PURDUE Quick Reference Guide

U N Lecturer & Post Doc Quick Hire Steps

The Recruitment Process in SuccessFactors:

Screen and

Requisiton

Receive

P Interview Offer Letter Closed and
Candidates Onboarding
L. Create Requisition 4 candidates complete 1. Applicant Screening 1. Prepare Offer 1. Move Candidate to Onboarding
2 Rev!ewapprove Rec!u_lsmcu applications 2. Resurnesf:\ppllc&fnt Pool 2. Review and Approve 2. Close lob Requisition
3. Review and Post Position 3. Candidate Interviews 3, Extend Offer 3. Background Check

4. Candidate Rating/Feedback 4, Onboarding- Post Hire Data Verification

The Quick Hire Process allows one person to perform all steps from creating requisition, managing candidates, offer letter
completion and moving candidate to onboarding. Your department head, DFA and employment or payroll center should
discuss Lecturers and Post Docs hiring needs prior to initiating the process in SuccessFactors. Because the quick hire
process does not route for approvals within SuccessFactors, most areas complete the Lecturer and Post Doc offer letters
through the available templates on the Provost website and route to budget approver and department head for review and
approval, and then to candidate. Some areas require Dean approval — please review your internal process with your
Business Manager or DFA for further guidance.

Some areas utilize the various recruitment roles within SuccessFactors in order to provide others an opportunity to view
hiring or candidate information. For example, a business manager or administrative assistant could be the initiator and
assign someone from the employment or payroll center to be a department recruiter or recruiting coordinator. This would
allow both to have access to requisition, candidate information and offer approval. Again, an internal process should be
discussed within your college or school.

Table of Contents
Use the links below to move quickly to the section needed:

Identify Vacant Position

Create and Post Requisition

Manage Candidates through Pipeline

Create Offer, Offer Approval and Route to Candidate
Move Candidate to Background Check

Move Candidate to Onboarding

Close Requisition

Nogoh~wdh =

1. Visit OneCampus at
https://one.purdue.edu/ and
select Employee
Launchpad.

2. Login using Purdue Career
Account ID and password.

Employee Launchpad

SuccessFactors

Q

1. Select Company Info :
from Home drop_down | compensation PURDUE #3 Company Info ~

UNIVERSITY

2. Se|eCt POSition Org ‘evelopment Org Chart Position Org Chart Directory

Chart
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3. Search for Position by
Position (number) or
People (Person Name)

4. Find the correct position
ID.

40010455
Senior Communication ...
Communications Profes..

Positions

People

1/1FTE

2 Positions Below

Click the To be hired icon on
vacant position.

(If To be hired icon is not there,
follow page 5 of the Updating
Position Details QRG to update
it ‘to be hired.”)

#~ Up One Level

40025790
TEST Talent Acquisition. ..
Assistant - Talent Acquisi...

To be hired

071 FTE

Click the Show Menu icon (3
horizontal lines).

Select Create Job Requisition.

Add Lower-Level Position

Limited Term Lecturer (40030104)

as of Today Add Peer Position
day [v

Position Details | creste Job Requisition

Instructor Wisiting

Code 40030104

Position Title Limited Term Lecturer

40020261

Job Title Lecturer - Limited Term IntHeadPaliSci Eco...

< Frofessor

Position is understaffed (0 of 1 FTE).

M i dinne et allowss o deindn fr b

1. Date of New Job
Requisition will populate
as today’s date

2. Requisition Template will
match position. (Post Docs
and Lecturer positions =
Post Doc/LTL/Temps
requisition template)

Click Create

Manage Job Requisition

* Date of New Job "
1111312018
Requisition

* Job Requisition
PostDoc/LTLTemps Requisi... +
Template

* Number of
Openings
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1. Click the Requisition icon

& to open details

2. Click Open Job
Requisition icon

3. Note: PostDoc/LTL/Temps
Requisition Template
should be used

~ Up One Level

40024477
Limited Term Lecturer
Lecturer - Limited Term

Marci
Johnson

05/1FTE

SEN

Limited Term Lecturer (40024477)
as of Today

~

Position Details

~

Position History

~

Incumbent Details

" Job Requisition Details

1d 3890
Template PostDoc/LTL/Temps Requisition
Job Title  Limited Term Lecturer

Status  pre-approved

1 Opening
0 Candidates

Scroll to view and complete the
Job Requisition filling in all

required fields marked with an *

or a red outlined field.

Consider adding Questions,
when applicable.

Position Number

Number of Openings

US Persons

* Internal Job Title

* External Job Title

* Funding End Date

* City

* Travel Required

* Physical Requirements

40024477

1

false

Limited Term Lecturer

Lecturer - Limited Term

Open v
If fixed end date, enter month/year

Shift No Selection N~

E)Tliivti:igs?posmcn require any of the No Selection ~

* FTE 50

* Location TECH (2042) Custom Select >>
* Country United States (US) v

* State/Province Indiana (US-IN) v

West Lafayette

No ~

Sedentary activity - lift an™

Same as Internal

If College or Department
internal process require other
reviewers or others to view
applicants, they can be added
as Recruiting Coordinator or
Department Recruiter.

Most colleges add their
Business Manager or DFA as
Recruiting Coordinator or
Department Recruiter so they
can review/edit/approve
requisition.

Initiator Cindy M Davis| Find User... @ Clear
Lo | Select

Recruiting Coordinator Find User... @ Clear Lecturer as

Department Recruiter Find User... @ Clear Category
Page for

HireRight Acct West Lafayette - Lecturer and

Package ID Purdue Standard ~ Limited
Term

iiind Lecturers.
* Category Page Y

Review job details by clicking
Job Profile. (Towards top of

page)

JOB REQUISITION DETAIL

JOB PROFILE

CANDIDATES (0)

Job Requisition Detail | Job Profile
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Req Id 314 View Details  Job Profile  Candidates(0)

T Job Summary

The standard profile for the )
™ . . Lead and be a key resource for University efforts to re-engineer business processes. Create project plans, oversee teams, and directly coordinate the planning
position is displ ayed i and execution of business process re-engineering. Assistin a culture of rough and of

process imp Grow of through transfer and training in lean process re-design

T Core Responsibilities

Review the Job Profile and

Identify and validate current business processes using information already gathered and integrate with additional information surrounding end-to-end processes.

make edits to the text, as Align formal and informal policies with corresponding business process. Process map and ereate value stream analysis to ensure re-designed processes are lean,
efficient and meet business requirements. Help identify process breakdowns. Align transactional metrics from the System with business processes. Lead andfor
needed . assist with process gap analysis efforts. Identify and prioritize processes with greatest need for redesign. Analyze, assess and evaluate process data for cost and
savings of re-designed processes. Ensure all processes within scope are appropriately reviewed during design Assist in large scale process
gn and lead sized process re-design activities Follow designed pracesses through Build, Test and Go-Live phases with

responsibilty toward ensuring sustainable governance.

Click I’'m done.

T Education

i m

Optional:
Click Send to Next Step

West Lafayette A\

. . Purdue Standard ~
If another reviewer is needed
and you want them to review No Selection >
this requisition - could utilize
‘Get Feedback’ and send to WL Faculty NG
specific user. (Search has filters
to narrOW to COFreCt user) ThIS Questions Required Disqualifier Score Weight Actions
would allow a Budget Approver @ Add more questions

to review the requisition.

Required Score: 0.0

Limited Term Lecturer (3se1)

All Employees ~

tion

Save and Close Close Without Saving ) Get Feedback =2 Send to Next Step

Limited Term Lecturer (3so1)

~ Route Map

° Alternate Route User Step 1] 2 | Completed

Send to Next Step

You are about to approve this requisition. Please note, this wil not post the requisition

Cancel & Return to Form Send and Open Next Form Send to Next Step

Click Send to Next Step to approve this requisition.

If Get Feedback is used, the next screen provides opportunity to type comments and send requisition for their review.
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Limited Term Lecturer (3891)

~Route Map

o Atterate Routs User stzp 2)) competea

Send To Breanna K Jones
Youire about to sendi this form 1o he next per
Forverd Formto Breanna K Jones

10 ask for Edits

Email Notification Comments

Cancel & Retun to Form [CEN DY SR

Recruiting Approvals

Create Requisition
for Faculty Requisition for Adjunct Associate Professor

The person identified to review

the requisition receives an o oy Rion for s Proesor fCop Pt 8 ADDL
‘Evaluation Feedback’ in their
ags Evaluation Feedback
Recruiting Approvals. or Rqueition for ik Trm Lecrs 91, L0 150, Srend Coutor
(Initiatar;

for Requisition for Veterinary Technician (SmallLarge Animal ) (3577), LYNN
(2747), Megan Brashear (Initiatar)

Recruiter Review
for Requisition for Veterinary Technician {SmalliLarge Animal ) (3578), LYNN

T ToYy
* City West Lafeyette

* Travel Required No

* Physical Requirements Sedentary activity - lift and camy up to 10 lbs. occasionally; work involves sitting most of the time.

Similar to a Budget Approver
role, they can edit pay - ]

information and add comments. Perooreaton et postions.
onty)?

They can send the requisition —mm °

back to the person who sent it

to them. e N
Department Recruiter @
Once received by initiator, it will
need to move to Next Step.
* Category Page WL Faculy @

Save and Close Close Without. Savin[ 4\ Send To Brenda Coulson |

Once the Job Requisition is

complete, the system is

directed back to the Job © Requisition Statistics

Requisitions page. el 0 PR W-wivi ity
m Filter Job Requisitions All job requisitions

Hover the cursor over the Job o6 Tite Reqa

Title and select Job Posting ASA
ctions
from the pop-up menu.

Requisition Actions.
@ View
E_Job Profile

(% [Job Postings]

dit Requisition
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The Job Postings page is displayed for the selected requisition.

Assistant Professor @s21)

JISTIONDETAL ~ JOBPROFILE CANDIDATES(D)  JOBPOSTINGS (2)
Job postings
Posting Type Posting Status Postng Stat Date Posting Start Time Postng End Date Posting End Time Last Modiied Date Last Modifed By Action
Posted 10212018 11:50 AM EDT 12092019 1158 PM EST 10212019 Cindy M Davis Remove Post
Posted 10212018 11:50 AM EDT 120912019 1158 PM EST 10212019 Cindy M Davis Remove Post
MMIDDIVYYY MMIDONYYYY Post Job
NMIDDIVYYY MMIDONYYYY Post Job
ed expiraton dte. Please note, new postings can take several minutes before they are fetured i search results o the career sits.
Agency Listings
Name  Agency Country Posting Satus Posting Start Date Postng Start Time Posting End Date Posting End Time Last Modied Date Last Modifed By Acti
Add Agencies

Posting Type Posting Status Posting Start Date
. . Internal Posting Mot Posted 01/22/2018
For each desired Posting ¢ =
Type, enter the Posting Start External Posting Not Posted 01/22/2018
Date.
Internal Private Posting Not Posted 01/22/2018
External Private Posting Mot Posted 01/22/2018

Action
Click Post Job. Post Job
Hover the cursor over the
Posting Type paperclip icon
. . . Posting Type Posting Status Posting Start Dg
to view direct URL link to the 2.2y g 3
posting. Internal Posting & Posted 01/22/2018
External Posting & Posted 01/22/2018
This URL can be sent dlrectly to Internal Private Posting & I|htlps:HhcmSpreview.saps Copy URLI 0172212018
an Internal or External
Candidate if the requisition External Private Posting | Internal Private Posting }:I 01/22/2018

posting is Private.

Candidates are seen through the Job Requisition listing. Under the Candidates column, click the Number.

ns  All job requisitions “ |V Filter Options <& Display Options
Job Title Req Id J- Initiator Due Candidates
Limited Term Lecturer (& 3891 Brenda Coulson 11/13/2019

it Torr | ke veme 8B

The Talent Pipeline is across the top of the page. It is your tool in managing candidate process. Since this is a quick
hire process, those tiles that make the most sense to use should be. It is not required to use all the tiles. In other
words, you could move the candidate to hire in Background Check (if external candidate) and the rest to Not Selected.

I Withdrawn By Candidate I

~ Talent Pipeline & View active candidates (3) & View all candidates (3)

S—
0 0 0 B 0 0 0 0 0 0 0
Forwerded | Invited To Apply Mew Application EORERENETY Review ShomList  Interview — Offer ~ Background Check -~ Ready to Hire Hired

I Not Selected ~ | Candidate Withdrew -~ Automatic Disqualified
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i . Candidates : View New Application (1)
All candidates start under ‘New

Application.’
PP 0 Selected =LA @ Display Options % Filter Options

To view candidate details, click L1 Name T New Status
candidate Name. 0O = &lmonica Boone | New Application
Menica Boone (Intemal Candidate) Appli Resume

01234567 / R wnite595@purdus.edu # (& Cover Letter + E Resume # B View Profile (2417)
= Email [} Take Action

~ Application ~ Comments +Add
+ Candidate Status New Application There are no ftems in this section
Background Check Vendor | oo o o
status ~ Jobs Applied
. . . Background Check Status | No Selection v
Candidate details are d Isplayed , Job title: Talent Acquisition Specialist (2061) Date: 01/0912018
. . Background Check | -
. . MM/DDAYYYY Recruiter: Sonia Hooker
including the Application assed St New Applcaton
Background Check
and/or Resume' Resulls & Attach a document
Interview Result ~ Correspondence
Overdue Interviews Date: D1/09/2013 User: System System Action: Email

Thanks for applying
Supporting Documents @ Attach a document

Additional Supporting Date: 0116/2013 User System System Action: Email
Documents: & Attach a document Thanks for applying
Nickname
~ Onboard
Country United States nooarcing

= Email | [ Take Action

& Print
To move a candidate from the r Forward ’
current status, to a different © History
status along the Talent Pipeline,
click Take Action. (%) Close From Consideration

Select Move Candidate.

|D+ Move Candidate Jn

¢ Return to List

Move Candidate

Candidates

Dilly Dally Select status to move candidate(s) to:

New Application
Legal Screening
Initial Review
Review

Select new Status from the Short List
drop-down menu. Tnterview

N
Reference Chel | ioryian

Offer

Background Check

Ready to Hire

Concurrent Employment - No ONB
Hired

Reject - Email

Reject - No Email

Cancel Apply Updates
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Enter Comments, if necessary.

Click Apply Updates.

Move Candidate

Candidates

>

Dilly Dally Select status to move candidate(s) to:

Interview v

Sub item:

First Interview v

Please comment on the status change (optional):

<

Cancel l Apply Updates

Candidates can also be moved
within the Talent Pipeline by:

e Selecting the icon next to
the candidate name,

e Dragging it across the
pipeline, and

e Dropping it into the
respective bucket.

~ Talent Pipeline & View active candidates (3) & View all candidates (3)

0 0 0 0 0 0 1 0

Forwarded  Invited To Apply Mew Application  Legal Screening  Initial Review Review EOLLANGE Interview

Refe

Candidates - View Short List (1) st v

0 Selected  Action @ Display Options W Filter wn!

[] Name T New - siatus Forwarded By Candidate Type Rating Source
O | = & pilly Dally T Short List External NA Corporate|

Iltems per page | 10 ~ | |« < Page of1 > »l

Once candidates are moved to
Interview tile, other interviewers
can be set up and the interview
can be scheduled.

Click the candidate Name to
open profile.

~ Talent Pipeline & View active candidates (1) & View all candidates (1)

0 0 0 0 0 0 0 1

Forwarded Invited To Apply New Application Initial Review Review  Legal Screening Short List Interviews

Candidates : View Multiple Application Status (1)

0 Selected ® Display Options % Filter Options

[J Name T New Status Forwarded By Candidate Type

= Sonia Diaz R First Interview Internal
O=4

© 2022 Purdue University
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From the Interviewers section, click Set up Interviewers.

Bhavana Penta (Intemal Candidate) Resume

DB122367541 @ mizecer@purdue sde £l Cover Loter £l Resume 8 View Proie (55316) i
EEmail [ Take fcion

~ Application ~ Comments +Add
Candidate Status pe—— o There are na items in this section.
FirstInterview ~ Intenieers [BEFup tervewers
Emplayment Indicator No Selection v sy it

15 Primary Emplayment N Setedion v

~ Jobs Applied
mieeviw Resull

Job tile: Student NonPU Service - Wind DC Storekee (3768) Date: DRIOS/2029
Overdue interviews Status: Ready o Hie
Supporting Documents: & Attach a document Job title: Student Service - Ford DC SMIT (3770) Date: DRIC/2019

Status: Frst Intervieu

Addiional Supporting Documents: & aach s document

Nickname ' Comespondence [ Send Email
am a former Purdue employee. = Sender: System System Date: 0BIOS/2010
Set up Interviews for Director of Assessment X
C“Ck Add Interviewer Select the people to be included on the interview team
Interview Team
Name 4 Date-Time (US/Eastern) Notes Action
Enter interviewer name in the srenga L Coulson Mty | B [Fr = |wn < [Am -
text box and select from auto-
populated search results. Sonia E Hooker Miiodlyyy B [ Hr v M v AM
iffany eather AMrddiyyyy B HE >~ [ Min o~ | AM v w

Repeat for all interviewers. >

Add Interviewer Apply Inferviewer List To All Applicants

Set up Interviews for Director of Assessment x
Select the people to be included on the interview team
Interview Team
. Name 4 Date-Time (US/Eastern) Notes Action
Enter Date and Time of the
H H Brenda L Coulson 02012018 B 09 v 00 v AM v
interview.
Sonia E Hooker 02/01/2018 | & 09 ~ 00 ~ AM -~
Tiftany LB Weatherford 02012018 E 09 v 00 v AM w
< >

_Cl'Ck the Respme CheCkb(_)X to Include in the invitation email
include candidate resume in the [Esonia 8 Diaz Resume
interview email.

Click Send Email to notify
interviewers.

NOTE: Clicking Save will save the information but will not send notifications.

Click Interview Central to print interview packets

Job Requisitions Saurces. Preferences Candidates Interview Central Help & Tutorials
“ellrvl. Drivdos - Foed LA S BE =

OFILE CANDIDATES JoB

~ Talent Pipeline & View active candidates (3} & View all candidates (3)

Fornarded | Invited To Apply New Application | Initial Review Review ~ Short List [EEAEHEEVEN Offer  Background Check ~ | Ready to Hire Hired I Not Selected ~  Candidate Withdre:
Candidates: View First Interview (3) Bhavana Penta (Intemal Candidate)
DB122362541 (= mizeiser@purdueedu (] Cover Letter ] Resume ] View Profile (55316)
1 Selected Action
zo - icesi £y

© 2022 Purdue University
Last Updated 8/01/2022
Page 9 of 22




PURDUE Quick Reference Guide

UNIVE Lecturer & Post Doc Quick Hire Steps
Under Interview Details C|iCk Name T Interview Date Team Interview Details
Print and Go! , Sonia Diaz 02/01/2018 09:00 AM 3
"Print and Go" pack x
la)

% 'Printand Go"pack - Resume

Click Print.

|§’ Print |

Dear Tiffany LB Weatherford,
You have been selected to interview:

@ nttps://hcs my/xi/ui/rc en. [ o | B[R
@ aboutblank
Dear Tiffany LB Weatherford, . Il
You have been selected to interview AR X3
Sonia B Diaz fo Disector of Assessment on 02/01/2018 0900 AM | [ Genera [opions]
Sonia Hooker is the Initiator for this position
Select Pinter
Job Descripti
. . o Description: 2 CSDS_KPTC_E1950_TO_4505AC_PS on wpvapppecsds0s < Fax
Se I ect d esl red p rinter an d The interview team is 2 CSDS_KPTC_E2440_HP_MA4345_PCL on wpvapppecsds02 et Microsoft XPS
Name Interview Date %/ CSDS_KPTC_E2960_T0_3555C_PS on wpvapppecsds05 | RightFax Fax F
nu”]ber of COp'eS Brenda L Coulson 02/01/2018 09:00 AM < — .
Sonia E Hooker 020112018 09:00 AM
Tiffany LB Weatherford 02/01/2018 09:00 AM Status: Ready Printiofie | Preferences
You will be assessing Sonia on the following competencies: Locaton WLKPTCIE2960
Competency ~ Competency Description  Ratings Comment  CSDS Supporied Device: CSDS_KPTC_E2960_T
. . .1
Click Print 2
- QA Nomberofcopiss: 1 (=
Selecton CurentPage
Pages 1 Collate
281 [ )28
Enter sither a single page number or a single 1274
pags range. For example,5-12
o =

Candidates can also be rated
through Interview Central. after Job Requisitions Sources Preferences  Candidates  Interview Central

interviews take place.

Overall Ratings

Click Rate now Unrated

1. Select a Numerical Rating

(from 1-5), with 5 being the Interview Assessment:Director of Assessment
beSt, [] Include Disqualified Candidates

2. Upload any Interview
Notes. -

NOTE: Existing interview Diaz &
notes are deleted by o 1 2[3]4 s[5
submission of the next
round of interview notes. Summary 9

3. Provide an overall Thumbs Linterview notes
Up or Thumbs Down rating — e
of the candidate. Overall Rating e Il)l? QI -

4. Click I’'m Done.

Overall Interview Score

~ Talent Pipeline & View active candidates (1) & View all candidates (1)

0 0 0 0] 0] 0] 1 0

Click candidate Name and drag
and drop candidate into the

Offer status of the Talent
Pipeline Candidates: View all candidates (1) ’ ’ ’

Forwarded | Invited To Apply New Application | Initial Review Review | Interview ~ | Reference Cha Offer | Backgro

-

. -
Or, Se|eCt Cand'date and use 0 Selected  Action ~ @ Display Options ' Fmevo( Highlight Candidate [x]
Action to move to Offer. w .
[0 Name T New 5!3 ’ Bt;marded Candidate Type Rating Source g.:::;:ate Phone Number Last Upda

= X cathleen Cline =
O Reference Check Internal NIA Internal Site Internal Site (765)532-7161  0S/06/2019
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Click Apply Updates.

Move Candidate

Candidates

Alison Vierk Select status 1o move candidate(s) 1o

Offer

Please comment on the status change (optional)

<

>

Cancel

Review offer approval process with your DFA or payroll center. Both the Budget Approver and Department Head must
approve the offer letter. In some areas, Dean approval is required. The offer letter can be created in SuccessFactors
and approved by adding them as approvers. If the letter is created outside SuccessFactors — it must capture the
Budget Approver and Department Head and Dean, when applicable.

The below steps outline how to create and route offer letter in SuccessFactors.

The same templates on the
Provost website are used within
SuccessFactors. Most areas
work with Department Head and
Budget approver on the offer
details and then route for
approval.

e Offer letter template from
Provost Offer Letter

webpage

through Success Factors)

Lecturer Offer Letter

Limited-term Lecturer Offer Letter
Post Doctoral Employee Offer Letter
Visiting Scholar Offer Letter

Templates For Lecturer, PostDoc, and Visiting Scholar Offer Letters (Route

Move candidate to Offer, if
haven't already.

Click Name to open.

Talent Pipeline & View active candidates (1) & View all candidates (2)

0 0 0 0 0
Forwarded | Inwited To Apply New Application  Initial Review Review

I—
0 0 1 0
Short List  Inferview [¢/iC Baclground Check —~  Read

didates: View Offer (1)

elected  Action ~ ¥ Filter Options

@ Display Options

Offer

Forwarded By Candidate Type Ratif

Extemal NrA

The candidate application is
displayed.

Cathleen R Cline (Intemnal Candidate)
0(765) 532-7161 [ tweatherford@purdue.edu (E Cover Letter

~  Application

* Candidate Status
h Offer
Interview Result

Overdue Interviews

€ Resume & View Profile (479)

v Comments
There are no items in this section.
~ Jobs Applied

Job title: Assistant Professor of Management (385)
Recruiter: Brenda Coulson
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Resume
Towards the upper right corner:
e Click Take Action. = Print

e Select Offer.

8 oo |
e Select Offer Approval. f offer Approval

o
" Offer Letter 7 Forward b

—a —

~ Offer Details: Version 1

Language English US (English US)  ~
Select PostDoc/LTL/Temps + Select Offer Template Field is required.
Offer Details to complete based Faculty Offer Details :
PostDoc/LTL/Temps Offer Details
on the template. Staff Offer Details
Student Offer Details

~ Approvers: Version 1

The additional Ad hoc approvers

Status Draft
- Budget Approver, Department
Head (and Dean when * Ad hoc approver 1 =Y Find User.. (B Add Another
applicable) can be added here
or towards the end of the Fomment ~
template. v

Back to Candidate Back to Candidate List Save Send For Approval

Complete the required and
necessary Offer Details. It is

crucial that the values entered v Offer Details
into these fields are accurate
and reflect the information from Language English US (English US)  ~

the offer letter.

* Select Offer Template PostDoc/LTL/Temps Offer Details

The required fields, marked with Requisition ID 5878
an * are:
o Offer Template e Post Doc Research Associate
e First Name
* Last Name Femal Tite Post Doc Research Associate
e EC Position Number
(position number in the * First Name an |
Org chart — where you
created the requisition) * Last Name (Chang |

e Requires Sponsorship?
(yes or I"IO) Position Number 40031593

e Will the employee be a
remote employee? (yes
or no) A remote
employee lives and
works outside the state
of Indiana. Your o
employment or payroll emaie spliyers o v
center, HR-Payroll and
Tax can offer guidance if

* EC Position Number 40031593 |®

* Requires Sponsorship No 1

© 2022 Purdue University
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your candidate will
complete the I-9 as a Position Number 40031593
‘remote’ employee.
e Department of Offer * EC Position Number 40031593 |®@
Letter
e Appointment Start Date * Requires Sponsorship No o
Additional required fields:
* Will the employee be a No v
e Period Rate — this flows to remote employee?
payroll and must be . .
completed. The Period Rate i ;eiﬁgf;té)@ﬁer No Selection v
equals the pay received
every pay period (monthly College Name | |
salary). Please contact your
DFA for assistance. * Department for Offer |Chemical Engineering |
Letter
. NOTE: Even though the Dean's Name l |
Approved Monthly/Hourly
Rate is prepopulated, the ,
period rate is still required. E#]ueName for Signature | |
This is what will flow over
into payroll. * Appointment Start Date | 12/28/2020 |
Tenure |
If you created and have the
approved offer letter via Provost Tenure Attachments & Anach a document
template — you can attach it
* Offer Letter
Next to Offer Letter, click
Attach a document. Candidate Quick View = Resume
Documents
Select a file to upload
Click Choose File. Choose File: Nc file chosen Upload
Use Selected File name Updated File Size Delete

© 2022 Purdue University
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DURDUE

(2 Choose File to Upload %=

@( )= [ Desktop »

New folder = -

4 | hE ‘ ‘ Search Desktop 2|
Locate the final, approved Offer =
Letter 4% Fovorites = .

| 03. Training Stand,
M Desktop

Click to Select. A Downloads | _

~» Recent Places

Qrganize *

11l

Cline Cathleen
& Creative Cloud Filg 6.1.19

-

4 & Comnuter

Click Open.

File name:

Documents

Select a file to upload

Click Upload Choose File: [\itsofs04.itap.purdue.edu Browse... | [ Upload
Use Selected File name Updated File Size Delete
Cancel m
Documents

i

Your attachment was successfully uploaded

Click the Use Selected
checkbox to attach.

Select a file to upload

Choose File: |\itsofs04 itap purdue edu  Browse. Upload

Use Selected File name Updated File Size Delete
Cline Cathleen 6.1.19.pdf 05/06/2019 20 KB w
cancel | [
Documents

[f] Yourattachment was successfully uploaded

Select a file to upload

Click OK.

Choose File: [Witsofs04.itap purdue edu  Browse .. Upload
Use Selected File name Updated File Size Delete
Cline Cathleen 6.1.19.pdf 05/06/2019 20KB w
Cancel | [lS%8
Start Up Discretionary $
Start Up Attachments & Attach a document
Tenure
Verify that the Offer Letter is
now attached to the Offer Tenure Attachments & Anach a document
Approval.
Offer Letter & Documents 1 attached |
Candidate Quick View €l Resume
Hiring Manager Kyle Smith

© 2022 Purdue University
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v Approvers:
Add approvers, as required by S Sra
your area:
1. Add BUdget Approver first * Initiator Q Cindy M Davis, Communications Professiona = Find User. J @ AddAnother W
2. Add Department Head
Approver second Ad hoc approver 1 [ Akimberly Di | | Find User. T ® Add Another W
3. Add any additional Comment g:::i::;lsyaadngi(rloar:lf;c"x(sosrils)tanl Director
approvers last
1. Click Save
2. Then click Back to
Candidate to complete Offer
Letter next; and/or Back to Candidate Back to Candidate List Save Send For Approval
3. Click Send for Approval to
send to the ad hoc

approvers

When Send for Approval is
selected - the approver can
select the Pending Offer
Approvals to review and
approver

Recruiting Approvals

Pending Offer Approvals
for Yun Chang for Post Doc Research Associate (5878)'

Complete Offer Template i

Towards the upper right corner:

e Click Take Action.
e Select Offer.
e Click Offer Letter.

This is the electronic offer letter
that will be sent to the candidate.

Ll Resume

= Email |[77 Take Action
& Print

Offer Approval

E oOffer Letter * Forward b
oty

= - (O History

(1942) & Reopen for Consideration

|Weatherford

) Close From Consideration

When electronically creating the
offer letter, select appropriate
template (Lecturer and Limited
Lecturer choose
Faculty_Limited Term
Lecturer or Post Doc choose
Faculty_Post Doctoral
Employment)

Information from the Offer
Approval populates the fields.
Click Preview to view offer
letter, before clicking Next Step.

United States

English US (English US)

Re: Offerof Employment as a Limited-term Lecturer at Purdue Universily

Doar (SELECT Dr.Mr./Ms.) [[CANDIDATE_PROFILE_LAST_NAVEI}

On behalfof Dean [JOB_OFFER_DETAIL_CUSTOMZ]] and the [[JOB_OFFER_DETAIL_CUSTOM20]]itis my sincere pleasure o offer you employment as a Limitec-term Lecturer in the [[JOB_OFFER_DETAIL_CUST(
various other condions as described i this eter.

‘Salary & Benefits

© 2022 Purdue University
Last Updated 8/01/2022
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This template was built based on
the offer letter template on the
Provost website.

U
o
EL
Al
[
=
i
i
Il

B a ¥ “© o|Source

The Offer Letter template is Font -|| Siee -
displayed.

Plesss review your offer letter by clicking on the sitached pdf. In order to accept this offer, please click "Accept Offer”.

3 B B2 E Ul E 3 *% al 3| % p)souxe

=
~

Please review your offer letter by clicking on the stiached pdf. In order io accept this offer. plesse click “Accept Offer”

Click Attach a document.

body p

| & Attach a document |

Documents

Select a file to upload

lick Ch File.
C ¢ c oose e Choose File Ncﬂlecﬂosen Upload

Use Selected File name Updated File Size Delete

72 Choose File to Upload ==

Locate the Offer Letter file you GOr[mower > 0 ETTTTT R

Organize > New folder 9. 0O e

created earlier. 2 A

4 Favorites

03. Training Stand;
M Desktop

Click to Select. B Dounloads | R0k

55 Recent Places
2 Cline Cathleen
& Creative Cloud Filg 6119

4 Comouter = =

Click Open. Filename -

Documents

[i] Your attachment was successfully uploaded

Click the Use Selected Setectafle o upload
checkbox to attach. Choose File: [Witsofs04 tap purdue.edu _ Browse... Upload

Use Selected File name Updated File Size Delete

Cline Cathleen 6.1.19.pdf 05/06/2019 20 KB W

Cancel m
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Click OK.

Your attachment was successfully uploaded

Select a file to upload

Use Selected File name Updated File Size Delete

Documents

Choose File: |Witsofs04.itap.purdue.edu  Browse... Upload

Cline Cathleen 6.1.19.pdf 05/06/2019 20 KB o

Cancel 0K

Verify that the Offer Letter is
now attached.

Font

Please review your offer letter by clicking on the aitached pdf. In order io sccept this offer, please click "Accept Offer”.

&
L

=
oy
=
1
1l
il
&

d ] | % $)Source

‘
u
i
1

‘

I

1]

lal

(11}

‘

| Documents 1 attached |

Click Next Step.

Cancel Save As Draft Preview -

Click Online Offer to email candidate
for acceptance.

If Candidate already accepted offer
(outside the system) click Verbal Offer
and move onto Background Check.

When Online Offer is chosen, the Offer
Letter Email template is displayed.

All items highlighted in yellow will be
prepopulated from the candidate
application and profile data.

Customize as needed.
Click Next.

English US (English US)
Select Marketing Brand ~

Offer Email ~

Emeil templates provides specific subject and message content, but are editable
Gontional Offer of Employment

2 - B @EkEE B

Font ke -2 =

Hello [[CANDIDATE_FIRST_NAME]]

We are excited to inform you that your electronic offer letter for the position of [MOB_REQ_TITLE]] (Requisition #[JOB_REQ_ID]]) with Purdue University is available for your review! Please log in to your candidate profile to review and take:

Best regarcs,
Purdue University

A preview of the Offer Letter Email is
displayed.

Hello Scott

We are excited to inform you that your electronic offer letter for the position of Dean of College of Arts & Sciences (Requisition #1043) with Purdue University is available for your review! Please log in to your candidate profile to review and take

Best ragards
Purdue University

© 2022 Purdue University
Last Updated 8/01/2022
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Perform a final review prior to sending

email.

Click Send.

1. If online offer is selected, the candidate will receive an email notification to log in, review offer and take action.
Please consider communicating with candidate to notify them they will need to electronically accept the offer.

2. Once candidate accepts offer, move individual from offer to background check.

3. The offer letter is uploaded to the Payroll SharePoint site as outlined in the process. Some areas provide the offer
letter to their business office or employment or payroll center to upload. Please review internal process with them.

Click candidate Name to select.

Drag and drop in the
Background Check status on
the Talent Pipeline.

Visiting Assistant Professor (3368)

JOB REQUISITION DETAILS JOB PROFILE CANDIDATES JOB POSTI

~ Talent Pipeline & View active candidates (1) & View all candidates (1)

0 0 0 0 0 0 0

New Application  Initial Review Review Short List  Interview +

0 0

Forwarded  Invited To Apply Background Check ~  Ready to Hire

-
-
-
-

Talent Acquisition will let you Candldates: View Offer (1) P
know when the check is s . . BT
. electe ction @ Display ions Y Filter
completed and candidate can ‘ prep ot ___,’i‘-g“t“"'
be moved tO Ready tO Hire (Or Name ‘__Jm"' Status 4 Forwarded By Candidate Type Rating Source Candidate Source
|f they already moved the = 2 James Reeder | Offer Internal A Internal Site Internal Site
Candldate there) Items ner pane | 10 Pane,_||nf|
Email Non-Selected Applicants, when applicable
Applicants who weren’t selected 0 2 0 0

will be in the Not Selected or
Not Selected (HM) statuses.

Mot Selected ~  Not Selected (HM) ~ | Automatic Disqualified Withdrawn By Candidate

Click the checkbox next to the
Name column header to select
all applicants.

Click Action drop-down.

Select Email Candidate.

Candidates : View Multiple Application Status (2

2 Selected @ Display Optiong

vance Candidate

[ [Name T

S Disqualify Candidate

= A Lindse
= A Tiffan

2> Move Candidate

EJ Email Candidate

Items per page

2) Add Comment

Copyright & 2017 S

© 2022 Purdue University
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Select appropriate email
Template from the drop-down
menu.

JOB REQUISITION DETAIL

From

Candidates

Language

JOBPROFIIF CANDIDATES (3)

JOB POSTINGS (

- Select a template -

Offer Email

Background Check Email

Blank Email

Cancellation letter

Candidate in Background Check Status
Candidate Interview Request
Candidate Merge Notification
Candidate Merge Notification - Master
Candidate Rejection Email

Delayed search — still a candidate
Hiring Manager Candidates for your Review
Incomplete Application

Interview to Candidate

Interviewed, Not Selecied
Legal Questions Follow-up %
Missing Education

Missing Functional/Resume Information

" Subect Personal Information
Posting on Hold
* Message Thanks for applying
=] B B | E B 1 U|= = = o8 al 3| % <]Soure
Font - Size -~ E = =E E |-
The selected template is ~
displayed [[CANDIDATE_FIRST_NAME]]:
Thank you for interviewing for the [[JOB_REQ_TITLE]] - [[JOB_REQ_ID]] position.
All items highlighted in yellow
. ghlig y We have completed the interviewing process and due to the quality of the applicants, we have had to make some
will be prepopulated from the : : . . o .
didat licati d fil difficult cheices. Your credentials were given careful consideration, however, another candidate that more closely
candidate application and prorile matched the needs of the department has been chosen.
data.
We will retain your candidate file in our database and invite you fo visit the Career Section on our Web site
. larly.
Review template and make reguany
edits, if needed. We thank you for your interest in Purdue University and wish you all the best in your career.
v
V|

Click Next.

Once candidate is moved to Ready to Hire (after background check) onboard needs to be initiated. This step triggers
the creation of the employee record in SuccessFactors and the collection of employee hire information such as the 1-9
completion.

Application [EEEENES
= Email |[ Take Action

From the candidate profile, click S
Take Action.
r* Forward b
||‘:& Intiate Onbearding - |
Select Initiate Onboarding. @ History =

Initiate Onboarding X

Click Confirm.

You are about to initiate the onboarding process for Alison L Vierk. Please, click on Confirm to continue

© 2022 Purdue University
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A notification that Onboarding
has been initiated is displayed.

Click OK.

OnBoarding Status X

[v] Onboarding process for Alison L Vierk has been initiated

This important step moves candidated from recruitment to onboarding.

From Home drop-down, select
Onboarding.

R Performance & 360s

lecruiting Ap

& Compensation

Development
Careers
Succession

Recruiting

Onboarding

The Onboarding dashboard is
displayed.

New Hire Activities

Onboarding Dashboard

O ToratTasks

My Tasks  Waiting on O.
Processes

nboarding

-9 3 Business-Days

> E-Verify
> 19 Reverification
> Offboarding

> E-Verify Correct Data

o|lo|lo|lofo|o|o

> Internal Hire

0 =\ o
Overdue
+ Create New Task  (C, Refresh List L Export

Tasks (0)

o

Completed

Assigned To Start Date

No data

Tasks directly assigned to an
employee can be filtered by
clicking the My Tasks icon.

Onboarding Dashboard

P O

My Tasks

O Total Tasks

New Hire Activities

(=0 @o
=y

Waiting on O... Owverdue

@o

Completed

Additional filter options are
located on the left side of the
screen.

Fi

>

>

>

iliers Vi Clear Al
Onboarding 0
1-9 3 Business-Days 0
E-Verify 0
1-9 Reverification 0
Offboarding 0
E-Verify Correct Data 0
Internal Hire 1

Click the link of the desired new
hire to open My Tasks For New
Hire.

My Tasks For New Hire (1)

Alison Vierk, Internal Hire Data Verific I

View, Reassign = Cancel

Start Date Employee Class

Assigned To

> Me Jan 22, 2018 Support

© 2022 Purdue University
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Review and verify the following:

¢ New Hire Name
e Dates
e Hire Information

Please validate the new hire’s

email address is current and
correct.

This email address will be used
in Onboarding communications.

Click Next

New Hire Set-up Information (Alison Vierk)
Internal Hire Data Verification Step

First Name Alison

Last Name: Vierk
Dates

Start Date: 0172212018

Orientation Date:

Hire Information

Position Code
Is the new hire a remote employee?

Please enter the new hire's email address:

Re-enter the new hire's email

Middie Name L "~

Suffix:

Offer Accepted Date 0172212018

Orientation Time:

Clerk v
Yes (=) No

avierk@purdue edu

avierk@purdue.edu

Post Hire Data Verification Step

Job Location

Company 11278
Review and verify the following:
- Department 18060000
e Job Location ’
e Position Information . "
e Onboarding Coordinators
Cost Center 1806000000
Click Next
Division RI College of Scier
Department RI Computer Scien
Location RI LWSN
Pay Rate and Allowance
Review and verify the following: Enpiayment Tpe Facuty o Morih AY S
° Sa Iary Salary (Only for Salaried Employee): 8000.00
Hourly Rate (Only for Hourly Employee):
Click Finish s
Moving Allowance $

Scroll to conduct a final review
of the new hire data.

Click Finish

Please review the data you have entered. If any information s incorrect simply click on the incorrect data. A wizard screen will pop-up where you can correct the data. Once

corrected, clck Finish' on the pop-up to refum to the Review and Approval page.

New Hire Set-up Information

Name

First Name: Alison Middle Name: L
Last Name: Vierk ~ Suffx:

Dates

Start Date: 01/22/2018
Orientation Date:

Offer Accepted Date 01/2212018

Orientation Time:

Hire Information

Position Code Clerk V Is the new hire a remote employee? No
Please enter the new hire's email address: avierk@purdue edu

Re-enter the new hire’s email: avierk@purdue edu

Where Wil the New Employee be Employed

Job Location

Company 1278 Business Unit
Division 4004 Department
Location 2471 Location Group
Cost Center 4004008000 Company RI

Division RI Office of Advancement Department R

Location RI DAUC - DICK & SANDY DAUCH ALUMNI CTR

wL
50125469

wL

Purdue University (PUR)
Development (50125469)
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Onboarding is now triggered for the new employee, which includes new hire data collection. The requisition can now

be closed.

Click Job Requisitions from
Recruitment.

Job Requisitions

Sources Preferences Candidates Interview Central

Find requisition and click the
Action icon.

Select View or Edit
Requisition.

L] select Al Job Title T

Parking Facilities Manager

Requisition Actions 3

Job Profe

=% Inh Pnctinne

Actions 5

The job requisition is displayed.

Select Filled from the Status
drop-down.

Requests for Changes/Comments

Requisition Documents

Req Id

Evergreen Req ID

@spell check .. Jlegal scan.

& Attach a document

No Selection
Pending Approval
Open

On Hold

Evergreen Child
Cancelled

1. Click Save Changes.

2. The page will reload once
saved.

3. Click Close Job
Requisition

Save Changes

Close Job Requisition

The job requisition is filled and the posting is removed from all sites.
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