
Department Quick Apply Process

The purpose of this action is to allow departments to enter applications through the EPA RW system for
applicants that did not apply on line.  

 Access Position to process application for

1.  In HR Central, launch the EPA RW application by clicking on the navigational link for it found on the
right side of the HR Central Desktop.
2.  Scroll through list of positions available and select appropriate position by clicking on the 
Recruitment ID.
3.  Once position is selected, click on the Add Applicant button on the right of the screen just above
the list of existing applicants.

The system does have edits in the system around when an applicant can be entered, so users should
be aware of those dates prior to attempting to enter applicant information.

A application must be submitted after the post date and prior to the posting period end date. 
Department representatives will have up to 3 days after the posting period end date to enter the
applications; however, the date received field on the Quick Apply application must fall with in the
posting period of the position.
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 Adding Applicant using Department Quick Apply - Personal & Address Data

1.  Enter Date Received.  This date must fall within the posting period of the position and must be
entered within 3 days of the close date.
2.  Enter First, Middle, Last name & Suffix as applicable.  First & Last name are required.
3.  Enter Address and Contact information.
4.  Indicate if you are a current permanent employee of UNC-Chapel Hill by clicking the appropriate
option of yes or no.
5.  Click Submit button.

Note:  If you need to close the quick apply without saving data, click on the Close Quick Apply button.
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 Adding Applicant using Department Quick Apply - CV/Resume and Educational Data

1.  Indicate how applicant found out about the position by clicking in the drop down field and selecting
the appropriate option of Letter, Other, Personal Referral, Professional Journal or University Website. 
Note that if you indicated that the applicant learned about your job by a Professional Journal or Other,
you will be required to enter additional information so you want to be sure to get that additional data
from the applicant.
2.  Attach the required Curriculum Vitae/Resume.
3.  Attach optional Cover Letter.
4.  Attach optional Additional Documents.
5.  Indicate Highest Earned Degree level by clicking in the drop down field and selecting the
appropriate option of Associates, Bachelors, Masters, PharmD, PHD, JD, DVM, DDS or MD.
6.  Enter Years of Experience.
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7.  Click Submit button at the top or bottom of the page.

Note:  To clear the application to re-enter all data, click on the Clear button at top or bottom of page.

 Department Confirmation of Applicant Entry

Once you have successfully submitted the application, you should receive a system generated
message acknowledging that the application was submitted with a reminder that the applicant will
receive a confirmation email as well.

You will also be given the opportunity to enter another applicant at this point.  To do so, click on the 
Add Another Applicant button.  If you do not have other applicants to enter, you can close the window
by clicking on Close Quick Apply to return to the list of applicants.
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 Applicant Confirmation Email - Applicant Steps

Above is a sample of the email that the applicant should receive upon successful submission of their
application by the department.

 Applicant Confirmation Email (Cont.)

In the email, applicants are asked to voluntarily complete an EEO data form and are provided a link to
access that form.  In the next step, we will see the form that is accessed when an applicant opts to
provide their EEO data.
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 Applicant EEO Form (Voluntary) - Applicant Steps

The data on this section of the application is entirely voluntary.

1.  Indicate Gender by clicking the appropriate option of Male or Female.
2.  Indicate Ethnic Background by clicking in drop down field and selecting the appropriate option.
3.  Indicate Veteran status by clicking appropriate option of Yes or No or Choose not to disclose.
4.  Indicate Vietnam Era Veteran status as appropriate by clicking Yes or No.  
5.  Click Submit button.

Note:  To be considered for Veteran's preference the applicant must complete the Veteran's Worksheet
by clicking the link provided.  
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 Completing Veteran's Preference Worksheet - Personal Military Experience Section -
Applicant Steps

1.  Enter last 3 digits of social security number.
2.  Complete the Military Service Experience section.
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 Completing Veteran's Preference - Spouse/Dependent Data & Applicant Certification
Sections - Applicant Steps

1.  Fill out Section 2 - Spouse or Dependent of Deceased or Disabled Veteran.
2.  Fill out the required Applicant's Certification by clicking in the check box.
3.  Click Save to return to EEO Information form.

Upon submission of the EEO Information form, the applicant is returned to UNC - Chapel Hill's Web
home page.

 System Message for secondary attempts by Applicant to enter EEO data when already
submitted for this position
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If an applicant does submit their EEO information and attempts to do it again, the system will return a
message that the EEO data has already entered for that specific application.
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