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PeopleAdmin: How To Create A New Position
Requisition
Replacement to "PAR Form"

1 Navigate to https://palomar.peopleadmin.com/hr/login

Use your Palomar domain credentials to log in (Hint: first initial last name 'jdoe')

  • for assistance resetting your password email HRHelp@palomar.edu

https://palomar.peopleadmin.com/hr/login
mailto:HRHelp@palomar.edu
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2 Employee homepage
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3 Once logged in, select the correct "User Group" on the top right side of the
webpage.

Default setting is "employee" which does not grant access to process position
requisitions.

Depending on your role select the appropriate user group

  • Hiring Manager

  • Fiscal Reviewer

  • Executive Cabinet Reviewer

  • Divisional VP Reviewer
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4 Select the ellipsis menu (3 dots) on the top left of the homepage.

5 In the menu select "Position Management"
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6 On the homepage of position management, select "Position" dropdown

7 Click "Permanent"
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8 To create a new position without cloning an existing position, click "Create New
Position"

9 Scroll to the bottom of the page and select "Start Action"
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10 Enter required information on form.

11
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12

13
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14

15
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16 Complete "Certification Statement" with your information.

17 Review "Position Summary/ Job Description"

Desired modifications will need to be reviewed and modified by Human Resources
Team.
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18

19 Click "Save & Continue"
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20 Enter Posting Information if known (refer to AP 7120 or AP 7120A for details).

**If information is not known, skip section.

21 Click "Save & Continue" to continue
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22 Review Position Details before submitting requisition

23 After reviewing, select "Take Action" menu on the top right of the webpage and
select appropriate action.
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24 To take final action to next step, enter brief comment and select "Submit"

25 Use "Inbox" and "Watchlist" to monitor pending requisitions.
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Cloning a Position in PeopleAdmin

26 To clone existing position, select "Position"
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27 Click "Permanent"

28 Click "Create New Position"
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29 Using search bar, find similar position from your department to clone.

30 Select "Search"
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31 Select appropriate radio button

32 Select "Start Action"
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33 Review and modify position information as needed for new position.

34
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35

36
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37

38 Continue reviewing position information
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39 Review Position Summary and Job Description

Modifications needed to a position must be reviewed and processed by Human
Resources Recruitment team.

40 After reviewing, select "Save & Continue" to move forward to the next section
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41 Enter Posting Information if known (refer to AP 7120 or AP 7120A for details).

**If information is not known, skip section.

42 Select "Save & Continue" on the bottom right of the page.
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43 Review Position Details before submitting

44 On the top right of the webpage, select "Take Action on Action"

Select appropriate action to proceed
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45 To take final action to next step, enter comment and select "Submit"

46 Select "Add to Watch List" to add posting on your PeopleAdmin homepage to
monitor posting



Made with Scribe - https://scribehow.com 26

47 Click "Home" to return to homepage of PeopleAdmin

48 Review pending position requisitions on homepage
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49 For assistance, please contact Human Resources

  • HRHelp@palomar.edu

  • (760)744-1150 ext. 2609

mailto:HRHelp@palomar.edu

