
Before we begin…..

FULL SCREEN:
Click on “Browse” or “View” in the menu bar above, 
then choose “Full Screen”.

ADVANCE SLIDES:
Click on your mouse to advance to the next slide or to 
go to the next line of text.

END SHOW:
Hit the “Esc” key.
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Online Training for Unit Contacts



Welcome to the Ag 
Program Online 
Employment Services 
training for hiring 
managers.  This 
presentation will take 
about 15 minutes.  At the 
end of this presentation 
you may create an 
account as a unit contact.  

Click on your mouse to go 
to the next slide OR click 
on the Yellow box at the 
bottom of each page. 

To go back a slide, click 
on the gray box.

On-Line Employment 
Service Training for the 

Agriculture Program 
Unit Contacts



This training will cover:
Part 1: How to log in – Instructions on logging into the On-Line 
Employment System as a Unit Contact and navigating around the 
site

Part 2: Creating an NOV – Instructions on how to create your NOV, 
plus how to ask specific job-related questions

Part 3: Adding guests – How to enable your hiring supervisor 
or committee to view the applicants

Part 4: Viewing applicants – Viewing an applicant’s on-line 
application, resume, and/or cover letter



Part 5: Changing applicant statuses – Changing the 
status of applicants including

Part 6: How to create an account – Creating your Unit 
Contact account (subject to HR Approval)

Part 7: Additional Resources – Links and additional 
information for Unit Contacts all in one toolbox!

This Training Will Cover (cont)



Part 1: 

How to log in

Instructions on logging into the On-Line 
Employment System as a Unit Contact 

and navigate around the site



Input User Name 
and Password

Click Here

Forgot your password?  Just call the Ag Program 
Employment Office at 979-458-HIRE (4473)

After your account is 
approved by HR, go to: 

http://greatjobs.tamu.edu/hr
Type in your user name 

and password



This is your Unit Contact 
“Home” page  You will see this 

when you first log in and 
whenever you click 

“Home”



From your home page, 
click on  “View Open” to 
see a list of your open 

NOVs

Click “View Open”



From your home page, 
click on  “View Pending” 
to see a list of your NOVs 

awaiting HR approval

Click “View Pending”



From your home page, 
click on  “View Historical” 
to see a list of the NOVs 

you have created

Click “View Historical”



From your home page, 
click on  Create NOV

“From Template” to create 
an NOV from a template

Click “From Template”



From your home page, 
click on  Create NOV

“From Previous” to create 
an NOV from an NOV you 

created perviously

Click “From Previous”



Click on “Change 
Password” any time you 

want to change our 
password

Click “Change Password”



Click on “Unit Contact Support” For 
links to additional information such 

as employment forms, newspaper ad 
templates and more

Click “Unit Contact Support”



Click “Logout”

Always - Be sure to logout 
whenever you leave the 

site!



Part 2: 

Creating an NOV
Instructions on how to create 

your NOV from a template, plus 
how to ask specific job-related 
questions – Includes a sample 

NOV

Click “From Template” or “From Previous”



To create an NOV from a 
template or from previous are 

basically the same.  This 
training will demonstrate 

creating one from a template, 
which requires the completion 

of more information.



Locate the template for 
the specific job you 

want by scrolling 
through the jobs on the 

the pull down menu



After selecting the 
position title template 

you want, click on 
“Search:

This demonstration 
will show the creation 

of an NOV for an 
Office Assistant



Click “Create” to continue 
creating the NOV



By clicking on the various boxes or ‘tabs” you can 
use the different sections to create your NOV

As a minimum, you 
must  complete all the 
red asterisked items 

to continue to the 
next portion.



Continue to 
scroll down and 

complete the 
fields of the NOV



Some fields are 
already completed 

as they are part of a 
standard 

classification.  
Others are blank or 

have a 
recommended entry 

which can be 
changed.



For a security 
sensitive position, 

be sure to work 
with HR



This example 
indicates that the 

applicant can 
attach a cover 

letter, a resume, 
and other 

documents.



When you have 
completed the 

information for the NOV, 
click on continue.



This section 
enables you to add 

job related 
questions that you 
want the applicant 

to answer. 
Click to add a question



Search for a question by 
keyword

Or create your own question



This example 
shows the results 

of a search for 
experience. 

Click view to see the question 
and answers or add to add the 

question to the NOV



This page shows 
the selected 

question with the 
answers from the 

template
Click “Add this 

Question” to 
continue



If you are finished 
adding questions, 
select continue, or 

click “Add a 
Question” to add 

additional questions.



You can create a 
closed end question 
by:

1. Enter the question
2. Select “Closed 

Ended”
3. Input responses 
4. Note: be sure not to 

overlap responses 
such as years of 
experience, etc.

Type Question

Select Closed Ended

Enter Responses



To enter an open ended 
question:

1. Enter the question
2. Select “Open Ended”
3. Select the type of 

open ended answer.

Select “Open Ended”

Type Question

Select 
Answer type



If you ask closed 
ended questions, 
you can disqualify 
applicants based 

upon their answers.
Click on the 

“Screening” tab



Select the answer 
that should disqualify 

an applicant by 
checking  the box in 

the disqualifying 
column



This is a 
completed sample 

NOV









When the NOV in 
reviewed, click continue



This screen indicates 
your NOV has been 

completed and is awaiting 
HR approval



Part 3:

Adding guests
How to enable your hiring 

supervisor or committee to view 
the applicants



To create a guest 
user, first click on 

the Guest User Box

To enable the hiring 
supervisor, a search 

committee, or others to view 
the applicants, you must 

create a guest user for the 
position, either when you 

complete the NOV, or later, 
during the application phase.



The system will automatically 
assign a user name, you only 

need to add a password.  If you 
need to view the password at a 
later time, enter the system and 
view the NOV.  It will be near the 

bottom of it.



Part 4: 

Viewing applicants

Viewing an applicant’s on-line application, 
resume, cover letter, and/or other 

documents



After logging into the 
system as a unit contact, 
click on “View Open” on 

the menu bar



To look at the applicants for 
an open position, click on 
“View” below the position 

title.



You can sort a by a field, 
either ascending or 

descending, by clicking on 
the             Symbol 



To view an 
application, click 

“View Application” 
under the 

applicant’s name



The job application 
will come up in a 
separate window 
and is printable if 
you need a paper 

copy.



NOTE: At the time you hire an 
applicant, be sure print out a 

copy of the application and have 
have him/her sign it!  The signed 
application will be forwarded to 
Payroll with the other new hire 
paperwork after the employee 

completed the on-line new 
employee orientation.



To view an applicant’s 
resume, cover letter, or 
other documents, click 

on the name of the 
document in the 

“Documents” column.Resume

Cover Letter



Resumes, cover letters, and other 
documents are submitted to you as 
Adobe Acrobat PDFs.  If you do not 

have an Adobe Acrobat Reader, click 
on the link to install this free 

version.



The resume, cover letter, or 
other document will appear 
in a separate window.  The 
document is printable, if 

needed.



Part 5: 

Changing applicant 
statuses

Changing the status of applicants 
including final hiring instructions.



Every applicant has an 
active status that 

indicates where they are 
in the hiring process.  

During the review process 
you will need to change 
an applicant’s status to 
reflect their progress.  

Click on “Change Status”



The pull-down status menu displays 
the statuses that you may move an 

applicant into.
Eventually, the applicant you hire 
will indicate “Hired” and all others 

will indicate “Not Hired”



Click the “Save Status 
Changes” button to 
confirm your status 

changes.







To change the status of 
multiple applicants, check the 

boxes next to the 
corresponding applicant, then 

click the “Change Multiple 
Applicant Statuses” button



All status changes are 
recorded in an applicant’s 

“History/Notes.”

HR may also post other 
information in this 

section



This is a sample of a 
“History/Notes” page.

This screen indicates that 
the applicant completed the 

application on 04-22-03



Part 6: 

How to create an 
account

Creating your Unit Contact account 
(subject to HR Approval)



Click Here

From the unit contact login 
page at 

http://greatjobs.tamu.edu/hr

Click on “Create User Account”



Complete the information on 
the page, then click continue.
Human Resources will contact 

you when your account has 
been approved and activated.



PROBLEMS OR QUESTIONS?

Contact us at:
979-458-HIRE (4473)
Or at employment@ag.tamu.edu



Part 7: 

Additional Resources

Links and additional information 
for Unit Contacts all in one toolbox!



Applicant Site:  http://greatjobs.tamu.edu

Unit Contact Site: http://greatjobs.tamu.edu/hr

Unit Contact Toolbox:  http://aghr.tamu.edu/ucsupport.htm
includes links to employment forms, potential employee 
information, HR Office links, FAQs for Unit Contacts, and 
other information

GREATemps site: http://greatemps.tamu.edu


