Department LAW School
(158000)

Position Details

USC Market Title Detalls

Job Family

Job Family Description

Job Function

Job Function Description

Job Level
USC Market Title

State Pay Band

USC Minimum Qualifications

Position Description: Office Manager (Staff)

Created by: System Account

Summary Associated USC Market Title

Business Operations

Support academic and administrative unis’
persennel man
Eovernin,

operations Including

hani

to conduct b
compliance po
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Step 5c: View Position Description

e The Position Information
header includes basic position
information such as: internal
title (this is separate from the
market title and is specific to
your position), state position
number, location information,
position type, hours per week,
weeks per year, basis and Fair
Labor Standards Act (FLSA)
status.

e The Position Description
header houses the Job Purpose
which is the foundation for the
existence of your position. It
outlines the minimum
qualifications and preferred
qualifications for the position
along with the
knowledge/skills/abilities
required to successfully
perform this job. This section
also outlines any supervisory
responsibilities and the
guidelines/supervison this
position receives to do the job.

Position Information

Internal Title
Position Number

Employee's Bullding

Campus
Work County Richland

Type of Staff Position Full-time Equivalent (FTE
Part/Full Time Full Time

Hours per Week 375

Weeks per Year 52

Basis 2 months

FLSA MNon-Exempt

Position Specific SOC Code 436014

Position Description

Job Purpose

USC Minimum Qualifications

Position Specific Minimum
Qualifications (Classified and
Undlassified positions)

Preferred Qualifications

Knowledge/Skills/Abilities

Supervisery Responsibiliies

Describe the guidelines and
supenision an employee
receives to do this job, including
the employes's iIndependence
and discretion.

Employee View PD in PeopleAdmin

October 2022




A

AR University of South Carolina
o) (T s
Division of Human Resources
A ST Employee View Position Description in PeopleAdmin
South Carolina P

Step 5d: View Position Description
e The Job Duties header outlines
the essential and non-essential
functions of your position. The
percent of time across all duties

Job Duty

must total 100%.
o Job Duties are the et
foundation for your Job Dty
annual performance
evaluation (EPMS). —_——

Job Duty

Essential Function

Percantage of Time

Job Duty

Essential Function

Percentage of Time 30

Job Duty

Essential Function

Percentage of Time 5

Employee View PD in PeopleAdmin 8 October 2022
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Step 5e: View Position Description
e The Funding information

section includes the source of FrrmeTETE

funding for your position and

& Funding Information

. . . . State Funding % 00.00
also lists if your position is ) -
Federal Funding % 000.00
considered essential or non- cener Funding % S0
essential in the event of a
hazardous weather event. Position Attributes
i The ADA CheCinSt seCtlon Hazardous weather category Mon-Ezzential

details the Americans with
Dissabilities Act (ADA) © ADA Checklist
requirements to perform the
essential job duties of this
position.

Mental Demands

Additional Mental Demands
Physical Demands

Lifting Requirements

Visual Aculty Requirements

Noise Conditions:

Physical Demands (Elements

Mone of these liste
Exposed to)
Additional Phvwsical Demands
Please Select Any and All -

Computer and Peripheral Equipment, Copier, Fax, Credit Card Transactions,

Equipment Needed to Perform - -~
Scanner, Telephone, Caloulstor

the Duties

List Any aned All Additional
Equipment Needed to Perform
the Duties

Employee View PD in PeopleAdmin 9 October 2022
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Step 5f: View Position Description

The last section of the position
description is the Seated
Employee. Your name, work
email and USC ID will populate
in this section.

Step 6: Save Position Description

The best way to save the
position description is to right
click on your screen and select
Print. The print menu then
appears where you can select
print to Save as PDF and then
click the Save button.

@ Seated Employee

Seated User

Details

First Name
Last Name
Work Email

Employee ID

Harry
Potter
hpotter@mailbox.sc.edu

A00000O0D

Print
Total: 4 pages

Printer

Save as PDF

Pages
Al
Odd pages only
Even pages only
g.1-5.8, 11-13
More settings

Troubleshoat printer issues

South Carolina

Departm
(158000

Summary Assaciated USC Market T

© Position Detalls

USC Tl Code
Gassifcation Tte
Gassifcation Code
Band
Aevertsed i

UsC i

535360

Employee View PD in PeopleAdmin

10

October 2022




v
A%
AR University of South Carolina
o) (T

Division of Human Resources
UNIVERSITY OF

South Carolina Employee View Position Description in PeopleAdmin

Step 7a: Viewing Market Titles
through the Applicant Portal

Applicant Tracking System Welcome, Harry Potter My Profile
e If you are curious about all of _ User Graup:
. . South Carolina
the established Market Titles, Employee - ‘ Applicant Tracking System

navigate back to the home page

O Applicant Tracking System

to access the My Links section. eers |
o Click the three blue dots ‘- | User: Harry Potter Toke Action On User v O Position Management
in the top left corner of Current Status: Approvec

Lisa Davis Groups @ Employee Records

the page.

o From the drop-down
menu, click the [E—— Welcome, HaryPotisr My Profls
Applicant Tracking South Carolina  ervrs .

System option.

o On the home page click

User Group:

the Applicant Portal link AIerES s fom the adminsictr My Open
Last 30 days postings
. th b tt . ht TYPE MESSAGE
g Attention employees logging in for the first time! The new USC Market Titles are available in your position description. To access this, please click an "My Profile in the top right O 1
corner corner, then navigate to the Position Description tab. Please reach out to your manager o area’s HR Representative with any questions
Average days your
Inbox Postings | Hiring Proposals  Position Requests ~ Onboarding Tasks inbox tasks wait
SEARCH

[

There are no results to be displayed.

Watch List Postings ~ Hiring Proposals  Position Requests

SEARCH My Links

Unwatch Postings Applicant Portal
USC Market T1tle Fact Sheet

USC Market Structure Leveling Guide

There are no results to be displayed.
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Step 7b: Viewing Market Titles through
the Applicant Portal
e Upon clicking Applicant Portal in
the previous step you are directed

to the Search USC Market Titles Search USC Market Titles (2055)
page. On this page you can explore Kewords
all of the established Job Families,
Job Functions, Job Levels, and T Us€ Market Titla

Market Titles. Facuy
o You can find the B . o
descriptions of Job Family, e e o N —
JOb FunCtion' and JOb :::der:_cai: Z;:opniili;’::ris'f;::gtt/e-.EI:-:m - .;: i ;= E,

Level on page 6 of this job [ ]
ail

o Each distinct jOb has a USC Frequently Asked Questions
Market Title, which is a Employee Login to View
. Position Description
general reflection of a

South Carolina

position’s essential duties

and scope of

responsibility. The Market

Title is meant to facilitate

comparisons with

positions outside of USC.

e C(licking the Employee Login to

View Position Description option
on the left side menu takes you
back into PeopleAdmin to continue
reviewing your position
description.
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