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for
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This presentation will take approximately 20 minutes.

Click on your mouse to go to the next slide

OR click onthe  » box at the bottom of each page.

To go back a slide
click onthe S box.




Section 1:

Getting Started

After reviewing this tutorial, you will be able to use the system to:
1) Learn about staff job opportunities at Rice University

2) Complete an application for employment

3) Apply for specific position(s)

4) Attach a resume or other document to your application for each
position

5) Log in to the site to view your status for each position to which
you have applied




ltems To Gather- Befare: Beginning Y our Application:
1) Your complete education, work references, and employment information.

2) An electronic (either Microsoft Word or PDF) copy of any document (such
as a resume or cover letter) you wish to attach to your application.

Helpful Hints:

A
1) Y Do not use your browser's "Back", "Forward" or "Refresh" buttons to

navigate the site. This may cause unexpected results, including loss of data
or being logged out of the system. Please use the navigational buttons
within the site.

To protect the security of your data, the system will log you out if it detects
no activity for 60 minutes. Please do not leave your computer for more
than 60 minutes while completing your application for employment.

Now,cuYouwodr e 'Ready To:'Begl




Frequently Asked Questions

Q) Where do | begin?

A) To begin the application process, please select a user name and password that you
will easily remember. You should write down your user name and password, as you
will need it to apply for other positions or check the status of your application the next
time you visit the site.

Q) What information will | be asked to provide?

A) You will be asked to provide personal information such as name, address, phone
number, etc. You will also be asked to provide information about your education and
previous employment, as well as contact information regarding your employment
history and references. Please gather this information before beginning the
application.

Q) What if | want to submit a resume, cover letter, or other document?

A) You will be able to submit a unique resume, cover letter or other document each
time you apply for a position, if you choose. You may attach a different resume for
each position you apply for. This proce
positiono button awrmspecifcquesians. any positio

Some job postings may require a cover letter, resume or additional documentation.




STEP 171 Creating Your Login ID

AL WA e
- 2

HOME

SEARCH CURRENT JOBS Welcome to RICEWoOrks
CREATE APPLICATION Thank you for your interestin a career with
Rice University!

Thank vyou For wour interest in erployment with Rice, RICEWo ks, our new autormated application system,
Alowes you to search open positions by category or by job title and to apply online. additionally, wou are
FREQUEHTLY ASKE zble to set up a usermane and passwaord and ko lag in as a returning user. ¥You then will hawve the ability to
U ESTIOHS update wou application and to apply For Further position s,

HOW TOAPPLY

BEH EFITS AT-A~GLA hCE
Mew Users

WHY WORKDAICET
. To search positions, click Search Current Johbs at the left,
;ﬁ:ﬂuﬂ':j :L:suim LER To apply For a position, click Create Application at the left.
Cnscreen instructions will quide wou through a series oF steps to cornplete and sawe wour
DAIVING GIRECTIONS applic atian .
Far your recards and For Future use, keep a copy of wour usemarme and password |

CAMPUS M4 P

S Cl i c kCretaté Applidation o |
RICE HOMERAGE to select a User Name and Password
conTact us .| and to create your application. nd

IF you hawe questions or need assistance, please contact us at pbs@rice.edu or call 713-248-4074,

Peaple choose ta wark at Rice For man yreasons . There is the exciternent of being part of a vibrant and
diwverse acadernic and research cormmunity, surrounded byvindivido als whos e ideas are shaping
tamorrow's waorld, By joining the Rice community, vou will becorne a part of a heritage of great
achiewernent and a future of ewven greater promise.

&t Rice, there are apportunities For educational, professional and cultural growa b, Mo matter what their
rale, Rice employess contribute to the greatness of Rice and all it has to offer ta members of the
univers ity community, Houston, the stare of Texas and the world,

Staff positions are recruited through Hurman Resources, For informnation about curent staff openings.
click on the "Search Current Jobs" link at the left,

Home | Emploype== Pelalions | Benefils | Compemsation | Tigning | Pofces | G=iing Things Done




Creating Your Login ID (cont.)

Select User Mame:

Create a User Name

Use between & and 20 letkers or I Samplename

numbers.,

Password:

Use between & and 20 letkers ar I Fkkkkkdok

MUMBErs. Create a password T you will
type this word twice, but only
*** will appear to protect your

Re-enter Password: I Kekkkkokk : app P y
security

I CONTIMNUETO PAGE 1 OF APPLICATION == I

7 Security Information

Or click here to
cancel.

CARMCEL D—

After typing your

|@ Done information, click the
Acontinued b

go to the next page.




Creating Your Login ID (cont.)

PEOPLE
@RICE .
Before beginning your application, please enter a question and answer that only you know, If vou forget |
voLr password when returning to the site, the system will reset it once you anewer fhic oy isction

correctly. Type a question to
This question and answer will not be part of your employment application. which you will

The guestion and answer are case-sensitive, eaSin remember
the answer.

*Required information is denoted with an asterisk,

Your Question and Answer

Please enter a guestion {e.q. What is I whal
my rother's maiden name?):

Please enter the answer ko wour I Spot < Type the answer here

queskion:

is my petds name

*Required information is denoted with an asterisk,

I SAVYE ANMD CONTINMUE TO NEXT ==

SAVE ANMD STAY ON THIS PAGE EXIT I \

Click here to go to the next
page.

MOTE: To protect the security of your application information, please logout of the site and close your browser window
when you are finished.




Creating Your Application

e o E /N AR

This process consists of se
web pages) of information. Each page will also have

Il nformation that you may ne g
+welomg ACCESS.

Create Application

Personal Information: Page 1 of 6

For security purposes, this system automatically logs vou off when it senses no 5
Please click either the Continue or Return button at the bottorm of the screen e
avoid losing your data.

To scroll down the page, use your
mouse and the Ascro

R, 0 ¢ s mPlY Press The

key on your keyboard.

*Required information is denobed with an asterisk,

* Firsk Mame: |

Middle Mame: I

* Last Mame: |

Other names used:

* Address;

* Cikys

* State (enter MA& if anon U.S. address):  |N& -

I_ ’_ I_ I_ ’_ o Intemet




Creating Your Application (cont.)

RICEWORKS

PEOPLE((
SRICE

LLMECK 3l [NAT Sppiy) ™ Temporary

Have you ever worked for or are you
* v v Coves O o

currently emploved at Rice University? * o Response

If yes, indicate date(s) of employment,
densebonankich and ink bilafchs

[

You may quit the application
process at any time by clicking the
“EXIT” button.

Once you have completed this
section, click here to go to the
If yes, indicate namels), relationship to ] neXt page
self and departmenti(s);
[
*Required information is denoted with an asterisk,

<< SAVE AND RETURN TO PREVIOUS SAVE AND CONTINUE TO NEXT =2 I

SAVE AND STAY ON THIS PAGE

NOTE: To protect the security of your application information, please logout of the site and close your browser window when
you are finished.

I_ ’_ I_ I_ ’_ @ Internet




Creating Your Application (cont.)

RICEWORKS S B
PEOPLE : E _"'!
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Create Applicafion

The first screen displays our
For security purposes, this system automatically lags you off when it senses no a .
Fleaze click either the Continue or Return buthon at the bottom aof the screen e Personal Information screen, Where

avoid losing your dats. you enter your name, address, and
*Required information is denoted with an asterisk, Other Slm | Iar |nf0rm atlon .

Personal Information: Page 1 of 6

Personal Information

* sk Mame:;

Middle Mame:

* Last Mame:

ther names used;

|

S Questions with asterisks next

.1 | to them are required
guestions and must be

answered to continue to the

next screen.

Counktry: IUSF'. ;l

* State (enter MA if a non 1.5, address); INF'. 'I

* Fip Code:

I_ ’_ I_ I_ ’_ @ Internet




Error Messages

RICEWORKS
PEOPLE A '

QRICE : . | f youbve

compl et e

fields, o

Create Application message at the top of the

page.
PEWE

The fArequired

« Welcome, You are logged in.

! This page has errors that must be corrected before you may continue

these errors before proceeding. you need to Comp|ete will

For security purposes, this system automatically logs you off when it senses no actiy b e hlghllghte d in yeIIOW

Please click either the Continue or Return button at the bottorm of the screen ever
avoid losing your data.,

*Required information is denoted with an asterisk,

Personal Information

Fitst Marme:

*
@ This is a required field, Please I
complete field before continuing,

Middle Mame:

Last Marne:

@ This is a required field, Please
complete field before continuing,

I_ ’_ I_ I_ ’_ @ Internet




RICEWORKS
PEOPLE !
SRICE
requirements?
What tvpe aof employment are you

willing ko accepk?
(Check all that apphy)

Have vau ever warked For of are you
currently emploved at Rice University?

I Fultime
™ Part-time
r Temparaty

Coves O o

Error Messages

(O Response

If yes, indicate date(s) of employment,
department(s) and job itles):

fire yau currently a Rice Universiky
student?

Do you have any relatives working at
Rice University?

Coves O o

Coves O ng

(O Response

To continue completing
your application, click Save
and Continue to Next>>

& Mo Response

If ves, indicate namels), relationship ko
self and department(s);

*Required information is denobed with an asterisk,

<< 5AVE AND RETURN TO PRE¥IDUS

SAVYE AND CONTIMUE TO MEXT =2

SAVE AND 5TAY ON THIS PAGE

EHITI

I_ ’_ I_ I_ ’_ @ Inkemet




Voluntary Information

-

Create Application

Confidential EED Information: Page 2 of 6

Federal government requlations require us to gather and maintain information on job apy
and gender. Please help us by checking the appropriate information belaw, Your responss
will not be used in any way to determine your eligibility for employment.

*Required information is denobed with an asterisk,

Yoluntary Demographic Data

Gender:

" Female " Male ' mok Disclosed

" tmerican Indian/alaskan Mative
C Asian)Pacific Islander

C Hisparic

" Black

' white

" Cther

% pat Disclosed

The second screen displays our Voluntary
Demographic Data screen. The information in
this section is voluntary, but is greatly
appreciated i your information will remain
anonymous and is used for reporting
purposes only.

The information you enter on this
screen will have absolutely no bearing
on any employment -related decision.

Click Save and Continue to Next>> to

continue.

*Required information is denobed with an asterisk,

<< SAVE AND RETURN TO PRE¥IDUS I I

SAVE AND CONTINUE TO NEXT =2

SAVE AND S5TAY ON THIS PAGE I

EHITI

I_ ’_ I_ I_ ’_ @ Inkemet




Creating Your Application I Education
T s Y A T Y

On this page you indicate your educational
background including high school/GED and
college/university education.

Educational History: Page 3 of 6

Flease enter your education history, starting with High Schaool. Include Yocational School, Colls -
Gracluate: School if applicable. When finished, click an the Save and Continue to Next Page  Enter your h |g hest level of h |g h

the bottom of the screen,
school completed and the name
of your high school.

*Required information is denoted with an asterisk,

High School Education or GED
* Highest level completed? IHigh School Diploma d

Mame of High Schoal: |Evans High Schioal

Post High School Education

Please list your highest degree first, Include Yocational School, College and Graduate Schoal if applica Enter your col Iege/ unive rSity

If you have received multiple degrees from the same institution, enter a record for each degree recei

experience or leave blank if you

Name of School: |A+ University h ave none.
Ciby: |H|:|ustcun

State (enter MA if a non 1.5, addressy: | T -

Major (if applicable); |Binlngy

Did you graduate? ® yves O g O NoResponse

& Done I_ ’_ I_ I_ ’_ o Intemet




Creating Your Application I Education
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s
L youU graduares Wo¥es Lo No ' NoResponse

Type of Degree (if applicable): IBacheIor's "l
If no degree received, number of credit I—
hiors completed;

Last Date Attended (leave blank if stil
attending): ( |1y =] s Gryy)

Name of School: I.ﬁ.++ Unitversity

Citys |chustcun

State (enker WA if anon U.5, address): ITX v| .
Once you have completed entering

e ok all of your entries, click the Save

Did you graduate? @ves O O NoResponse and Continue to Next>> button.
4

Type of Degree (if applicable): M.D. -

If no degree received, number of credit I—
hiours completed;

Last Date Attended (leave blank if stil
attending): ( IMay J / I2EI02 ()

*Required infarmation is denaked with an askerisk,

<< SAVE AND RETURN TO PREVIOUS I I SAVE AND CONTINUE TO NEXT >

SAVE AND STAY ON THIS PAGE I ERIT I

|_ |_ |_ |_ |_ @ Internet




Creating Your Application - Employment

On this page you will list
your work experience.

To add a new entry, click
Add New Entry.




