
MIAMI UNIVERSITY’S UPGRADED 
ON-LINE EMPLOYMENT TOOL

Accessing Applications with a Guest User Account



Overview of the Upgraded System

• Review applications, 
cover letters, resumes and 
other applicant 
documents online.

• Share applications and 
applicant documents with 
search committee 
members through the 
Guest User login. 

• The  Guest User login 
connects users directly to 
a specific search.



• Guest Users may login to the On-line Employment 
System from any computer to access information 
about the job posting, applications and any 
documents provided by the applicant (resume/c.v., 

cover letter…).

• The Guest User login and password may be found 
in the Job Posting and will be provided to the 
department contact in an email message.

• Guest User names and passwords provide direct 
access to the specific posting. Guest User login data 
change for each job posting.

Guest User Accounts



Relationship of the Paper 
Process and On-Line Process
• Logging in as a Guest User replaces getting paper 

applications from the Department of Human Resources 
and applicants.  

• Guest Users will access applications through the Guest 
User login.

• Guest Users for positions managed by Human Resources 
will work with their department contact who will utilize 
the on-line process for employment recommendations.

• Guest Users for positions managed by Academic 
Personnel will use the existing paper process to request 
postings and make employment recommendations.



Security of the Guest User 
Account

• The Guest User login ensures security.  The 
Guest User views only the specific position for 
which s/he was given access.  

• Guest Users may view applications and 
documentation but may not change an 
applicant’s status.



Logging in as a Guest User

• Go to the website 
https://www.miamiujobs.
com/hr

• Enter the Guest User 
name and password. 
(Provided by the department contact or 
the Department of Human Resources.) 

• The specific job posting 
will now appear.

• Click view to access the 
posting and applicants.

https://www.miamiujobs.com/hr
https://www.miamiujobs.com/hr


Data in the On-line System
• Guest Users may view:

• Applications

• Documents uploaded by 
applicants

• Date the applicant applied

• Current applicant status

• Posting details, comments 
and history.

• Reports
• Report of Applicants (this report 

indicates who are internal 
candidates)

• Applicant Mailing Addresses



Applicants

• Applicants may be sorted 
alphabetically, by date of 
application or by status.

• To sort applicants, click the  
arrow button in the blue 
column.

• Applicants are appear in 
two sections, active and 
inactive.

• To view inactive applicants 
check the inactive applicants 
box and click refresh.



• Applications may be 
viewed individually by 
clicking “View Classified 
(or Unclassified) 
Application”

• To view applications in 
one downloadable 
document, click “all” in 
the right column and 
then click the “View 
Multiple Applications” 
button.  A new window 
will open with PDFs of all 
the applications.

Applicants & Attached Documents



Applicants & Attached Documents 
(continued)

• The documents column 
shows titles of any 
attachments uploaded by 
the applicant.  

• Like the applications, the 
documents may be viewed 
individually or in one 
downloadable document.

• To view all documents, select 
all applicants by clicking “all” 
and click the “View Multiple 
Documents” button to see 
the applicants’ attachments 
in PDF format.



Questions & Help

• For assistance utilizing the on-line system please 
contact  the Department of Human Resources at 
(513) 529-3131 or employment@muohio.edu .

mailto:employment@muohio.edu

