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https://careers.umw.edu/HR
Creating a User Account:
 

1. Using Internet Explorer, type the following web address:  https://careers.umw.edu/HR
2. Create a user account if you do not have one.  Click on the “Create User Account” link from within the left navigation menu. 
[image: image1.png]MARY WASHINGTON

’"" UNIVERSITY OF



[image: image3.png]UMW User Site - Windows Internet Explorer,

&+ | remsironingsot peopeodmin.comfuserfesispishredframesetFramese spine=1202535491523 &[5 [x] [so00e o

Fle Edt View Favortes Took Help

Norton- © search @ @i -
P g [ umvsersee [

 Welcome Judith Kwitniesk. You are logged in with User View. Friday, August 27, 2010

(CREATE POSTING Welcome to the Online System
FROM SCRATCH.
FRow postTION
55 = Supervisor/Manager's Guide HR User's Guide
CLassTFICATIONS o= et
SeaRcH cLAssTFCATION | L=t/Dousd
(CREATE CLASSIFICATIONS
FROM CLASSIFICATION
[AppuicanTS

e ———— 5
CONF NUMBER SEARCH Job Postings assigned to You: 0
 Job Pesings i th enre University: 2
o

e Wl Users to be Approved

oomout s st

J0b Postings to be Approved

 Users to be approved: 1

o perform actions, please choose from the links at left.

s
[ —
oot

@ et oo -





3.  Enter the required information.  You may wish to make your user name and password the same as your UMW Net ID and password.  Please jot down your user name and password for future reference, as you will need them each time you login.  
[image: image4.png]indows Internet Explorer

htps://training321.peapleadmin.comfuserfilesfispisharedframeset/Frameset.jsp7tim [ & |[#2][x] [sooge R~
Fle Edt Vew Favortes Took Hep
Norton - e Se: © search @ @i -
P g [ umusersee [ Bv B @ e - Giodk -

Alusvessryor
MARY WASHINGTON

o
i

(CREATE POSTING
FROM SCRATCH
FROM POSITION

(CLASSIFICATIONS

 Wekcome Judith Kwitniesk. You are logged in with User View.

Friday, August 27, 2010

Create User

Users can submit a user account to HR for approval and will be otified by HR if the account has been
‘approved. Please fill in the following information to create your account. Click the cancel button to return

oo
(cReATE CLasstFicaTions [T Y
it
e RO —
e
o mecs ot
ST cresteuser
SacsormcrEs s
. |
e ACCOUIT

R
oo ek oot o I

- —

- E—
ADMIN e
e
'CHANGE DEFAULT VIEW =D
o =

Phone Number /extension

B

T S
et S et
I e seewes 2| [ | 2
@ rternet Hoon -





4. All information with a red asterisk is required.  If you choose to enter optional information on this page, please ensure that you submit the information in the format requested.
5. Select your division or department once you have completed the personal information.  Scroll down the list, and click on your department’s name.  To the right on this field, you will note four buttons.  Click the top button showing a single right arrow.  This will move your department into the selected field.  If you supervise more than one department, you may add each department individually.
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6. Select “Submit for Approval,” and click continue.  On the next screen, review your information, and click “Confirm” located at the bottom.  Your account has now been submitted to the Office of Human Resources for approval, and you will receive an email within 24 hours informing you that your user account has been approved.
7. Once you receive your email notification regarding your account approval, you may login to the careers.umw.edu/hr site using the user name and password you created.
Creating/Modifying an EWP

1. Log into the system: https://careers.umw.edu/HR
2. Under “Position Descriptions,” click on “Begin New Action,” then click on “Modify Classified/Wage Position.”  
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3.  Type in the position number or the employee’s name and click “Search.”  
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4. Click “Start Action.”   


5. Then, click on the position details tab and go from there.  All information with a red asterisk is required.  Please pay special attention to revising the effective date and supervisor name (if changes).
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6. Next, click on the “Core Responsibilities” tab. Then click on the “edit” button for each core responsibility to expand the window and allow you to make changes to the percentage of time and responsibility and measure content.  Make sure to “Save Changes” after editing each core responsibility.
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7. To insert and special projects for this upcoming year, click on the “Special Assignments” tab. Click “Add new entry” or the “edit” button to add or adjust assignments.  Make sure to “Save Changes” after editing each special assignment.
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8. Next, review the “Physical Requirements” section.  Make any necessary changes for the upcoming performance cycle.  This page will have to be signed in addition to the final page in the EWP. Make sure to “Save Changes” after editing each special assignment.
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9. Finally, attach any supplemental documents that may be helpful in understanding this position.  This is optional.  
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10. Continue to the last page and click “Submit Action to HR for Final Review.”
11. Within 24 hours, you may log back into careers to view the EWP.  Click on “Modify Classified/Wage Position.”  Type in the position number or the employee’s name and click “Search.”  
12. When you see the EWP you are looking for, click “Get Reports List.”  
13. Click the radio button for “Classified & Wage - Employee Work Profile,” and then “Generate Report.”  
14. Print this document and obtain the necessary signatures (employee, supervisor, and reviewer). 
15. Submit to the Office of Human Resources by October 18.
