
 

Frequently Asked Questions About PeopleAdmin 

 
1. How do I access PeopleAdmin? 

People Admin is accessed through the MYMU portal. Go to www.marshall.edu and find 
the MYMU link in the top corner of the website.  

 

You will find PeopleAdmin in the “Quick Links” section. 

 

You will click on the “Marshall University Employee Server Log-In” red link below the 
Marshall M.  

http://www.marshall.edu/


 

If you are still having difficulty accessing PeopleAdmin, please contact us at 
recruiting@marshall.edu.  

2. I can access PeopleAdmin, but when I look for my posting or applicants, the 
fields are blank. How can I see my postings and/or applicants? 
The instructions for creating a custom search in PeopleAdmin are located on the 
PeopleAdmin Resources page under the “How to begin to using the system” for 
employees. 
 

3. I can see the applicants, but how do I access their application materials? 
An applicant’s uploaded documents can be found at the bottom of the page.  

 
To open the documents, click on the blue link and the document will appear in a 
new window. You may print the document(s) if needed.  
 
If you would like to print or view documents for several applicants, you may do it by 
clicking the box to the left of each applicant’s name.  
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Once you have chosen the names, you will click the “actions” button above the 
applicant’s name.  

 
You will choose the option to “download applications as a PDF” and select the 
documents to include in the PDF and then click submit. You may save or print the 
PDF as needed. 

 



 
4. The committee has requested reference letters to be submitted. Where can I 

find the letters? 
Reference letters can be found under the “Recommendations” tab of the 
application.  

 
 
 
 
You will click on the tab and the completed letters will be listed under 
“Recommendations”.  



 
 
You will click on the reference’s name, and you will be able to view/print the letter.  
 

5. Is it possible to have someone outside of the university serve on a search 
committee? 
Yes, it is possible. To add someone outside of the university, please email 
recruiting@marshall.edu with the person’s name and email address. The system will 
create a login specifically for them with their own username and password and will 
email that information for them to use throughout the search process.  
*Please remind the guest user that they will need to enter their credentials instead 
of copying and pasting into the system* 
 

6. Am I able to see where a position description/posting is in the approval 
workflow? 
Yes, if you have added workflow state on your search, it will be listed as below. If not, 
you can click on the position description/posting and it will show you where it 
stands in the approval process.  

 
 
 
 

 
You can also check the history tab of the posting to see the timeline of the position 
description/posting.  
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7. I have submitted my position description/posting for approval and I need to 
make a change. What can I do? 

You can request the posting be returned to your queue by emailing us at 
recruiting@marshall.edu . If it is a field that you are unable to change, please let us 
know and we can make minor changes. 

 

8. What documents need to be uploaded with a position description? 
We require the job description and the org chart to be uploaded with the position 
description. If the department is requesting a search waiver, we require a search 
waiver memo that outlines the need for the waiver along with the resume/CV of 
the applicant. 
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