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When to use PeopleAdmin to Modify a Position

• To ensure that position descriptions are up to date with all relevant 
information pertinent to a particular position.

• To update or correct a position description which might have typos or 
“old” information.

• To update job duties and position summaries for job postings.
• To update job duties after a reclassification.
• To update job duties for performance evaluations. 
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Visit https://my.untsystem.edu and log into the system with 
your EUID and password combination (single sign on) used to 
log on to your computer.

Locate the PeopleAdmin widget and select the Applicant 
Tracking & Position Management link.

How to Log In to PeopleAdmin
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https://my.untsystem.edu/


If you are not routed directly to PeopleAdmin, you may need to 
re-enter your credentials.
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How to Log In to PeopleAdmin Cont.
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Please ensure that you are logged in under the correct user 
group. To switch user groups, click the dropdown menu 
located at the top right hand corner of the screen and select 
the appropriate one. 

Only the following User Groups are able to initiate position 
modifications:

• Initiator
• Supervisor
• Department Head 

In order to view and update position 
descriptions, you will need to ensure that you 
are in the Position Management module. You 
can change modules by clicking the three dots 
in the top left corner and then make a 
selection.

How to Access the Position Management Module



Click on Position Descriptions and 
select the relevant job category 
(staff, faculty or executive) for the 
position you wish to view or modify.

Note: Position Requests refer to those that are in draft or are awaiting approval by the supervisor or department head.

How to Locate a Staff Position Description
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Once you have made a selection, the system 
lists all the position descriptions to which you 
have access.

If you are the initiator for several departments 
or belong to a large unit, you may search for a 
specific position by using the entire position 
number, incumbent name or position title 
(position number will yield the best results).

You may also use the different filter options to 
refine your search.
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How to Locate a Staff Position Description Cont.



After the position has been identified, select the title in order to view the relevant information. 
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How to Locate a Staff Position Description Cont.



You will be taken to the summary page of the position description, scroll down the page to view all 
the details. 

The History tab shows a record of all updates made to the position along with any notes or comments. The Associated 
Classification tab allows you to view the classification description for that position.
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How to Locate a Staff Position Description Cont.



Once you click Start and begin modifying a position description, other users will not be able to update the 
position description. In addition, changes submitted via ePar for this position will not load until the position 
modification is complete. 

To make edits, select the “Modify Position Description” link found at the 
top right side of the screen.

11

How to Begin Modifying a Staff Position Description



The position description will be pulling 
information from EIS so if there is a 
current incumbent, their information 
will populate here.

Indicate the city where the position will 
primarily be located (not the business unit or 
campus but where the position actually sits).

Select the approving supervisor here.

Editing Position Details
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All required fields must be completed before submission.
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Insert a brief summary of the primary responsibilities of the 
position. The position summary should be no more than four 
sentences and will be visible on any job posting. Do not include 
job duties in this section.

Insert specific supervisory responsibilities of the position. 

Editing Position Details Cont.
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Minimum qualifications and Knowledge, Skills, and Abilities are populated from the classification description. These fields 
cannot be edited (contact HRComp@untsystem.edu if changes are required).

Insert any preferred qualifications here.

Editing Position Details Cont.

mailto:HRComp@untsystem.edu


Insert any required licensure or certifications pertinent to the position.

Indicate the regular physical requirements of the job. Contact your 
Campus HR representative for assistance in selecting appropriate 
physical requirements. 
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Editing Position Details Cont.



Click on the “Add Job Duties Entry” button to begin adding job 
duties. It is recommended to list no more than 8 – 10 job 
duties. Please only list duties requiring greater than 5% of the 
incumbent’s time. It is important to note that job duties will be 
displayed in job postings.

Job duties for positions may be utilized as a part of the 
Performance Management Module.

Competencies are optional, please consult with a Campus HR 
representative before adding competencies.
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Editing Position Details Cont.



This section allows you to upload the organizational chart and any other documents that correspond with 
the modifications being made to the position (example, PIQs, Position Summaries and memos). 

Position Documents 
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The final page is the Position Description summary, here 
you will view the details of the position description along 
with any changes that you have made.
If further edits are required you may select the edit link 
to make any corrections.

While viewing the details, the summary 
displays the edits made along with previous 
data.

Summary of Edits
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Once changes are completed, hover over the “Take Action On Position Request” button found 
on the top right side of the screen and click the appropriate approval action.

Depending on your departmental policy and the nature of the changes being made, you have 
four approval options to choose from:

1. Cancel (move to Canceled) when edits are no longer required or entered in error.
2. Approve and move to the Supervisor for review and approval.
3. Approve and move to the Department Head/Chair for review and approval.
4. Approve and move it to position approved, which means that all edits are finalized and no 

other approvals are necessary.

When submitting to a Supervisor or Department Head/Chair for approval, comments may be 
entered for their review.

The Approval Process
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Supervisor/Department Head Approval
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Once a position request has been sent to a supervisor or 
department head for approval, it will show up in the 
“Position Requests” tab within the inbox section of the 
home page. 

A supervisor or department head may also access the pending position requests by clicking the 
“Position Descriptions” link and selecting the relevant position type request. This will then display 
the list of position requests that are awaiting approval.

The approver will review the changes from the summary page and then click the “Take Action On Position Request” button 
and either approve the modifications, send it back to the initiator for corrections or send it to the department head for further 
approval.



The process of locating a Faculty or an Executive position description is 
similar to that of Staff positions.

Be sure to select the correct category to begin the position search. 

Faculty and Executive Positions
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1. Enter information in all required fields 
marked red.

2. Enter minimum and preferred 
qualifications. 

3. Enter any job duties and 
competencies. 

4. Click save and continue then attach 
any relevant documents.

5. Click save and continue to review all 
the information that was entered.

6. Hover over the “Take Action On 
Position Description” button and select 
the necessary approval or cancel 
option.
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Executive Positions
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Faculty Positions

1. Enter information in all required fields 
marked red.

2. Enter any job duties within the position 
summary section. 

3. Enter minimum and preferred 
qualifications. 

4. Click save and continue then attach any 
relevant documents.

5. Click save and continue to review all the 
information that was entered.

6. Hover over the “Take Action On Position 
Description” button and select the 
necessary approval or cancel option.



Supervisor/Department Head/Chair Approval
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Once a position request has been sent to a 
Supervisor, Chair or Department Head for 
approval, it will show up in the “Position Requests” 
tab within the inbox section of the home page. A 
number will typically display how many items 
require approval, simply click the tab to display 
pending requests.

A supervisor or department head may also access the pending position requests by clicking 
the “Position Descriptions” link and selecting the relevant position type request. This will 
then display the list of position requests that are awaiting approval.

The approval process for Faculty and Executive Positions is the same as that for staff positions.
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