
How to Guide: Creating a Hiring Proposal 

 

1. Human Resources will notify you when to initiate the hiring proposal.  

2. Enter into the People Admin website at: https://pacific.peopleadmin.com/hr  

3. Select the SSO Authentication link below the User Name and Password Block.  

 
4. Enter your Pacific Single Sign On credential (what you use when signing into Inside Pacific). Click Login. 

 
5. Change the Current Group drop down menu and select Hiring Manager/Department Chair. Hover over the Postings 

tab and click Staff from the drop down menu. Locate and click on the desired job posting.   
 

 
 

6. Click on the Applicants tab to view the list of applicants who have applied for your open position.  

 
 

7. Click on the desired applicant’s name to go to their application page.  

 

 

 

https://pacific.peopleadmin.com/hr


 

8. Click Start Hiring Proposal (green plus sign under the orange Take Action box).  

 
9. Under “Selected Position Description” make sure that the correct position title is listed and click Select Position 

Description. 

 
10. A small pop up window may come up. If this does, this is just the system saying the current incumbent in the role will 

be replaced with this new hire. This is ok. Click Ok in the pop up window to proceed. 

11. Scroll down the Hiring Proposal Summary page and enter the Start Date and Annualized Salary or Hourly Pay (refer to 

the new hire’s offer letter for this information).  

12. Click Save. Then click Next. 

13. The Hiring Proposal Documents section is optional. If you don’t have any documents to upload click Next.  

a. Use the Actions drop down menu to upload document(s) if needed. 

14. Hover over Take Action on Hiring Proposal (orange box, upper right corner), select the Department School 

Administrator option from the drop down list.  

15. A small window will pop up. Type a comment if needed and ensure the small box below the comments section is 

checked so the hiring proposal is added to your Watch List. Click Submit.  

16. Monitor the hiring proposal as it advances through the approval workflow and follow up with the appropriate parties 

as needed to move things forward. 

a. To see who currently “owns” the hiring proposal, please visit your Watch List. To view your Watch List: 

i. Applicant Tracking Module  

ii. Home tab 

iii. Scroll down to Watch List 

iv. Click the Hiring Proposals tab of your Watch List 

v. Review the Current State and State Owner to see who the hiring proposal is currently with in the 

approval workflow 

17. Human Resources is the final approver in the workflow. After the hiring proposal is approved by Human Resources, 

and EPAF is automatically generated overnight to put the new hire’s job in Banner.  

18. After the new hire’s position is loaded into Banner you will receive a confirmation email with their Pacific ID number, 

position number, new staff orientation dates, and their introductory performance review letter.  

 


