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PEOPLEADMIN 

FINALIST: APPLICATION UPDATES GUIDE 
 

Congratulations! You have been selected as a finalist. As a finalist, you have been asked to upload one or more 
of the following within 5 business days pertaining to criminal convictions, professional references, and/or 
documents to verify that you meet the minimum qualifications for this position. Please use this guide to 
complete the required steps. Should you need assistance at any time, please contact Human Resources at (714) 
808-4810 or hrapply@nocccd.edu . 
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Logging into PeopleAdmin 
 

1. Go to this link: https://nocccd.peopleadmin.com/login 
2. Click “Log In” 

 

 
3. Enter your username and password, then click on “Log In” 

 

https://nocccd.peopleadmin.com/login
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Accessing your application 
 

1. Once logged into your account, click on “Your Applications” 
 

 
2. Scroll down to the section titled “Completed Applications” 
3. Find the application for this position and click on “Edit” or “Update”  
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Responding to criminal conviction question 
 

1. Once logged into your application, locate the drop-down menu and select the application section 
titled “Personal Information”, then click on “Go” 

 
 

2. Provide your response to the first question by selecting “No” or “Yes” 
3. If “Yes”, provide additional details in text box as instructed on that page 

 

 
4. After completing this section, click on “Save Changes” 
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Providing reference information 
 

1. From the drop-down menu, select the application section titled “References”, then click on “Go” 
2. Click on “Add References Entry” 
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3. After each reference entry, click on “Save Changes” and then “Add References Entry” for each 
additional reference 

4. Upon entering the minimum required number of references, click on “Save & Continue” 
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Uploading documents 
 

Upload applicable documents in the section titled “Documents that may be needed to apply”. Follow 
guidelines provided regarding document types. Examples are transcripts (may be unofficial), certifications or 
licenses (current and valid copy). 

 
 

1. From the drop-down menu, go the application section titled “Documents that may be needed to 
apply”, then click on “Go” 

 
 

2. Check the list of required and/or optional documents needed for this position. This will be found on 
the bottom of the page. 
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Sample list of Documents Needed 
 

3. Click on the title of a document to begin uploading (i.e., Add Required Transcripts with degree posted). 
NOTE: This is the same upload process used for required documents as you did when completing your 
application. 

4. Once you have uploaded any and/or all applicable required and optional documents, click on “Save & 
Continue”. 
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Certify and Submit 
 

1. Scroll to the end of the application section titled “Check for Errors & Submit”, then click on “Go”. 
2. If you do not complete this step, we will not be able to see or accept your updated information. 

 

3. Review all sections and ensure that there are no errors. Errors are indicated by an X. 

FINAL STEP: 
4. Once all required information has been submitted correctly and accurately, click on “Certify & 

Submit” located at both the top and bottom of the page. You will receive a confirmation email 
shortly after the application has been successfully submitted. 
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