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INTRODUCTION

Welcome to the Western Michigan University’s Online Applicant Tracking System (OATS). This
recruitment system was established to maintain our online applicant tracking system for processing
job postings and accepting applications for employment. PeopleAdmin is our vendor for our online
applicant tracking recruitment system.
This system will be used to:

o Create and submit position postings

« View applicants from your posting and select finalists
e Close communication loop with remaining applicants within the posting

Table of Contents

CREATE A POSTING
Human Resources
Hiring Agents
VIEW APPLICANTS IN POSTING
MANAGE APPLICANT POOL
Updating Applicant Statuses
Submitting Staff PAR to OIE
HIRING PROPOSALS

REVIEW OF STEPS
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Create Job Posting (Human Resources):

Access the PeopleAdmin site by going to: www.wmujobs.org/hr
(Sample screenshot of the page below)

Westemn Michigan University
WMU Employees - Click here to

login with your Bronco NetlD and
password.

Guest Users/Search Committee Members - Log in below.

Password

Usemame

Log In

Authenticate with single sign-on?S50 Authentication
First time here?Request an account

As an HR user, please click the light BLUE hyperlink ABOVE the Guest User area, which will direct you to the WMU
single sign-on page to enter your Bronco NetlD and password.

You will now be logged on to our Online Applicant Tracking System.
(Sample screenshot)

Applicant Tracking System

Welcome, Trisha Priest My Profile  logout

WESTERN User Group:
MICHIGAN Employee

UNIVERSITY

Shorteuts ~

0 Filled Postings
Last 30 days

0

Inbox Postings f) = Users | Hiring Proposals 2 Position Requests | Special Handling Lists

SEARCH

Filters

TITLE CURRENT STATE DAYS IN CURRENT STATE

To create a new job posting:
1. Ensure your user group in the upper right-hand corner of the screen is set to “Human Resources” for staff
postings. If it is not set, click the drop-down arrow to change appropriately.
2. Inthe blue bar on the top of the page, select Postings/Staff.

3. Once in site, click orange +Create New Posting button on top right side of screen. (Sample screenshot of the
page below)
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https://westernmichigan.peopleadmin.com/hr/

Applicant Tracking System Welcome, Trisha Priest My Profile Help  logout

User Grou|
WESTERN o
MICHIGAN Hurman Resorces v
UNIVERSITY
Home Postings ~ Applicants = Hiring Proposals = Shortcuts ~

Postings / Staff 1%

Staff Postings + Creste Newposing
To add a new column to the search results, select the column from the drop down list
Saved Searches v ‘Q More Search Options v

You will need to decide how you would like to create your new posting. You will pick from the following:

Create from Position Type (new position never posted before).

Create from Posting (search by browsing postings previously posted).

3|

What would you like to use to create this
new posting?

Create from Position Type

Includes enly the information that applies across the entire Position Type. A
new Posting from a Position Type is almost completely blank.

Create from Posting

Uses an existing posting as a template and automatically copies in most
information.

If you select “Create from Position Type” you will now type in Job Title and complete the Organizational Unit section.
Ensure the box is checked to “accept online applications”. Select which type of application forms will be accepted (see
note below). Additionally, ensure “allow supporting documents to be uploaded to applications” is checked. Click orange
“Create New Posting” box.

Types of WMU Applications:

e WMU - Application — this is used for all external applicants (formerly the Staff Employment Application).
e WMU - Internal — this is used for all internal applicants (formerly the Job Opportunity Transfer Application).
o  WMU — AFSCME — this is used for all ASFCME positions.

If you are pulling from a position previously posted, select “Create Posting from this Posting”. You will be prompted to
identify a previous posting to use. You may enter the position title, or previous posting number, in the search box to
easily navigate to a prior posting. If a position is identified for use, click the red “action” listed in the position row, then
chose “Create Form”. A new posting screen will appear with the posting information pre-populated. Review
information and make necessary changes. When complete, click “Create New Posting”.
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Position Details:

To create a posting, first complete the information on the screen, then click the “Save & Continue” button or select the

page in the left-hand navigation menu. Proceed through all sections completing all necessary information. This can be
saved at any time as a draft to work on later. As long as it is in draft mode you will be able to make changes. To finalize
the posting, you must click on the “Save & Continue” button until you reach the summary page or select “Summary”
from the left navigation menu. Once a summary page appears and you have reviewed the posting, hover your mouse
over the orange “Take Action On Posting” button for a list of possible approval step options. The posting must go
through the proper approval chain until it is returned to HR. HR will review/approve the final draft and will post the
position on the website.

Applicant Tracking System Welcome, Trisha Priest My Profile  Help | logout
User Group:
WESTERN
MICHIGAN Human Resources v
UNIVERSITY
Home Postings ~ Applicants ~ Hiring Proposals = Shortcuts ~
Postings / Staff / Sample Training Position (Draft) / Edit: Position Details
Editing Posting .
Position Details Save & Continue

@ Position Authorization

© Supplemental Questions [ Check spelling

© Applicant Documents To create a Posting, first complete the information on this screen, then click the Next button or select the page in the left-hand navigation menu. Proceed through all sections completing all necessary information. To submit the
Posting to Human Resources, you must go to the Summary page by clicking on the Next button until you reach the Summary page or select the Summary page from the left navigation menu. Once a summary page appears, hover

® Guest User your mouse aver the orange Action button for a list of possible approval step options

@ Internal Posting Docum

Posting Summary

summary
Executive Area VP Business And Finance-Branch
College VP Business And Finance-Div
Department Human Resources

Position Information

Position Title [sample Training Posttion J
Job Code I |
Grade Please select ¥

Supplemental Questions:

e To add a New Posting Question: Select the orange “Add a question” button. You may type in a keyword or

search by category. If you cannot find a question, you may click “Add a new one” on the bottom right side of
the “Add a Question” box. Once a question is identified, click to check the “Add” box on the left-hand side of
the question. Click “Submit”.

e You can add an existing question.

e To create Disqualifying Responses: Click on the question that has been added. A dropdown menu will appear

where points and disqualifying responses can be associated to the posting question. Select the appropriate
“Disqualifying” box.
e Posting Question Options: Once questions have been added to the posting, you will see a column of checkboxes

to the left of each question; checking these boxes will make a question required.
(Sample screenshot on next page)
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Position Required Category

CI O Education

Applicant Documents:

Question

Do you have a bachelor's degree?

Possible Answers: Predefined Options

Answer

Yes

Mo

Points

]
]

Disqualifying
a

O

Status

active

Applicant documents can be included in the application process by selecting either optional or required. If” Required” is
selected, the applicant will not be able to complete the application process unless the document(s) are included. All
applicants will be, required to submit the following documents: Resume, Cover Letter, and List of References. The

common optional document would be “other”.

(Sample screenshot below)

Applicant Documents

Select the documents to be required with this item, and those that may optionally be attached. Document types marked "Not Used" cannot be attached to this item.

Order  Name Not Used Optional Required
Resume @] O ®
Cover Letrer 9 ®
Transcripts @ ®
Letter of Recommendation O] @] O
Curriculum Vitae ® _

E Media File ® Z
Portfolio ® Z
E List of References 9 ®
Other @
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Guest User:

A guest user login can be created for search committee members.
o Click “Guest User” to establish the login criteria for the posting.
o A username will automatically be assigned. Update the password to — Staffxxxx — where the x’s
represent the 4-digit position number. Click “Update Password” and “Save” when finished.
o Departments may also send this information directly to their guest users via the applicant tracking
system by adding individual email addresses of guest users. The guest users will receive the username,

password and link to access the posting from an automatically generated email once the position is
posted.

Internal Posting Documents:

To add a document to the posting, hover over the red “Actions” link to the right of the document name and select

“Upload New”. This will allow for you to upload the current document for each type. You will be able to upload new
documents at any time in the future.

Below is a screen shot of Documents that can be added:

Applicants ~ Hiring Proposals >

Shorteuts ~
Postings / Staff / Sample Training Position (Draft) / Edit: Internal Posting Documents

Editing Posti
ting Posting Internal Posting Documents

@ Position Details

@ Position Authorization

@ supplemental Questions To add a document to the posting, hover over the blue Action text link to the right of the document name.

© Applicant Documents A
Documents can be uploaded by browsing for the document or a document can be written or previously selected. Document types that are supported as atrachment include .doc, .docx, pdf, .rf,

® Guest User xls and xlsx. All documents uploaded will be converted to pdf for security.

Internal Posting Docum.... PDF conversion must be completed for the document to be valid when applicable.

summary

rox, .oxe, Gff, Gf, jpeg. jpe, Jpg. png

Document Type Name Status (Actions)

Marketing Plan Actions v
Upload New
Print Ad Text Create New

Choose Exist

Utilization Analysis Actions v

Position Authorization Form Actions v

Click on the “Save & Continue” button. A summary of the posting will appear. Please review the details of the posting
carefully before continuing. Each section must have a green check mark before you will be able to proceed. If thereis a

. . .0 . . . .
red exclamation point — , you will need to click “edit” next to the section and correct the errors.

It might be helpful to click on the “See how Posting looks to Applicant” button. This is what the applicant will see when
searching for positions.
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Posting Draft Completed (Submit to Hiring Agent for Review/Approval):
Now you will click on the orange “Take Action on Posting” button. Select Hiring Agent (move to Hiring Agent) to allow
for the hiring agent to review the posting. (Sample screenshot below)

@ Westem Michigan University HE X 4 =
< C & westernmichigan-sb.peopleadmin.com/hr/postings/45 2 B &
# apps @ WMUHR Peopleadmin [ PeopleSoft ) WMU A-Z Policies EJp SCSJob Eval K HROVPRSharepoint % Miwan [ CUPA ¥ KHRMA® ) Downloads |Visual.. @) TrueFiing 7y ORSMPSERS 7y SOS- Makeanapp.. @ Foundry » Other bookmarks Reading list
Applicant Tracking System Welcome, Trisha Priest  MyProfile Help  logout
User Group:
WesTern
MICHIGAN Human Resources v
UNIVERSITY
Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
Postings / Staff/ Sample Training Position (Draft) / Summary Search Results: Previous
Posting: Sample Training Position (Staff) Edit Delete Take Acton On Posting v
Current Status: Draft K king on this Posting
Position Type: Staff Created by: Trisha Priest oRKE e
Department: Human Resources Owner: Trisha Priest Move to HR (move to Human
Resources)
Cancelled (move to Canceled)
Hiring Agent (move to Hiring
Agen
Summary History Setings Hiring Proposals P —
Human Resources
Please review the details of the Posting below. Page titles prefaced with an X and highlighted in RED have errors or missing data. Page titles prefaced with a checkmark and highlighted in GREEN have validated successfully. Once  Hiring Agent su

may take action on the Pasting using the actions listed in the Workflow actions for this posting pane. Send to HR to Post
Approved-Pending
@ Position Details  Edit
Posted

Approved - Internal
Posting Summary

No Post
Executive Area VP Business And Finance-Branch Closed
Filled
College VP Business And Finance-Div
© ! Republished
Department Human Resources Extended Posting

Canceled

Position Information

Brcitinn Titla Camnla Traiming Dacirinn

Review and Approve Job Posting (Hiring Agent):

The Hiring Agent will receive an email notification of a job posting that is available for review. The Hiring Agent will
either be able to propose changes to the posting back to HR, or submit the posting to HR to post. When the posting has
been approved by the Hiring Agent, HR will approve and post to website.

The Hiring Agent logs into the system via the admin portal: www.wmujobs.org/hr.

At the top right of the screen, ensure the user group is set to “Hiring Agent”. The draft posting may be found: on the
main page in the Inbox portion of the website, under “My Jobs” within the “In Progress” section, or, the hiring agent
may select “Postings”, then “Staff” to search for the specific posting. Click the title of the posting to open the posting
details.

The posting will appear on the screen on the summary tab of the posting. The hiring agent may review the posting here.
The hiring agent may also update the desired qualifications for a position.

e |f changes are necessary, the hiring agent will need to communicate these changes to HR by clicking the orange
“Take Action on Posting” button and click “HA send to HR to edit (move to Human Resources)”. This action will
prompt a box to open allowing the hiring agent to add additional comments to HR. HR will make changes and
forward the posting back to the hiring agent for another review before posting.

8|Page


https://westernmichigan.peopleadmin.com/hr/

If no other changes are necessary, the hiring agent will click on the orange “Take Action on Posting” button and click
“HA send to HR to post (move to send to HR to Post)”. This action will prompt a box to open allowing for the hiring
agent to add additional comments to HR. HR will receive notification of the status change. Based on conversations with
the department, HR will finalize the posting and post per the department’s request.

@ Western Michigan University HR. X 4 v - X
<« € @ westernmichigan-sb.peopleadmin.com/hr/postings/45 e Y # &
i Apps ) WMUHR PeopleAdmin [ PeopleSoft ) WMU A-Z Policies K SC5Job Eval B HROVPR Sharepoint =7 MiwaM [ CUPA & KHRMA* @ Downloads | Visual.. @) Truefiling % ORSMPSERS “f SOS-Makeanapp.. @ Foundry » Other bookmarks Reading list
T = = UNIVERSITY

Home Postings ~ Applicants ~ Hiring Proposals = Shortcuts ~

Postings / Staff / Sample Training Position (Hiring Agent) / Summary Search Results: Previous

| Posting: Sample Training Position (Staff)  dic S ————

Current Status: Hiring Agent Keep working on this Posting

Position Type: Staff Created by: Trisha Priest WORKFLOW ACTIONS

Department: Human Resources Owner: Hiring Agent : Trisha HA send to HR to edit {(move to
Priest Human Resources)

HA send to HR to post (move to
Send to HR to Post)

Summary History Settings Applicants Reports Hiring Proposals

Posting the Job (Human Resources):

HR will review the posting one last time before starting the final posting process. When ready, HR will access the posting
via the draft posting. On the summary tab, next to the bolded position title, click “Edit”. In position details, scroll down
to the section noting the posting dates and populate the appropriate dates as needed per the specific posting process.
(Sample screenshot below). Click “Save”.

Position End Date (if

applicable) 02/28/2023 2
Internal Posting Date MM/DDYYYY = 1
Internal Closing Date MM/DDAYYYY = 1
External Posting Date MM/DDYYYYY = 1
External Closing Date MM/DDIYYYY = 1

Open Until Filled E

Click “Summary” on the left-hand navigator, then the orange “Take Action on Posting” button and select the proper
posting method:
e Posted — this will post the position live, either internally, externally, or simultaneously, based on dates provided.
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Internal — this will post the position live, as internal only; only benefits-eligible employees may apply.
No Post — this will activate the Quick Link for the applicant to apply to the No-Post position. No-posts must be
pre-approved by Institutional Equity before posting.

The posting will now be set up to receive applications.

Reviewing Applications (Hiring Agents):

Hiring Agents will have access to the application documents of applicants in their posting pools. As a reminder, guest

user access will need to be provided in order for committee members to access applicant information.

View application documents of applicants:

Log into the applicant tracking system via the admin portal: www.wmujobs.org/hr.

Ensure the appropriate user group in the upper right-hand corner is set to: “Hiring Agent”.

Click “Postings” in the blue bar and then select “Staff”.

Select or search for your posting. When found, click the title of the position to open the posting. The posting will
open to the summary tab on your posting. Click “Applicants” tab. You now will be able to view all the applicants
that have applied by clicking on their names. (See screenshot below).

Applicant Tracking System

WESTERN
MICHIGAN

UNIVERSITY

Postings ~ Applicants = Hiring Proposals ~

Postings / Staff / Sample Training Position (Posted) / Applicant Review

=) Posting: Sample Training Position (Staff)

Current Status: Posted

Position Type: Staff Created by: Trisha Priest
Department: Human Resources Owner: Human Resources
Summary Histary Applicants Reports Hiring Proposals

To view more than one applicant at a time, put a check by their names or a check at the top of list by “Applicant
Last Name” to show all. Click on the orange “Actions” button on the right side and click “Download Applications
as PDF”. This will let you view the applicant(s) application and attached requested materials. You can also print

this list. (Sample below)

10| Page


https://westernmichigan.peopleadmin.com/hr/

| x

Select the document type(s) to use.

® application and All Documents
O only These Document Types

[ application Data

[ Resume

[ cover Letter
[transcripts

[ Letter of Recommendation
[ curriculum vitae

[ media File

[ portfolio

[ List of References

[ other

Submit Cancel

Manage Applicant Pool:

This step allows hiring agents to manage the applicant pool while processing applicants in the system. You will need to
make sure your User Group (upper right-hand side) is set at “Hiring Agent” for this to work. The applicants will be moved
to a list that can be viewed at any time by doing a search function. You can dispense each applicant by clicking on the
Orange “Take Action on Job Application” button.

e Not Interview/Not Hired — This applies to all applicants whom do not meet the department’s screening
requirements (e.g. relevant experience). This will remove them from your active applicant pool and place them

in the not interview/not hired category.
e Interviewed/Not Hired — this applies to all applicants interviewed; however, they were not ranked as a finalist

for a position.
e Send Staff PAR to OIE for Approval — if you wish to send applicants to OIE as finalists,
1. Click the” History” tab,

Summary History Settings Applicants Reports Hiring Proposals

# Email Sent

“close date " sent to 1 user via "Users for posting site trigger action: SiteTriggerDefinition (41)"
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2. Scroll to the bottom of the page and add a new note to this posting.

Add a new note
Mote text

B I S & T 9 « !

i
il
il
)
N

Add Note

3. Follow this formatting:

Added Note

Finalist List
Recommend for Hire - Jimmy John
Finalist Ranked 2 - Test Brady
Finalist Ranked 3 - Izzo Brady

4. Go back to “Applicant” tab and check the boxes of those applicants that are finalist

CJ Brady Robert
John Jimmy
Brady Test
Brady 1zz0
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5. Once checked, go to the orange “Actions” button and choose “Move in Workflow”

Jt' Review Screening

GEMERAL

¢ Question Answers

v

F

Download Screening
g Question Answers !

Export results
S W
F BULK
g Move in Workflow v

Download Applications as
PDF

Create Document PDF per

6. Choose the drop down next to the “Change for all Applicants” and chose “Send Staff PAR to OIE for

”
approval
Change for all applicants  [Send Staff PAR to OIE for approval ¥)

Group

Applicant Current State New State Reason Prompt
User

Jimmy John Under Review by Hiring Agent ‘Send Staff PAR to OIE for approval ¥ |

Test Brady Under Review by Hiring Agent [Send Staff PAR to OIE for approval ¥ |

Izzo Brady Under Review by Hiring Agent ‘Send Staff PAR to OIE for approval ¥ |

7. Click “Save Changes”.

Please note: If specific applicants are not considered finalists and are not sent to IE, the hiring agent will need to
dispense all “remaining” applicants either as Not Interviewed/Not Hired or Interviewed/Not Hired. When HR updates
the posting to Filled after a hire is made, the system will notify the candidates not selected by email that the position has
been filled.
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Staff PAR Review (Institutional Equity):

Ensure User Group is set to OIE.
Select “Postings” in the blue bar then click “Staff”.
Select or search for the specific posting. Click the position title to open the posting.

a. Review posting details on the Summary Tab.

b. Review Applicants on the Applicants Tab.

c. Review Reports on the Reports Tab.
When reviewing the applicants on the Applicants Tab, all applicants should show in the pool, with their
respective workflow states reflected. To review “Finalist List” go to the “History Tab” and look for the Added
Note.

Added Note

Finalist List
Recommend for Hire - Jimmy John
Finalist Ranked 2 - Test Brady
Finalist Ranked 3 - Izzo Brady

"Applicants by position” @ Delete this search?  Selected records () Clear selection?
Applicant  Applicant Posting Workflow State Workflow State Combined (Actions)

Last Name First Name Documents Number (Internal) Entrance Reason Application Date Document Job Title

Not Interviewed, (201) Insufficient May 26, 2022 at Sandbox Final Staff

Brady Robert Resume, Cover Letter S067P Not Hired gilgéericélx;:cceu;k 1027 AM Generate  pocring Review Actions v
John Jimmy EE!::&EE&SEE%\;H S067P %elg gosr[g gpﬁ'Ausa[Io ?[u gg?ocsoi’mzozz Generate E’glggﬁg)é{?\.”:'l'vs{a 5 Actions v
Brady Test Resume, Cover Letter S067P Eﬁgdasr[g gppriiatlo ?’16"1’322]&022 &l Generate g;';gﬁggzm;{fta ff Actions v
Brady Izzo Resume, Cover Letter SO67P Soﬁgtflosr[g gpﬁgsatlo Iﬂagszg.w?DZZ 3L Generate ﬁg';ﬁﬁgégmglvsw ff Actions v

a. To review applicant documents, you could review them:
i. Individually - Click on each applicant to review their specific application and associated
documents (documents will display at the bottom or their application). You can also click”
Generate” under the “Combined Document”. When “View” appears, click on this and all
documents associated with that applicant will appear.
ii. Whole pool/multiple applicants —
1. Place a check in the box to the left of the applicants you wish to review.
2. Click the orange “Action” box above all applicants and select “Download Applications as
PDF”.
3. Aboxto select documents will appear. Make selection and press “Submit”.
To approve the Staff PAR, you will need to place a check next to the “finalists” names. Click the orange
“Actions” box and select “Move in Workflow”.
When the editing workflow state screen opens, the workflow states will need to be changed for individual
applicants to properly move them in the workflow. (See screenshot below)
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a. Select option to “Change for all applicants” — choose “Human Resources Final Review”. This will move
each applicant to HR.

b. Select specific status updates for each applicant.

@ Westem Michigan Unmersity i X 4

WESTERN -
MICHIGAN - .
T

Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~

ulk Workfow Status Change

Change for all applicants | Select a workdiow state.

Applicant Current State New State

Click orange “Save changes” box when you are ready to advance the applicants. Otherwise, click cancel to
return to the previous page.

The workflow statuses for finalists should appear to be at Human Resources Final Review.

HR changes chosen applicant to “Recommend for Hire”. This will begin the hiring proposal.

Hiring Proposal (Human Resources and Hiring Agent):

Once HR updates the applicant as “Recommend for Hire”, the hiring agent will receive a system notification to reflect

that the HR has marked the applicant as “Recommend for Hire”. This will initiate the hiring agent to begin the hiring
proposal.

Ensure the User Group is set to Hiring Agent in the upper right-hand corner of the website.
Click on the last name of the “recommend for hire” applicant. This will open up the applicant’s job application.
In the menu on the right-hand side, click “Start ATS Hiring Proposal”.

* View Posting Applied To

* Preview Application

O Start ATS Hiring Proposal
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Click on the blue button that says “Start ATS Hiring Proposal”

Starting ATS Hiring Proposal
Applicant: Jimmy John

Posting: Sandbox Final Staff Posting Review

Warning: This Applicant already has a Hiring Proposal in process.

Start ATS Hiring Proposal &l Cancel

The Hiring Proposal page will look like the screen shot below. Most of the offer workflow is done “offline”. Pay

close attention to required steps to complete the “Hiring Proposal”.

(0]

O
O
O

HR and hiring agent discuss the approved candidate and confirm salary.

HR will email a draft offer letter and background check documents

The hiring agent contacts the selected candidate to make a verbal offer (and negotiates salary).

Once the offer is accepted, the selected candidate completes and sends the background check form and
signed offer letter to HR.

HR will run the background check and notify the hiring agent of results.

Editing Hiring Proposal .
L g Press [one ] mecoomr
Hiring Proposal

Hiring Proposal Summary

Hiring Proposal - Applicant Information
Instructions - Hiring Agent completes the following offline:
+ HR and HA discuss approved candidate, salary confirmation, offer letter and background check.
-« HA contacts selected candidate with information to make a verbal offer, negotiate salary, sends background check info/release form and sends
offer letter.
- Hiring Agent sends Human Resources signed offer letter and signed release form [MI-ICHAT)

Legal First Name Jimmy

Legal Middle Name

Legal Last Name John
Address1 123 Warer 5t
Address2

City Battle Creek
State MI

Once applicant accepts or declines the job offer, HR will update the applicant’s workflow status as accepted or

declined. Go to: “Editing Hiring Proposal” click on “Hiring Proposal Summary” and the following screen will

appear.

Go to the “Take Action on Hiring Proposal” button and choose Offer Accepted or Offer Declined option

(See screen shot on following page).
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™ ATS Hiring Proposal: immy John (Staff) &' ke Acton On Hiring Proposal v

Current Status: Draft Keep working on this Hiring

Position Type

Proposal

- Staff Created by: Robert Brady

WORKFLOW ACTIONS

Department: VP University Owner: Robert Brady

Advancement Cancel (move to Canceled)
Applicant: Jimmy John HR (move to Offer Accepted -
Posting: Sandbox Final Staff HR Final Review )

Posting Review Offer Declined (move to Offer

Declined)

o If offer accepted then the workflow will go to “HR Final Approval”. HR will do the following:

o

0 O O O O

o

o

Initiates background check through HireRight by clicking on “Order HireRight Background Check”

Take Action On Hiring Proposal v

B Print Preview
m Add to Watch List

* Order HireRight Background Check

Once received, review background results.

Work with the hiring agent to determine a start date.

HR completes appointment form information

Change all finalist statuses

Change New Hire status to Hired (note: this will freeze the system and not allow the appointment form
to be completed

Designate posting as filled

Send applicants appropriate letters

o If offer is declined then HR will receive and email indicating that the offer was declined. HR will go back to the
applicant tab and chose the Finalist Ranked 2 and mark” Recommend for Hire”. Note: the candidate that
declined the offer has automatically been marked “Offer Declined”.

Applicant  Applicant Posting Workflow State  Workflow State
Last Name First Name Documents Number (Internal) Entrance Reason
. {201} Insufficient
Brady Robert Resume, Cover Letter S067F mgi :_';'itr%glewm' related work
experience:
Resume, Cover
John Jimimy Letter, List of SO67P Dffer Declined
References
Brady Test Resume, Cover Letter SO67P E?feomm*-‘”d For
Brady lzz0 Resume, Cover Letter S067P Human Resources

Final Review
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e |[f the applicant declines, HR updates the candidate status “Offer Declined”, the hiring proposal will be initiated
for the finalist ranked 2. The hiring agent will receive a system notification reflecting that the HR has marked the
applicant as “Recommend for Hire”. This will allow for the Hiring Agent to begin a hiring proposal for the Finalist
Ranked 2 (see steps above). A new salary may need to be discussed.

Overall Summary of Staff Hiring Process:

1. Complete posting.

2. Route for approval before posting.

3. HR will post when the position is received and approved.

4. Receive applications directly to the posting.

5. Update finalist status’ and send Staff PAR to OIE for approval. Ensure all other candidates have been properly
classified/dispensed as Not Interviewed/Not Hired or Interviewed/Not Hired.

6. HR and the hiring agent will be notified when OIE approves the Staff PAR.

7. The hiring agent will initiate the hiring proposal and complete offline steps. Prepare/finalize offer letter,
complete verbal offer, and send offer letter and background release form to the applicant. Once accepted, the
candidate will send HR the signed offer letter and release form and mark the applicant Hiring Proposal as “Offer
Accepted”. This will initiate HR to start the background.

8. Upon receipt, hiring agents will be notified of the background check results.

9. HR will complete the appointment form for the hire.

10. HR will disposition all remaining applicants.

11. HR will designate the position as filled. The system will send out letters to candidates not hired.
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