
PeopleSoft V9.1

View Job Opening



From the PAWS Employee Portal
(https://paws.augusta.edu), select the 
“All Apps” icon from the Quick Access 
Bar.

https://paws.augusta.edu/


From the PAWS Employee Portal ALL 
Apps page, select PeopleSoft HRMS 
link.



Log in using your AU NetID and Password. This 
would be the same ID and password that you use 
to log into Outlook.



Navigate to Recruiting

Main Menu > Recruiting > 
Find Job Openings

OR, you may go to the “My 
Job Openings” category on 
your Manager Dashboard, 
then select Job Opening you 
would like to screen



Enter the Job Opening ID.  Change the 
status field from “Open” to a blank field.  
Select “Search”. 



Click on the position title.



Manage Applicants tab: shows name of applicant, status of applicant, the resume and application, the date the 
applicant applied and/or the last date an action was updated on the applicant. 



Activity & Attachments tab: area where 
attachments or notes that may put in 
the system towards the end of the 
recruitment process.  For example, 
reference checks, notes from the Hiring 
Manager, Search Committee, or HR 
Talent Consultant, that are important to 
notate. 



Job Opening Details tab: includes 
information regarding the position (ie. 
Position number, job code, department, 
etc.).

This page also includes additional tabs 
the refer to additional information 
related to the job opening:
• Team – includes the names of the 

team responsible for the job opening 
during the recruitment process.  The 
team includes the HR Talent 
Consultant or Faculty Support 
Services representative, the Hiring 
Managers, and the Interviewers.

• Posting –includes the job posting 
information that is visible to 
applicants on the careers webpage. 

• Approvals – includes that salary for 
the position along with the positions 
approval string. (ie. VP/Deans Office, 
Budget, Human Resources. 



Points of Contact

• System Access Inquiries: Sharri Peck or Cathy 
Carver-Parker

• Faculty Support Services: Laurie Bush or Omar 
Forbes

• Executive Recruitment: Carolyn Burns, Sharon 
Wingard, or Sherena Hobbs

• Staff Recruitment: Dena Pickett, Jacob Usry, 
Toneshia Rickerson, or Veeta Perry


