
Creating a Hiring Proposal in PeopleAdmin 
**In preparation of completing a hiring proposal, you will need the student’s complete birthdate, the budget number used to pay the 
student, and the budget account name associated with the number.  

 
 

 

 
 
 
 
 
 

 

 
 
 
 

Log in to 
MyRedDragon 
 
Select 
Faculty/Staff  
 
Select 
Recruitment/ATS 
from 
myRedDragon 
Resources 
 

If you do not see this 
screen, X out of the 

screen and try again. 
(See last page for 
additional help) 
 

**User group (top 
right-hand corner) 
should say Student 
Hiring Manager. If it 
does not, use the drop 
down arrow to select.  

 
 
-Select ‘Postings’   
-Select ‘Student’ 
 
 



 
 

 
 
 
 
 
 
 

 

 

From your job 
posting list: 

 

-Select position by 
clicking on the title.  

 

 

 

 

 

Ex: Student 
Employment Services 
Student Assistant 

-Select ‘Applicants 
Tab’ to review all 
students who have 
applied 



 

 

 

 

 

 

To view each 
‘Student 
Application Page’: 

-Select student by 
clicking last name 

 

 

From the Students 
Application Page:  

-Select ‘Take Action 
on Job Application’  

-Select ‘Recommend 
for Hire’ 

(all other applicants 
status should be 
updated to 
correspond with the 
hiring decision) 

 



 

 

 

 

 

Select ‘Submit’ to 
save the applicant 
status:  

Once you have updated 
an applicant’s status to 
‘Recommend for Hire’  

You can immediately 
begin the hiring 
proposal OR you can 
return later to 
complete.  

If you begin 
immediately, make 
sure you verify the 
following:   

1: (top left) Your status 
update was 
successful 

2: (middle right) You 
are on the page of 
the applicant you are 
hiring 

3: (far middle right) 

Select: Start Student 
(SA) Hiring Proposal  

 



 

 

 

 

 

 

If you have 
returned to the 
system to create a 
hiring proposal for 
a student whose 
status is already 
‘Recommend for 
Hire’  

-Access the job 
posting page 

-Select ‘Applicants 
tab’ 

-Select Applicant 
(verify their status) 

-Select ‘Start 
Student (SA) Hiring 
Proposal’ 

 

 

 

-Select ‘Start 
Student (SA) 
Hiring Proposal’ 
again to confirm 



 

 

 

You should 
complete all 
required fields.  

**Note:  

Budget does not have 
an asterisk but is 

required.  
To complete 
Budget section:  

-Select Add Budget 
Entry 

-Enter the Budget 
Account Name and 
Budget Account 
Number in the 
fields provided 

**DO NOT click the 
‘Add Budget Entry’ 

button once the fields 
are entered 

-Complete 
remaining fields and 

select ‘Next’ 



 

 

 

 

 

You do not need 
to complete this 
screen.  

-Select Next 

The Summary 
page will allow 
you to review 
hiring proposal 
information and 
edit if necessary.  

To complete the 
hiring proposal:  

-Select ‘Take 
Action on Hiring 
Proposal’ 

-Select ‘Send to 
Payroll’ 



 

To verify:  

-Return to the Job 
Posting Page 

-Select Hiring 
Proposals 

All students with 
completed Hiring 
Proposals will have 
a status of “Payroll” 


