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INTRODUCTION

Welcome to the University of South Florida Online Employment Application System. You will use this system to:
e Review Position Description
Create, Modify and Reclassify Position Descriptions
Create, Review and Approve Recruitment Requests
Search and Review Applicants
Create, Review and Approve Hiring Proposals
Communicate electronically with HR Administrators, Hiring Managers, Applicants, and others involved in your hiring
process

The system is designed to benefit you by facilitating:
e Faster processing of employment information
e Up-to-date access to information regarding all of your postings and positions
e More detailed screening of Applicants’ qualifications — before they reach the interview stage

Your Web Browser

The Employment Application System is designed to run in a web browser over the Internet. The system supports browser
versions of Netscape 4.7 and above and Internet Explorer 6.0 and above. However some of the older browser versions
are less powerful than newer versions, so the appearance of certain screens and printed documents may be slightly
askew. Please notify the system administrator of any significant issues that arise.

The site also requires you to have Adobe Acrobat Reader installed. A free download is available at www.Adobe.com.

It is recommended that you not use your browser's "Back", "Forward" or "Refresh" buttons to navigate the site, or
open a new browser window from your existing window. This may cause unexpected results, including loss of data or
being logged out of the system. Please use the navigational buttons within the site.

The site is best viewed in Internet Explorer 6 and above.

Text Fields

The larger text fields will hold approximately 3,900 characters of text (including spaces, is about a page and a half). The
smaller text fields (like Justification for Position) have a 1,200 character limit.

Spell Check

If you want to spell check your pages, you may download the Google toolbar at www.google.com. There is a free
spellchecker in this toolbar that you can use on every page of the system.

Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log you out after 60 minutes if
it detects no activity. However, anytime you leave your computer we strongly recommend that you save any work in
progress and Logout of the system by clicking on the logout link located on the bottom left side of your screen.
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LOGGING IN

After entering the URL, the “login screen” for the system will appear and will be similar to the following screen:

UNIVERSITY OF
SOUTH FLORIDA

Users

er ACCO User Login

If you are an Internal USF User Human Resource User, please sign in below:

USF Internal UserfHR LOGIN

If you have been given a Guest User account, please click on the Guest User login link below to access
the system:

Guest User LOGIN

Please login to the system using your User Mame and Password. If you do not have a User Name and
Password assigned, click the Create User Account link on the navigation bar,

e Click on the link labeled USF Internal User/HR LOGIN, this will take you to the USF Web Authentication page.

Welcome to WebAuth

USF Central Authentication Service

Whatis WebAuth?

USF NetlD: activate

Password: Forget IDFassword?

By signing in to WahAuth, you will be
able to access participating USF services
without having to supply your USF NetlD
and password again

el
Google Apps at USF We'te here to helpl If you have questions or are
myUSF having trouble with your NetlD, please contact the T
Help Desk

Microsoft DreamSpark

Phone: (813) 974-1222
Toll Free: (366) 374-1222
Email: help@usf.edu

Ask a Question
Live Chat Online
Check Our FAQ

e Login using your USF NetID

e Enter your USF NetID password

e Click Sign In (on this page you will see a Help section to use if you are having trouble with your USF Net ID. To
Activate your NetID click on Activate and if you forgot your USF NetID or Password click on Forgot ID/Password?)

e After logging in with your NetID and Password you should see the Careers@USF Home Page

Job Postings
Active Postings » Welcome Lori Withrow, You are logged in with User View,
) Wour Current Group:Level One.

Pending Postings
Historical Postings

Search Hiring Proposals Careers @USF

Position Descriptions
Begin Hew Action
Search Actions “dew ¢ Download
Pending Actions

Supervisar Manager's Guide

e The welcome information identifies your current User Type.
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HOW TO CHANGE YOUR USER TYPE

Active Postings .
Pending Postings . Click on Change User Type
Historical Postings
Search Hiring Propos-al
Position Descriptions
Begin New Action
Search Actions

Pending Actions
Search Positions

Change Default View
Change User Type
Logout

) Level One

O Employee

'@' Administrative Preparer
O UnitHR

O Budget Confirmation
(O EOL User

CHANGE GROUP |

cANCEL |

e Choose the User Type you need, then click Change Group

« Welcome Lori Withrow, You are logged in witl‘* Deparkment Yigw,
Your Current Gmu Thursday, July 9, 2009

e Look at the top of the page to verify your User Type is now correct.

CERTIFY YOUR OWN POSITION DESCRIPTION & CONFIRM OTHERS

Certify Your Own Position Description

Employees should sign into the system to review their own position description to ensure it's accurate and up to date. To
do this, log into the system using your USF NetID.

O Level Four
® Employee

« Welcome Patricia Geisler. You are logged in.
Your Current Group:Employee.

| cHAncEcrour |

CANCEL I

e Check to be sure your User Type is set to Employee (change if necessary)
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On the left menu, click Begin New Action under Position Descriptions.

Position Descriptions

Begin Hew Action
View My Position

Click Start Action under Review & Certify My Position Description.

Begin New Action

1 Record
Action

Review & Certify My Position Description

Click Start Action to view AND certify or click View Summary to view and print the existing description.
1 Record

Job/Classification Posting Job/Classification Employee Employee Last
@) @) @) ¥ En @

Title Title Code Last Name Action
. Access to
L_r !llt:li?q.? Devt Learning & Position
|| View Dewvt 9291 00000034525 Geisler Description
= Faditator Changed
SUmmary View History

Your position description will open in tab view. You will not have access to change your own position description so if you
find omissions or mistakes, make note of them and talk with your supervisor. NOTE: Any changes can be done by the
departmental user with Administrative Preparer, Level One or higher access.

View each tab, clicking Continue to Next Page to move to the next tab.

Review & Certify My Position Description

PD Computer
PD Responsibilities Software
and Requirements Knowledge and
Skills

Puosition Position Description
Current

Classification

Description Essential/Marginal
Details Functions

I CONTINUE TO NEXT PAGE > > I

After reviewing all pages, click Continue to Next Page. If you agree that the description is accurate, select the radio
button, and then Continue.

Action Status

®1 certify that I have read and understand my position description.

CANCEL II CONTINUE I
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How to Confirm an Employee Has Certified Their Position Description

Departmental Users with Administrative Preparer access and higher can perform the following steps.

Log in to the system and click Search Positions.
Job Postings
Active Postings
Pending Postings
Historical Postings
Search Hiring Proposals
Position Descriptions

Begin New Action
Search Actions
Pending Actions
Search Positions

Enter the position number and click Search.
search Positions

mmmm o = People:Admin D

Pasting Title:(This

is the anly tile that B — 0001110
vl sppear on e =

pastng)

Employe= ID Employee First
Number Hame

Employes Last — :

I SEARCH I CLEAR RESULTS I

If the employee has certified their position description you will see Position Description Certified by Employee as an entry.
If you do not see this entry, the employee has not certified their position description through Careers@USF.

Date
__ Emp
JobfClassification Posting Position Job/Classification Employee | | Last of
A e Y ite Y number " code ¥ 1 1“,;:“ V) action &) Tast
me
Action
Position
Description
. Leaming & ) Certified by J
View Summary Devt 00001110 00000034525 Geisler 07-28-2009
Fadiitator 5
Hﬁ'.lil'_' ¥
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POSITION DESCRIPTION/RECRUITMENT REQUEST ACTIONS

Position Description/Recruitment Request options are broken down into different Requests in the online system.

e Create and Fill New Position Description (Staff/Administration/Faculty) — Use this action to create and request
approval for a new position and corresponding recruitment.

e Reclassify and Fill Existing Position Description (Staff/Administration/Faculty) — Use this action to create and
request approval for a reclassification of a filled position. You can also use this action to create and request
approval for a reclassification of a vacant position and corresponding recruitment.

e Modify and Fill an Existing Position Description (Staff/Administration/Faculty) — Use this action to create and request
approval for a medication of a filled position (change supervisor, update mail point, update campus phone number
etc.). You can also use this action to create and request approval of a modification and corresponding recruitment.
If you have no changes to the Position Description you will use this action type to request approval for recruitment.

e Request to fill a Temporary Position (Temporary — formerly known as OPS) — Use this action to request approval to
recruit and recruit for a temporary position.

How to Create and Request to Fill a New Position Description

Job Postings
Active Postings
Pending Postings
Historical Postings
Search Hiring Proposals

Begin New Action

Search Actions

Pending Actions

Search Positions

Home

Change Default View
Change User Type
Logout

e Click on Begin New Action

Begin New Action

Begin New Action

4 Records

Action @ Description

Create and Fill New Position Description hi i d .

Staff,/ Administration, Faculty) Use this action tg creati an L_request a new position

[E— and recruitment.

Reclassify and Fill Existing Position Description Use this action to request a classification of an existing
{5taff/Administration/Faculty) position descripkion, IF wacank, also use this action to request
Start Action approval of recruitment.

Modify and Fill an Existing Position Description Use this action to modify an existing position
{staff/Administration/Faculty) description. IF wacant, alsa use this action bo request approval
Start Action of recruitment,

Request to fill a Temporary Position i ! :
(Temporary - formerly known as OPS) Use this action ko request aplplroval to recruit and post a
Start Action temporary position,

e Click on Start Action under Create and Fill New Position Description (Staff/Administration/Faculty)
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Proposed Classification

The “Proposed Classification” tab opens. This screen allows you to select a specific Job/Classification title or
Job/Classification Code for the Position Description being created.
VERS

TH FLORIDA

T Request Classfication™* |

» Wikt Lori Wikhrowe, You e logged in with Deparbisnt View,
our Cuerert Group:Lewel Two.

Create and Fill New Position Description (Staff/Admin]asmssins Evststor

Admissions Recruker Advisor

. Position PD L.n“’::'lm_l
Descrition F.-.-.,E:E;ﬂ"pﬂm ﬂﬁpn;r:tjllitles Sofwars 1.|. -_ ? 18 Prifhtipr- A
Details ik : o G arm =t i FiTi] Aderrd Program Carector
SAUITEMENE | and skills
At fPubbcations Prod Spe:
Fuss ¥ P academc Affars
ALt an ROCOUNEING Manager

Assistant Athistic Coach
Search Classification Specifications P ——

| | lassistant Dosn bt
JobClasaification Cods Ay ol laseFication Title Accountant -
CLEAR RESULTS | ‘

J CANCEL I -

e Use the Job/Classification Title or Job/Classification Code drop down to select the desired title.
e Click Search

If you do not know which title to use, select **Request Classification** located as the first choice on the Job/Classification
Title drop down then click Search. If you want to choose a different title, click on Clear Results and make a different
selection then click Search.

Choose Clasification to Assign

i mary arssociate this Position Description with one of the Classfication Tites below by dnocsing the Seliect and Contimee link directly balow $he Classification Tk

ol choges,

1 Recoed

E-MT“E ';W:Fulﬁﬂhlf.ﬂﬁ
Adivarastrative Assistant

o e T o7E0

Searth Classlfic ation Speclicationg

Jobyj Classification Code L Job[Clagslication Tils Aderafust aitve Asstant -

{
I SLARCH I CLE AR B SILTS ]

. cante |

e To view the Classification Specification, click View Summary
e To revise your search click Clear Results
e To cancel your search click Cancel

e To start using the displayed title click the Select and Continue link and the page will open up on the Proposed
Classification Tab (see below)
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m e, LIMEMTFANS &2 LISF e emenl s | | ]
CHANGE CLASSIFICATION |
| CONTINUE TO NEXT PAGE 53> |
r SAVE AND STAY ON THIS PAGE | =
cancEL | PREVIEW ACTION |
| u

e Click Continue to Next Page at the bottom of the page.

The Classification Specification for the proposed title opens.

Create and Fill New Position Description (StafffAdministration/Faculty)

ED

Proposed — ) stior tesponsibilities
Classification ; i N

Form

Classification Specification

JobfClassification Title: Arcounting Specialist
Job/Classification Code: 3230

Career Family: Arcounting, Finance & Budgets
Salary Plan: Staff

Salary Plan Code: 21 - Administration

Salary Band: C

Superwisor Lewel (Administration Only):
Suggested hiring range per Classification Specification:
FLSA: MNon-Exempt

CEL: 31 - General Unit - USPS
e Click Continue to Next Page located at the bottom of the page.
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Copy Position Tab

The next tab is the Copy Position tab. Copy Position allows you to copy an existing position description and then make
changes.

Create and Fill New Position Description (Staffi/Administration/Faculty)

g b - [Comments
Functions Annou

Requirernents
Eorm

Search Position Description to Copy

JobjClassification Title

Position Murnber
Erployee ID Number Emplovee First Name

Emplovee Last Mame

I SEARCH I CLEAR RESULTS I

DO NOT CHOOSE POSITION, < < RETURN TO PREVIOUS I I DO NOT CHOODSE POSITION, CONTINUE TO NEXT PAGE == I
SAVE AND STAY OM THIS PAGE I
CANCEL I PREVIEW ACTION I

e If you do not want to use this function click Do Not Choose Position, Continue to Next Page
e To use the Copy Function, search for the position you would like to copy using any of the search options.
e Click Search

Search Position Description to Copy
5 Records
. . . JobClassification Employee Employee Last Position
@ Joh/Classification Title @ Code @ Id @ Name @ & @ Department
Administrative Specialist
] 3-5129-000 Academic Affairs(LISF
B|E'_Z!t and 1| itz SRR 2204 00000062051 EBallinger Q000903 5k, Pete)
Continue HIEHY SUMMATY
Administrative Specialist
SBIEF:t and 1| iz SUTEED 2204 00000046939 Farmer 0no10756 0-3902-000 @raduate Studies
Continue LB SUMMmary
Administrative Specialist
SEIEI.::t and I fizi SUTEED 2204 00000072580 Ingersall 0no16197 0-6325-000 Byrd Institube
Continue BNV SUMMAry
Administrative Specialist
0-6127-000 Orthopaedics & Sports
SBIEI.:.‘t and I fizi SUTEED 2204 000000&8303 Pendergrass 00014747 Medicine
Continue BNV SUMMAry
Administrative Specialist

e Locate the correct Job Description and click Select and Continue

HR Talent Management Page 11 of 53 Updated 7/29/2010



Position Description Details Tab

The system has taken data from the Position Description you copied and placed it on the Position Description Details Tab.

Position
Description

Create and Fill New Position Description (StafffAdministration/Faculty)

lequest to

t| Comments

= | Announceme
Farm

<< RETURN TO PREVIOUS I

CONTINUE TO NEXT PAGE = I

*Required information is denoted with an asterisk,

Peopleddmin ID:
Position Mumber:
Job/Classification Title:
1objClassification Cade:
Ackion Type:

COther Action Type:

Department Humber/Mame:

College|Drison:
Faculty Administrative Code:

FTE and Standard Hours:

Accounting Specialist
3230

Mo Response

0-1745-000 Inst For At-Risk Infants
Acad Affairs-College of Educ
Mok Applicable

1.00: 40.00 hours %

The position description details tab will include all details about the position description.

e Any field with a red asterisk (*) is a required field. You will need to enter information in each required field in order to
move forward or save the information on the page.

e The larger text areas will hold approx. 3900 characters of text (including spaces, is about a page and a half).

e The smaller text areas (like Justification for Position) are a 1200 character limit.

e If you want to spell check your pages, you may download the Google toolbar at www.google.com. There is a free
spellchecker in this toolbar that you can use on every page of the system.

You have three different types of fields on this page:
e Open Text (just fill in the text box with your information)

e Drop Down (Click on down arrow and click on your selection)

¢ Non-Select and Select Boxes (Choose the item or items in the Non-Select Box then click the > to move them to the

Select Box)
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Populate the User fields. Choose the appropriate user for each role. Only those users selected for each role will have
access to the position description action and be notified by email when an approval or other action is needed .

Mot Selected Selected
Ceizlar, Pat -~ Withrow, Lori
Henry, Denslita
Kzmath, Sharmilz
= Administrative Preparer Users:
v
Selected
~ Withrow, Lori
Level One Users:
v

e Once you are finished adding the Position Description Details, click on “Continue to Next Page”.

Position Description Essential/Marginal Functions Tab

e After continuing to the next page, you will be on the Position Description Essential/Marginal Functions Tab.

e On this screen, please list in order of importance, and in detail, the job function and duties assigned to this position
and estimate the percentage of time given to each function.

e The total percentage of all the duties combined must equal 100%. This page calculates the percentage. It does not
stop you from being under or going over 100%.

e Most jobs can be described with five to eight major duties.

Create and Fill New Position Description (Staff/Administration/Faculty)

Position
Description

L Essential/Marginal
Functions

Provide & brief description of each of the major duties and responsibilities of this position in the space provided below, Most Jobs can be described with about
five to eight major duties,

In accordance with the Americans with Disabilities Act (ADA), identify functions of the job to be performed with or without reasonable accommaodations,
Reqguests for reasonable accommodations to facilitate the performance of essential functions will be given careful consideration.

Marginal Functions:
for the purposes of the Armericans with Disability Act (aDAY, marginal functions are only assigned to individuals who are unable to preform the functions with
or without reasonable accommodations becauser of the covered disability,

To begin entering each individual duty/responsibility, click the Add New Entry button, Enter each percent of time, function type, and duty, and click the Add
Entry button,

The percentage of duties must equal 100%.
A minimum of 3 Essential Function entries is required.

To add & new Enfry, click the Add Newr Entry bution below, To view more details about an existing entry, click the ¥iew link for the entry, To edit an existing
entry, click the Edit link for that entry. To delete an existing entry, click the Delete link for that entry.

| ApbNEWENTRY |

e To begin entering each individual duty, click the Add New Entry button.
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*

CAMNCEL I

Add New Entry

To add a new enfry, complete the following fields and then click the Add Entry button, If you do not wish to add a new entry at this time, click the Cancel button.
* Required information is denoted with an asterisk,

Function type: Mo Response |

Responsibility | Duky:

Percent of total time:

I ADD ENTRY

Select Function Type from Drop Down (Essential or Marginal)
Describe the Responsibility/Duty providing as much detail as possible
Enter the Percent of Total Time for this duty (do not include the % sign)
Click Add Entry

Existing Entries

Percent of Duty Total: 100

5 Records
%% of o Function
v \J
E] Time CJ Responsibility / Duty CJ T
: i Programming- Developrent, editing, tracking, and maintaining 700-200 test items in &4 different subject areas,Development and editing of graphics and

[iewy ' Edit | mathematical equations, Creates tests Fram blue prints and test plans, Import items From paper-pencil banking systerm to computer-based svstem, Essential
Dielets Exercises high level of organization skills and uses discretion because of the confidential nature of the test items and documents produced.

40 Development- Facilitiates test development meetings using approved procedures. Leads teams of schoal district supervisors, teachers, and university

Wi 1] Edit professors, Prepares meeting materials, Works collaborativley with FDOE and Asst. Director of Development ko ensure timley development of test E fil
T materials, Oversees scriprt development For performance examinations, Inventories item banks and creates matrix to use For deviopment meskings. SSENUE
Delete Ensures inkegrity of documents, Coordinates and administers pilok testing of new items,

5

- |l g Research- Research and troubleshoot problems related ta imparting items From paper-pencil banking system ko computer based system, Research, .
Wiewy ! Edit i - ; ] X h Essential
create, and maintian electronic repository of art items and related information,

Celete

3

Wiew I Edit  Performs other duties assigned and attends workshops ko improve skills, Marginal
Delete

Il

e To edit an existing entry, click the Edit link.

e To delete an entry, click the Delete link.

e To add a new Entry, click the Add New Entry button below.

°

To view more details about an existing entry, click the View link for the entry.

e When finished click Continue to Next Page located at the bottom of the page
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Position Description (PD) Responsibilities and Requirements Tab

— PD
e Complete information on page : M Lo T Responsibiit
e Click Continue to Next Page when - ER Requirsments

ready <« RETUAN TD PREVIOUS | DOINT.|

[Re=sponsibiifty for Financlal Transactions

Empioyees of LUSF and USF relaled enlies parfonming assigned Tunclions wilh Minancial andor Dudgelary nespomsililities
financial information and/or az=signment of acoountalie officsr resporeibilitees an= requined bo =ign a Code of Conduct for
comimencing smpioyment.

Thils poslfon Fas = sigratane resporalbillty for
approdng frandal Feresdions.

Thils poslfon Fas resporslbility for ahadronic
2poroal of finandal ransacion.

This posifion Is nesporaible for preparing frandzl
TarEadions for 2porowel By ofers.

This posifon has responslDility for recondiiaBon of
franczl TerEons. Mo Resome B

This posifion Is responsible for csh Fanedions
indacing dhedks, onaciicebit cands, aladronic fancs
raraiers, and offer Arendzl Irstnomenis], failing
o off S four rodes In e cash managament
Reaping, uhorizalion, ooy, o

Mo Regoonse
Mo Ragporms iyt

Mo Regoonse

Mo Regoonse

process (neoond
recndiiadon.)
Thils poslfon |5 rasponsible for ceweloping and

meraging deparimentl bucget 2ncfor cverseaing Mo Ragoonse Ay
Eracigat andilias.

Inclicaie e spprosdmaie comibines 2mount of money
for whikch Il posion Fes some finandal [ |
resporaslbilityon an anruel besls:

Traclicaie e aporoodmane oDl 2o of ey
for wihiich Bl posiion |5 e budget acounizbis | ]
offlcer on an anrazl basls:

Other Spacific Requirsmeents for Testing, Certification, or Lagal Compllancs

Plemme cieck he boo=s Delow o indicate whether amy of thes= specific nequinements apgly to s posilion.

Check AN Cieor A
[0 crimirei History Bacgrounc Crack Lee k& hoere for desaiis)
[0 crimirei History Bacgrounc Crack Lee k& hoere for desaiis)
O Argerpingns

Dioss i posiion reguine: O onug Tesung
[0 Oriwers Uosrms Type (soedty baicw)
O rosomer prwmical mem
O morica Moty carsticton
[ Cear oty bt

Spedify o neguinameni]s) ancfor crieer liosrss
Bpe:

Position Description (PD) Computer Software Knowledge and Skills Tab

Use this tab to list Computer Software, Knowledge and Skills that are needed for this position.
e To add a new Entry, click

the Add New Entry button : PD
below, complete all fields, 2 ; fiption | Responsibilies ';?IT;ﬂl:fff Supplement; ;
click Add Entry < Detaly |cocsrtisiblagngl) = aed WESNSIRY Dccumastation ,
e To view more details about || and Shils {
an existing entry, click the List the software applicabions that are required for this postion explain how you use this application in your work.

VIeW Ilnk fOf the entry To add & newe Entry, click the Ackd New Entry button belov. To wiew more details about an existing entry, dick the Vihew link for th

e To edit an existing entry, entry, click the Edit link for that entry, To delete an existing entry, dick the Dekete link for that entry,
click the Edit link for that Existing Entries
entry. Na Records Found

e To delete an existing entry,
click the Delete link for that

entry.
e When finished click << RETURN TO PREVIOUS | L cowrinueTowexTPAGE>> |
Continue to Next Page SAVE AND STAY ON THES PAGE |
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Supplemental Documentation Tab

mll  Supplemental
B Documentation
10 Records
Attach / Remove Document Type Attached Document Yiew Document
Attach Memo Mot Attached
Attach Organizational Chart Mot Attached
Attach Funding Flan Mot Attached
Attach Other 1 Mot Attached
Attach Qther 2 Mot Attached
Attach Search Plan-Advertisement Plan Mot Attached
Attach Search Plan-Search Committes Mot Attached
Attach Search Plan-Recruitment Time Line Mot Attached
Attach Search Plan-Screening and Evaluation Process Mot Attached
Attach Search Plan-Criteria For Evaluation of Candidates Mot Attachedo
<< RETURN TO PREYIOUS I I CONTINUE TO NEXT PAGE > I
SAVE AMD STAY ON THIS PAGE I

e On the supplemental documentation tab attach additional documentation to support your request.
e To attach a document, click the Attach link next to the document type.

Upload a new document:

Browse below to select a document to associate.

File: | [ Browse... |

ATTACH I

e Click the Browse button to attach an electronic document.

Choose File to Upload a
Loak in: |@' Desktop j Yy i B F-

-1 [E3My Documents
L\ﬁ j My Computer

My Fecent &y Netwark Places
Documents

()3min budget prep kool
Fr () Adobe Captivate 4 Content
2 Funding Plan
Desktop
g8
My Computer

>
My Metwork  File name: |Funding Flan j Iﬂl
Places

Files of type: | &Il Files %) | Cancel

e Locate the drive and file you wish to attach
e Click Open
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Upload a new document:

Browse below to select a document to associate.

File: |C:\Documents and Settin

ATTACH I

e Click Attach

Click the Confirm button below to attach the document.

GO BACK II CONFIRM I

e Click Confirm

Attach / Remove Document Type Attached Document ¥iew Document
Remove Memo Attached Wi
Attach Organizational Chark Mok Abkached

e To View your document click View
e If finished click Continue to Next Page at the bottom of the page

You can also cut and paste a document in the section “Paste a New Document”.

Paste a new document:

Please either copy and paste docurment text or type from scratch into the box below to associate a docurment.
Text:

ATTACH I

e Cut and Paste your information or type the information directly into the text box
e Click Attach

Click the Confirm button below to attach the docurment,

GO BACK II COMFIRM I

e Click Confirm
e Click Continue to Next Page when ready

HR Talent Management Page 17 of 53 Updated 7/29/2010



Request to Recruit/Posting Vacancy Announcement Form

If you are requesting to fill a position, you will need to complete the Request to Recruit/Posting Vacancy
Announcement Form tab. If you are not filling your position, you may click Continue to Next Page.

I a PD ED Request to
G d Compider | - RecruitPosting
Comy | Desciption , 2 !
ostion| DESEIRUON oo iSn il and gl ey | \/acancy
I Dotialy Eiiilai Knowlodge
<< RETURM TO PREVIOUS | | CONTINUE TO NEXT PAGE > |
Request to Recrut
Workirag it
Salary Plan: Stal

e Complete fields on page

Duties:

Please provide a brief description of the core or essential
job duties, IF not provided, HR will use summary From the
Position Descripkion,

e Enter Duties as you want to see them listed on the posting.

Special Instruckions to Applicants:

e Use Special Instructions to Applicants for additional information — for instance, include instructions for sending
additional information or tell applicants what you want them to include in their cover letter.

Proposed Posting Date: FRUDDIYY -ar- MM-DD-Y Y

Application Deadline Date: MRDD VY -or- PR-DD-Y Y

e The Proposed Posting Date field is the date used by the system to automatically post your job on the web for
applicants to begin applying. You can post a future date. The Application Deadline date field automatically
closes the posting at midnight on date listed. Applicants will no longer be able to apply for this position after it is
closed. The dates are subject to change depending on when the approval occurs. HR will adjust the dates.

HR Talent Management Page 18 of 53 Updated 7/29/2010



Check Al Clear Al
Resume

Cower Letker
Curriculum Vikae
Teaching Philosophy
Letker of Reference
Optional Applicant Documents: TEREERE
Letker of Interest
ScholarshipfResearch Plan
Publications

Letter of Recommendation
Other Document 1

Other Document 2

Other Document 3

RRROOO0O00000RE

[}

heck Al Clear All
Resume
Cower Letker
Curriculum Vikae
Teaching Philosophy
Letker of Reference
Transcripks
Required Applicant Documents:
Letker of Interest
ScholarshipfResearch Plan
Publications

Letter of Recommendation

O0000000000

Other Document 1

e NOTE: The Optional and Required Applicant Documents fields allow you to specify which documents you would
like an applicant to attach when they apply to your job. By checking a document under Optional, applicants CAN,
but are not forced to attach documents. By checking a document under Required, applicants will be forced to attach
these documents before they can complete applying to your job. It is recommended to always select Resume,
Cover Letter, Other Document 1, 2 and 3 under Optional Documents.

E Other Document

Please attach salary requirements as "Other” document.
Spedal Instructions to Applicants:

e The “Other” document type can be anything you may need for your position. You will need to enter the details for
what type of document an applicant should attach here in the “Special Instructions to Applicants” field.
Posting Specific Questions Tab

Posting Specific (screening) Questions are individual questions that can be used to qualify/disqualify candidates, or rank
applicants based upon a score. You may create those questions in this section.

Create and Fill New Position Description (StafffAdministration/Faculty)

To add questions that will be asked of every applicant who applies to this position, click the Add a Question button, Click the Continue to N
Sectionbutton o skip this section or when finished.

Mo Posting Specific Cnestinns swist.

ADD A QUESTION I

<< RETURN TO PREVIODUS I I CONTINUE TO NEXT PAGE == I

SAVE ANMD STAY OM THIS PAGE I

CAMCEL I PREVWIEW ACTIDM I

e If you are not adding any Screening Questions, click the Continue to Next Page button.
e To add a Screening Question to this Posting, click on the Add a Question button, which returns the following page:

HR Talent Management Page 19 of 53 Updated 7/29/2010



Add a Question
Search Existing Gluestions:

Search by Keyword:

Create a Question

e The first step is to search existing questions. You can enter a keyword to search the question text (or leave the field
blank).

Search Existing Questions:

Search by Keyword:

high school

I SEARCH I CAMCEL I

Search Results
1 Record
@ Duestion Texk

Do you have a high school diploma or GED? ol (=R Pt e |

After you click Search, the system will return a list of all questions that have been entered previously by Human
Resources or Hiring Managers for other Postings. Select one of the questions from the list if it is appropriate for this
Posting. Click the View/Add link to the right of the question in order to add it to your posting.

If you do not find an applicable sample question from the list, you may create a question from scratch by clicking on the
Create a Question link at the bottom of the Search Results screen.

Search Results

1 Recard
@ Question Text
Do you have a high school diploma or GED? gl ol

Create a Question

After clicking the Create a Question button, the following screen will appear:
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Historical Postings

Search Hiring Proposals

Begin New Action

Search Actions

Pending Actions

Search Positions
acmin ________|

Home

Change Default View

Plnuny Acudfrs

Search Positions

Home

Change Default View

Create a Question

% Create Question Help

Question

Please enter question text:

Please select answer type:
(@ ClasedEnded  (2.g. Do you have experience working in an office environment?)

o Open-Ended  {e.0. Describe any work experience relevant to this Posting, )

Home

Change Default View
Change User Type
Logout

Closed-Ended Answers Open-Ended Answers

Display No Response As:
o Response

Open-Ended Answer Type:
@ Hore

) Shart Text (Text < 50 characters)
) Long Text (Text > 50 charackers)
O Phone

O Date

Possible Responses (up to 7):

L

SUBMIT QUESTION I l:ANcELl

Step 1: Please enter question text: Enter the text of the question you wish to ask candidates applying to this posting.
Step 2: Please select answer type: Select either Closed- Ended or Open -Ended.
Step 3: Enter answer choices or select answer format based upon your selection in step 2.

Adding Closed-Ended Questions

Closed-ended questions require a multiple-choice answer. For example: Do you have experience working in an office
environment? Possible Responses: Yes or No

HISTOTICAl FOSUINGS

Search Hiring Proposals
Begin New Action
Search Actions
Pending Actions
Search Positions
admin |
Home
Change Default View

Search Positions

Home
Change Default View

Home
Change Default View

Create a Question

Question

Please enter question text:

Do you have experience working in an office environment?

Please select answer type:
@ Closed-Ended  (e.q. Do wou have experience warking in an office environment?)

C Open-Ended  (g.0, Describe any work experisnce relevant ta this Posting,)

Closed-Ended Answers

7 Create Question Help

Open-Ended Answers

Display No Response As:

Dpen-Ended Answer Type:

Change User Type
Logout

Mo Response & None

(O Short Text [Text < 50 characters)

Possible Responses (up to 7): ) Lang Text {Text > 50 characters)

1. [ves ) Phone
2. |ha ) Date
3
4.
3.
.
7

SUBMIT QUESTION I CANCEL I

e After selecting the “Closed- Ended” radio button, enter the answer choices that candidates can choose from in the
boxes labeled “Possible Responses”. In this case, you would enter “Yes” and “No”
e When finished, click on Submit Question

Adding Open-Ended Questions
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Open-ended questions do NOT require a multiple-choice answer. For example: Describe any work experience relevant to
this position.

After selecting the “open-ended” radio button, select one of the answer-type choices from the right side of the screen. To
limit the length of a candidate’s response to less than 50 characters, select Short Text. Otherwise, select Long Text
(Text > 50 characters). If a phone or a date is the required response, select the Phone or the Date options.

In the following example, Long Text was selected as the answer-type for the open-ended question.

‘Active Postings Create a Question
Pending Postings
Historical Postings % Create Question Help
Search Hiring Proposals
Begin New Action
Search Actions
Pending Actions
Search Positions
[ pdenin |
Home
Change Default View Please select answer type:

PLrmng Auuules O Closed-Ended  (s.q. Do you have experience working in an office environment?)
Search Positions

m (O] Open-Ended  {e.qg. Describe any work experience relevant to this Posting.)

Home Closed-Ended Answers Open-Ended Answers

Please enter question text:
Describe any work experience relevant to this position?

Change Default View

Change User Type Display No Response As: Open-Ended Answer Type:
Logout Mo Response O nene
©) Short Text {Text < 50 characters)

Possible Responses (up to 7): () Long Text (Text = 50 characters)

L O Phone

2 O pate

3,

4,

S

8.

7.

SUBMIT QUESTION I CANCEL I

e NOTE: The use of open-ended questions in recruitment requires the recruitment to go through Human Resources.
e Click Submit Question. Every applicant who applies to this posting will be asked this question.

The next screen summarizes the question(s) you have entered.

Uetalls - oo P — Al il§ Uuestions
Job Postings tequire

Active Postings
Pending Postings
Historical Postings

Search Hiring Proposals To add questions that will be asked of every applicant who applies to this position, click the Add a Question button. Click the Continue to Next
Sectionhutton to skip this section or when finished.

Begin New Action

Gearch Actions Posting Specific Questions

Pending Actions

Search Positions To delete, check the box of the question(s) you wish to delete, then click the Delete Question(s) button below:.

Mo [] Describe any work experience relevant to this position? (Edit

Change Default View LONG TEXT

Penuing Avuufis P ® o
Search Positions Is this question required? Required Nok Required

[] Do you have experience working in an office environment? (Edit
Home
Change Default \iew ANSWER

O et ¢ T
Ho Response

Yes

Home

Change Default View Mo

Change User Type Is this quastion required? & Required O Not Required
Logout

DELETE QUESTION(S) | ADD A QUESTION |

<< RETURN TO PREVIDUS | | CONTINUE TO NEXT PAGE >3 |

SAVE AND STAY ON THIS PAGE |

canceL | PREVIEW ACTION |

e You may continue to add more questions by clicking Add a Question. You may also delete a question you have
entered by clicking the box next to the relevant question and clicking the Delete Question(s) button.

e You have the ability to require an applicant provide an answer to the question you added. The applicant will not be
allowed to proceed without answering a question with a “Required” status.

e If you spot a typo in your question, click on the Edit link at the end of the question to correct it.

o When you have finished adding screening questions for this posting, click Continue to Next Page.
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Disqualifying/Points Tab

On this screen you will see all the closed-ended questions you created on the Posting Specific Questions screen.

Posting Specific Questions

Do you have experience working in an office environment?

ANSWER

DISQUALIFYING

Mo Response dl
¥es D
Mo
0%
RECALCULATE I RESET I
<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE > 2= I
SAVE AND STAY ON THIS PAGE I

SCORE

To disqualify a candidate based on a particular answer, click the corresponding box under the word “DISQUALIFYING”.
In the above example, when a candidate answers “No” to this question, the system would disqualify them for further
consideration for this Posting. The candidate would receive the "Fail Message" for this position and be classified as

“Inactive”.

Assigning Points:

Maximurm Points Possible: 1

Posting Specific Questions

Do you have experience working with GEMS and FAST?

ANSWER DISQUALIFYING
Mo Response |:|
es O
Mo F]
100 %
RECALCULATE | | RESET |
<< RETURN TO PREVIOUS | [ CONTINUE TO NEXT PAGE >> ]
SAVE AND STAY ON THIS PAGE |

SCORE

e To assign points to a candidate based on a particular answer, enter a 1 in the SCORE box next to the positive
response. This score will appear on the recruitment page. If you have multiple questions, continue to use a 1 for

each positive response.

e When all disqualifiers and assigning points are set to your satisfaction, click the Continue to Next Page button.

Comments Tab

You may enter comments to other approvers in the comments section. This is also where you will review any comments
from other approvers in the event your position request is returned for review. Comments are subject to Florida Open

Records Laws (Sunshine Laws).

GCompt
Proposed . %ﬁ% ‘Supplemental

Classificati st E_u -SSenti i = Documentatiol

<< RETURN TO FREVIOUS Il CONTINUE TO NEXT PAGE > |

Lervmd O Comments:

Human Resounces Comments:

Level Twa Comments:

Level Thres Comments:

Request to
Recruit/Posting| Posting
= Vacancy Specific
Anncuncement | Questions
Form

Disqualifying /

- -
- e A T L e G M bl MSIMATE sty e et g gl g, ]

e At the bottom of the page, click Continue to Next Page.

Saving/Approving the Action
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After clicking the Continue to Next Page button, you should see a screen similar to the following. Scroll down through
this screen to review the information you entered.

View Create and Fill New Position Description
(StafffAdministration/Faculty) Summary
Flease review the details of the position description carefully before continuing.

To take the action you have specified, click the Continue button. To edit the position description, click
the Edit link. To exit the position description without making any changes, click the Cancel button.

Edit &) Printer-Friendly Version

Action Status

® save Without Submitting
) send to Budget Confirmation
O Send to EOL

) Send to Unit HR

) Send to President

) Send to Level Two

) Send to Level Three

) Send to Level Four

) Send to Level Cne

) send to Level Five

() Send to Level Six

CANCEL II CONTINUE I

e Select one of the choices and click Continue.

Action Status

Send to Level Three

GO BACK II CONFIRM I

e After making your selection, click Confirm.

Modify and Fill an Existing Position Description (Staff/Administration/Faculty)

Other than requests that will create a brand new position description in the system, most requests will be updates to
existing position descriptions. When the action involves changing items such as duties, reports to, campus mail point etc.,
you will use this action. If you do not have a change to the position description but need to request to recruit, use this
action and complete the applicable tabs.

Click on Begin New Action and then Start Action under the Request to Modify and Existing Position and/or Recruit.

Maodify and Fill an Existing Position Description Ise this action to modify an existing position
(staff/ Administration/Faculty) description. If vacant, also use this action to request approval
Start Action of recruitment.

Once you have started your request, you must find the existing position description you wish to modify. You should see a
screen similar to the following:
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Search Positions to Begin Action On

Job/Classification | Any | Working
Title Title
Employes
Position Mumber 1D
Mumber
Employee First EmI?E|DYEE
MName a5
MName

Key Waord Search

I SEARCH I CLEAR RESULTS I

e Search for the position using the parameters, then click Search.

Job/Classification Working Job/Classification Employee Employee .
¥ Sitle ¥ Sitle ¥ Code v 4 A etname ¥ LastAction
Human Resources Human Approved Position
Assistant Description
Start View RAESQLlrcets 1112 00000053829 Boully Template in System
Action Summary =Si=tan View History

e Once you have found the position you would like to update, click the ‘Start Action’ link below the position title.

Position ) FD Request lo
Current Pasition —= _— | Computer - Recruit/Posting| Posting . .
Job Description i e Software B Vacancy Specific e Comments
. —— Essential/Margina and ———— |Documentation = — Points _
Description e Knowledge | — | Announcement | Questions -

Functions Requirements

and Skills Form

Position Description Details

Paosition Number: 00006732
Department Number Mame: 0-0430-000 Student Health Svc
Working Title: Client Services Assistant

e Click the tab you wish to modify or go through each page and update anything that has changed on the position.

NOTE: the information is already filled in from the official position you are updating. Itis not necessary to start from
scratch each time you want to do an update to an existing position.

After selecting the position description you want to modify, navigate and complete the rest of the action tabs.

Reclassify and Fill an Existing Position

Click on Begin New Action and then Start Action under the Request to Reclassify and/or Recruit.

Reclassify and Fill Existing Position Description IUse this action to request a dassification of an existing
(staff/ Administration [Faculty) position description. If vacant, also use this action to reguest
Start Action approval of recruitment.

Once you have started your request, you must find the existing position description you wish to modify. You should see a
screen similar to the following:
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Search Positions to Begin Action On

Job/Classification | Ary | Working
Title Title

Employee
Paosition Number D

Mumber
Employes First Eml::cbvee
MName a5

Mame
Key Word Search

I SEARCH I CLEAR RESULTS I

Title Title Code

Human Resources

@ Job/Classification @ Working E] Job/Classification @ Employee @ Employee
Id

- Human 4
Assistant Description
Start R Px_esu;uurces 1112 00000058329 Boully Template in System
— — Assistant e b
Action Summary View History

Lot Hame [¥] Last Action

Approved Position

e Once you have found the position you would like to update, click the ‘Start Action’ link below the position title. Go to

the Proposed Classification tab and scroll to the bottom.

CHANGE CLASSIFICATION I

SAVE AND STAY ON THIS PAGE I

| CONTINUE TO NEXT PAGE >> |

EXIT I

e Click the Change Classification button.

Search Classification Specifications

Job fClassification Code Any W

|I SEARCH I CLEAR RESULTS I

CANCEL SEARCH I

Job/Classification Title Human Resources Analyst

e Search for the appropriate Class Specification

1 Record
[4] Job/Classification Title

Human Resources Analyst

Select and Continue || Wiew Summary

E] Job/Classification Code

1416

e Click the Select and Continue link.
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Search Actions

You may filter your selection by specific search criteria, or you may leave the search criteria blank to retrieve all of the
approved position descriptions you have access to in the system.

Search Actions

Job/Classification
Title

Any
Position Mumber

Employee First
Mame

Department Any
Mumber Mame

pr—
T e

Employee

D

Mumber

Employee

Last

Name
Check Al Clear Al
Saved Not Submitted
Sent to Budget Confirmation
Sent to EOL
Sent to Unit HR
[0 sent to President
Sent to Level Five
Sent to Level Six
|:| Sent to HR. - Classification & Compensation Approves
[ sent toLevel Two
[ sent to Level Three
[ sent to Level Four
[ senttolevel One

> Status Sent to HR Recruiter Posting Approval

O Action Canceled {Final)
O Approved for Posting {Temporary Position Description)
1 Approved for Posting (Mew Position Description)
i Approved Incomplete/Posted (New Position Description)
i Approved (Position Description Modified)
[ Approved for Posting (Pasition Description Redassified)
O Approved for Posting (Position Description Modified)

1 Approved (Position Description Redassified)

i Approved Incomplete/Posted (Position Description
Redassified)

O rosition Description Certified by Employee
i Approved (User or Employee Changed)
|:| Position Description Inactivated

Once you search for your position request, you should see a table that shows you the position and its current status in the
“Status” column. You may click the view link to review details or comments from other approvers.

Job/Classification Working
(v) Title v Title

Human Resources
Assistant
View

Summary

N i
WviEwW

Date
. . Employee
. Action Position of
¥/ Status (V) Action Type LJ Number v Humber @ Ir'_gst (v] Last
me -
Action
Approved
for Posting  Create and Fill Mew Position
MNew Description 000021 05-18-2009
Posiion  (Staff/Administration/Faculty)

Description)

@ Date

Approved

05-18-2009

Search Positions

At any time, you can search for and view the position descriptions to which you have access. NOTE: you will only be able
to view positions that are within your assigned department (s).
e Select Search Positions on the left menu and use the search criteria to find the position description.

Search Positions

JobjClassification | Any
Title

Pasition Number

Employee First
Mame

Key Word Search

Search Positions

| Working
Title
Employee
m
Number

Employee
Last
Name

Posting
Number:
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6 Records

() Job/Classification v Working

Title Title
Human Resources Human
Assistant Resources
View Summary Assistant

@ Position
Number

00007315

Job/Classification Employee
AJ Code LJ Id E]

1112 00000040136

Employee
Last
Name

Ferrell

Date
Last of
[i] Action @ Last
Action

Approved
Position
Description
Template in  03-31-2009
System
Vigw

Hiztory

e Click the View Summary link to view the position.

REVIEWING APPLICANTS

View Applicants to your Posting

After logging in to the system, you will see your active postings, if you have any.

L TP
W IS

Active
2 Records
@ Job/Classification @ Posting @ Apps In @ él)ob @ gpp‘l:li-:lz_ation @ Department E] Posting
Title Humber Process pen cadiine pa Status
Date Date

Human Resources 05-13 0-0000-000
Assistant 0000002 3 2-:|-|:|g- University of Posted
Wiew South Florida
Administrative
Assistant 0000003 i 05-19- 05-30-200 0-1229-000 School

ssistan Qo000 il 2000 05-30-2009 of Aging Studies Posted

You can also use the options on the left menu to view postings at different stages:

Active Postings: Postings that are Active are either:
e Currently posted on the applicant site, or
¢ No longer posted but contain applicants still under review

Pending Postings: These are postings that are not currently approved by HR or are waiting to appear externally based

on the Position Open Date.

Historical Postings: Postings that are filled or cancelled will be here.
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To view the details of a specific posting, including the description and the applicants to that posting, click on the word

View below the relevant title. This will bring you to

a screen similar to the following:

. Equal
. Posting ; - . s
. Posting 'f' -~ Disqualifying / | Hiring -~ Opportunity | ~ _ MNotes /
Applicants % Specific - Documents — Comments |, . .
Details Questions Points Liaison History
= Information
Active Applicants
3 Records
Date External Allf
@ Name Documents @ Score @ Applied @ Status Status None
La.st Name:, Flrst.Na.me: 05-19-2009 Under Review by
View General Application for Res 0 Histored Notes HR In Progress 0
=tory/ Motes
Employment - Change Status
Applicant 2, Test . Under Review by
View General Application for Res 0 anst 19I2I|J:||:;9= HR In Progress 0
story/ Motes
Employment e Change Status
A!}pllcant, Test o Cur 05-19-2009 Under Review by
View General Application for Lt Res 0 Historyl Notes HR In Progress D
=L uitel i e =3
Employment L e Change Status

The posting data is divided into tabs at the top, starting with “Applicants”. This first tab lists the Applicants who have
applied to this posting. Additional information is also provided on this screen, including the application date, status, etc.

From the screen shown above you may perform a number of tasks, including:

e Sort and view applicants by different criteria
e Print applications and documents
e Change an applicant’s status

Activate Guest User

The Guest User function allows you to set up members of a search committee to have access to review a recruitment.
To activate Guest User for a recruitment click on the Guest User tab.

Click on the Activate Guest User link.

.
On this screen you may deactivate, activate, or change the Guest User password,
Activate Guest User
<< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >3 |
SAVE AND STAY ON THIS PAGE |
e The system will generate a User Name.
Enter a password and click Save and » oot _ . y
Stay on This Page. On this screen you may deactivate, activate, or change the Guest User password.
. Deactivate Guest User
e Your Guest User Account is now

Activated. When the applicant is hired
the deactivation of the Guest User
Account will occur automatically.

Create Guest User

*Required information is denoted with an asterisk,

User Name: GUS1471
* ::fvse‘:'\‘]:.:rid 20 Characters &0 BULLS'
<< RETURN TO PRE¥IOUS I I CONTINUE TO NEXT PAGE = I
SAVE AND STAY ONTHIS PAGE User Login L

Guest User Instructions

1F yous are an Internial USF User Mumian Resource User, please sign in below

USF Internal User/HR LOGIN

1F you hiarve b given & Guist User account, please click on the Guent User login Ink bl
e st
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Send the login instructions, user name, password and link to the members of the search committee. Careers@USF link is
https://employment.usf.edu/hr

e Have users click on Guest User Login

User Name: |GUS1471]

Password: esssssss

e Enter User Name and Password from Email you sent previously. Guest
User can now begin to review the applicants.

‘You are about to login ko a secure system, When
vou are finished, please click the Logout link on
the navigation bar ko ensure that others cannot
access the information in the system.

EOL (Equal Opportunity Liaison) Information

When you receive natification to approve an applicant pool as an Equal Opportunity Liaison, follow these steps.

« Welc Tal? isler. You
our Current Group:ECL User,

e Log into Careers@USF with your USF NetID. Look at the top of the screen to
make sure your current group is EOL User. To change your group, follow the
instructions under How to Change your User Type in this document.

Job Application .
[i] Open @ Deadline @ Department @ HEL)

Academic Program

|i5t

Training1

Humber

0000232

1 ﬁll:i(lassiﬁmtinn " Ill!’:[;king i Posting @ Position

Number

AppsIn
@ Process

Date

08-15-
2009

Date

Status

0-0110-000
Government
Relations

Posted

e You will see a listing of your current job postings. Click View below the Job Title of the position you are hiring for.

Reports
Posting Preview
Applicant Contact Information

Equal O

ortunit

. Posti
Appllcants

Information

Liaison HR
Comments

e When the View/Edit Posting page opens, click on the Departmental EEO Summary link. The summary will open
in another browser window or tab.

Applicants Under Dept Review
Race
A . Native
Hot Indiarr'l.cz: Blackor  Hawaiian T::)
q Asian  African or Other White Total
Disclosed  Alaska 5 5 More
Native American Pacific Races
Islander
Not
Gender
i o 0 0 0 0 0 0 0
Male 0 0 1 3 0 0 0 4
Female 0 0 1 0 0 2 0 3
Total 0 0 2 3 0 2 0 7

¢ Review the summary to ensure the applicant pool is acceptable. If acceptable, return to the View/Edit Posting page
(see step 5) and click on the Equal Opportunity Liaison Information tab.

HR Talent Management

Page 30 of 53

Updated 7/29/2010


https://employment.usf.edu/hr�

Equal Opportunity Liaison
Information

Documents

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE > > I

Mame of Equal Opportunity Liaison:  |Pat Geisler

Based on the information induded in
this repart, I certify that this search
or hire was conducted within the
framewark of Right Search
Guidelines of the University. Check here to certify

Acceptabl
I certify that the pool is: cEplae

USF job listing

HigherEdJabs. com

Advertisement Sources Used: -
Tampa Tribune]|

<< RETURN TO PREVIOUS I I

SAVE AND STAY ON THIS PAGE EXIT I
L ==

e Complete the fields on the EOL Information tab then click the Save and Stay on This Page button.
Notify the initiator that the applicant pool is approved and they can proceed with the applicant review.

CONTINUE TO NEXT PAGE >> I

Sorting & Filtering Applicants by Different Criteria

To sort applicants by Name, Date Applied, etc., click the arrow at the top of the data column you wish to sort. The order
in which applicants are displayed will change accordingly.

Date External Allf
me Documents re @ Applied @Status Status None
Talent, Ann Under Review by
Wiew General Application 100 09-15-2009 Department In Progress ]
for Employment Change Status
Talent, Barbara Under Review by
View General Application 33 09-15-2009 Department In Progress [
for Employment Change Status
Talent, Carl Under Review by
View General Application Res 67 09-15-2009 Department In Progress [
for Employment Change Status
Talent, Daniel Cur Under Review by
View General Application T I Res i 09-15-2009 Department In Progress O]
for Employment = Change Status

Active Applicants
C] 1nactive Applicants

Include:

REFRESH

You may choose to show Active Applicants, Inactive Applicants, or both. This is performed by checking the boxes

next to “Active Applicants” (active Applicants are those still under review) and “Inactive Applicants” (inactive

Applicants are no longer under review).
e Click the Refresh button to refresh the screen.

View and Print Applications and Documents

Date External Allf

E] Name Documents @ Score [i’] Applied [i’] Status Status Nene
Talent Carl Under Review by

iew General Application Res &7 09-15-2009 Department In Progress |
[for Employment Change Status
Talent, Daniel ovr Under Review by
View General Application ﬁ I pes 33 09-15-2009 Department In Progress |
for Employment =L Change Status

e To view and print a single application, click View Application under the applicant’s name.
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e Select File > Print from your browser’'s menu to print the application.

View and Print Multiple Applications at the Same Time

Date External Allf
E] MHame Documents @ Score Applied E] Status Status Mene
Talent, Ann Under Review by
View General Application 100 02-15-2009 Department In Progress
for Employment Change Status
Talent, Barbara Under Review by
View General Application 33 02-15-2009 Department In Progress
for Employme: Change Status
= e e an ..:r;_ﬂ_,_,: :P\..-\.}_P;r_’ﬂ_\--._.h:ﬁf_\ Lhe ﬂ_-.:t?—;. AR gt o - R
N e T B L P ) R T ey U IR s CHE TS ]
Talent, Géorge ™ Under Review by

Department
Change Status

View General Application o 09-15-2009

In Progress
for Employment

CHANGE MULTIPLE APPLICANT STATUSES

Refresh View Multiple
Minimum Score: VIEW MULTIPLE APPLICATIONS |
T Active Applicants VIEW MULTIPLE DOCUMENTS |

O mactive Applicants

e Check the boxes next to the applicants whose applications you wish to print (or click the “All/None” link). These

boxes are located on the right side of the page.

e Click the View Multiple Applications button. A new window will appear. This window contains all the applications

you selected to print.

e Select File > Print or File > Save from your browser’s menu to print or save the applications.

View and Print Documents

This process is very similar to printing applications, except the documents appear in the Adobe Acrobat Reader software.

s Date External Allf
E] L= @ re Applied @ S5 Status MNone
Talent, Carl Under Review by

View General Application 67 09-15-2009 Department In Progress 0
for Employment Change Status

Talent, Daniel Under Review by

View General Application 33 09-15-2009 Department In Progress 0
for Employment Change Status

e To view/print a single document (such as resume or cover letter), click the link of the document under the column
labeled Documents from the Active Applicants screen. After clicking the link, a new browser window will open.

e Select File > Print from your browser’'s menu to print the application.

e Close the browser window with the document, being careful not to close the original Careers@USF window.

View and Print Multiple Documents at the Same Time

e Follow the steps for View and Print Multiple Applications at the Same Time but for step two, click the View

Multiple Documents button.

e Select File > Print or File > Save from your browser’s menu to print or save the documents.

e Close the browser window (or browser tab) with the document, being careful not to close the original Careers@USF

window.

Change the Status of Applicants

Change for ONE Applicant

While in the Active Applicants display screen, you can change the status of Applicants as you

Date External
IE] Name Documents @ Score Applied IE] Status Status
Talent, Ann Under Review by
View General Application 100 09-15-2009 Leoseimen In Progress
for Employment Change Status

[=

1
ne

=
k=

(]

review their applications.
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e To change the status of one applicant, click the Change Status link in the Status column in the row corresponding

to the applicant.

Change for Multiple Applicants

To change the status of multiple applicants at the same time, check the box below the “All/None” column for each
applicant that you wish to change (or click the “All/None” link), and then click the button labeled Change Multiple

Applicant Statuses.

] 1nactive Applicants

Date External Allf
[EI Name Documents @ Score Applied [EI Status Status None
Talent, Ann Under Review by
View General Application 100 09-15-2009 Department In Progress
for Employment Change Status
Talent, Barbara Under Review by
View General Application 33 09-15-2009 Department In Progress
for Employme ey Change Status
B T e .0 g SRl I iy o oty et
Talenit, Géorge o - o Under Beview by ’ i
Wiew General Application i 09-15-2003 Department In Progress
for Employment Change Status
CHANGE MULTIPLE APPLICANT STATUSES ||
Refresh View Multiple
Minimum Score: VIEW MULTIPLE APPLICATIONS I
S Active Applicants VIEW MULTIPLE DOCUMENTS |

Status
Change For All Applicants:

Under Review by Department

Documents Status

General Res Mot Hired - No Email

Application
for
Employment

Applicant
2, Test
View

Res Under Review by Department
Employment
I CONTINUE TO CONFIRM PAGE >> I RESETTO ORIGINAL STATUS I CANCEL I

Selection Reason

w Choose Option Below: |

Selection Reason

Does not meet minimum qualifications w

b

Choose Option Below: %

e After clicking the Change Multiple Applicant Statuses button, a screen similar to the following will appear:
Change Applicant Status

To change the status of all applicants at once, click in the section titled “Change for All Applicants”.

. Status
Change For All Applicants:

IUnder Review by Department

Selection Reason

Choose Option Below: |»

Under the Status column there is a drop down menu of the different statuses an applicant can be changed to. Select the
new status, to see them change for all applicants in the table.
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Change Applicant Status

. Status Selection Reason
Change For All Applicants:

Recommend for Interview ~ Choose Option Below: |

Name Documents Status Selection Reason

Last
Name:,
First
Name:
General
Application
for
Employment

Choose Option Below: | %
Recommend for Interview

|3U
[
(3

Applicant

2, Test

General - Choose Cption Below: |»
Application Recommend for Interview w

for

Employment

vl
]
L

Applicant,

h JU'S

e Click the Continue to Confirm Page button. To reset the statuses to their original values, click the Reset to
Original Status button. To return to the previous screen, click Cancel.

After clicking the Continue to Confirm Page button, you will come to a confirmation page. Select the Save Status
Changes button to complete the Request. Select the Cancel button to return to the previous screen to edit your changes.

Change Applicant Status

Name Documents Status Selection Reason
Last Name:, First Name: .

i I y Res Recommend for Interview

View General Application for Employment

Applicant 2, Test )

...p'_J __2". - i y Res Recommend for Interview

View General Application for Employment

Applicant, Test Cur Lir .

View General Application for Employment Res Recommend for Interviews

| SAVE STATUS CHANGES >> | cancer |
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HIRING PROPOSALS

Before Starting a Hiring Proposal:

1. Interview a minimum of 3 candidates

2. Change status in Careers@USF of those interviewed to “Interviewed.” (Applicants not hired should be “Not Hired
— No Email” at first, then changed to “Not Hired — Email.”)

3. Select an Applicant for Hire

4. Complete Verification of Employment & Verification of Degree (Verify what was posted in the minimum
qualifications)

Non-recruitments (hiring without advertising, ex: GAs, Adjuncts, other Temporary employees):

For a new hire that's not advertised (common examples are Gas, Adjuncts, student assistants), the department will:
1. Send the letter of offer to the new hire and email a copy of the letter to your Employment Center rep in HR.
2. Ask the new hire to complete an application in the system. For non-recruitments only, we ask them to complete the social
security number and date of birth but if they don’t, it’s not a big deal.

HR will;
1. Complete a position description and “posting” using the job code class specifications and details in the letter of offer.
2. Search for the applicant and assign it to the “posting” and create a hiring proposal.
3. Once done, the new hire integration happens and the new hire will be added. When they arrive for Right Start, the final
checks will be done.

Hiring Proposal Steps

~
eDepartment completes and submits hiring proposal
Hiring ¢(Include Verification of Employment & Degree and Approvals)
Proposal y
-
*HR approves hiring proposal
HR eNotification sent to department
Approval J
~
eDepartment formally offers job to applicant
Job Offer
J
.. )
eDept opens hiring proposal to update start date
Applicant eDept uploads Letter of Offer
Accepts *Dept changes status of hiring proposal to Offer Accepted )
-
eSystem sends email to applicant to add SSN and date of birth to application
Applicant eApplicant notifies HR when completed
Update *HR uploads updated application )
.. )
*HR changes status of hiring proposal to All Approved
Status - All eData flows through CIMS
Approved eData flows to GEMS )
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Starting a Hiring Proposal

When you have identified a candidate that you wish to hire, you will need to fill out and submit a Hiring Proposal.

NOTE: when you first log in to Careers@USF, you will see a listing of your current job postings.

Job Application

Job/Classification Working Posting Position Apps In Posting
vl Title vl Title v Number (@) Number @) Process (¥)open (4] peadiine (A pepartment (V) Status
Date Date
Academic Program 0-0110-000

09-15-

pacjalist Training 1 0000232 7 2009 Government Posted
@ Relations

e Select the View link under the title of your posting.

The View/Edit Posting page opens to the Applicants tab with the list of applicants below. You can review all the
applicants from this page and change their status as appropriate. (NOTE: set the status for all applicants first to DNQ,
MQ, PPQ or PQ and then change to Interviewed for those you interviewed. Lastly, set the status to Not Hired-No Email
for all applicants you do not wish to hire. Once this is complete, you should only have one active applicant showing.)

Posting Equal Opportunity Liaison
Documents
Details User = Infcrrmatlcrn _.crmmwnt.:

(V) Status External All

E’] Name Documents @ Score @ Loz

Applied Status one
Talent, Ann nterviewed
View General Application for 100 09-15-2009 Change In Progress n
Employment Status

e To start the Hiring Proposal, click the Change Status link in the Status column for the applicant you want to hire.

Selection Reason

Hame ] Univ Police Rejection Rationale
Talent,
Ann
View
General ——— Choose Option Below: |v
Application Recommend for Hire 3|
for
Employment
< CONTINUE TO CONFIRM PAGE >> RESET TO ORIGINAL STATUS | | canceL |

e On the Change Applicant Status page, use the drop down and select Recommend for Hire, then click the Continue
to Confirm Page button.

Name Documents Status 3
Talent, Ann )
View General Application for Employment Recommend for Hire
_--'-__-_—-_'-_
SAVE STATUS CHANGES >> CANCEL |
e Click the Save Status Changes button.
Date External  Al/f

E] Name Documents @ Score Applied E’] Status Status None
-{ﬂ?“é’;::;l Ressrupend for Hire
mr 100 09-15-2009  fBegin Hiringyj| thanus In Progress I
Employment Proposal Status

e On the applicant list, click the Begin Hiring Proposal link in the applicant Status column.

The Begin Hiring Proposal for Job Description page appears. NOTE: at this point, you have two options:
e Select Hiring Proposal for Position Description Listed Below to hire the applicant into the position listed at the
bottom of the page.
e Select Hiring Proposal for Different Position Description if you have one posting but more than one open position.
You can hire applicants from the single posting into the open position descriptions.
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[4] Action

Hiring Proposal for Different
iti escription
tart Action

Hiring Proposal for Position

D ign Listed Below
Start Action

[¥| Description

Use this action to request a candidate for hire into a position other than the
position listed below. Mote: You will have the opportunity to search all positions.

Use this action to request a candidate for hire into the position listed belaw.,

e Select the appropriate Start Action link.

The Hiring Proposal opens in tab format. Complete each tab.

Hiring Optional Hiring Proposal Supplemental ] ittes - )
= Comments
Proposal smbers

NOTE: The information on this Hiring Proposal will pass through to GEMs. Before submitting,

ensure the following:

+ Applicant updated the application with SSN & Birthdate
+ Applicant name information on the Hiring Proposal is properly formatted

*Required information is denoted with an asterisk.

Documentation

| CONTINUE TO NEXT PAGE >> |

Complete the fields on the Hiring Proposal tab. NOTE: any fields with an asterisk (*) are required.

NOTE: Complete these pages carefully. Incorrect information
could cause the integration to fail, resulting in a delay in getting
your employee in the system. Please pay special attention to:

e Salary Admin Plan Type on Position Description

e Supervisor on Position Description

e Employee Class on Hiring Proposal

e Types of concurrent job on Hiring Proposal
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General Information

PeopleAdmin 1D: 20003566

Job/Classification Titke: Academic Program Specialist

Job/Clzssification Code: 2300

Carear Famiby: Academic and Student Services

Salary Plan Code: 23 - Staff

Salary Band: C

Salary Plan:

IF this acion is for Faosl Ads = See Empk_wee Class Modlﬁt_ar
choose Temporary in this drop down in Appendix at end of user guide.
fickd.

Empl Clas=: Prob-Perm v Use only for
Student Stanus: No Response - student employees.
Length of Employment or Contract

Maonithes:

fzﬁ m”ﬂamﬁhgimm 12 Manth -

Facultyr - choose appropriste contract
ol

Department Number/Name: 0-1250-000 College OF Arts & Users were selected when
the posting was created.
Prosting Mumber: 0001004 Changes can be made
- now if @ selected user is
astien Numbes: ootrLLs no longer available.
HR Usen Geigler, Patricia
Mot Selected Selerted
Albrams=, Srian s : Mgmt, Tall3
Agarpaa, James =1
Bgre=, Kathim=n
Administrati Usars: A, AExiin
- we Preparer ...:. = -H""“-—F — i R
e Complete all fields paying special attention to the fields with balloons above.
. - | -~ - - - : - =y
- L
Specific reason for the exception,
inchading the direct impact on core and
essantiz| business operations:
e
Show how suspending, delaying or
negativehy impact on essentizl or aritical
OpErations:
-~
Showr that other methodologies and/or
exhausted:

e Some colleges/divisions require that these exception fields be completed at all times and other colleges require
them only when a hiring freeze is in effect. Check with your Dean or Business office.
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Bt R Y
FTE and Standard Hodrs:

= Comp Rate Code:

Finzl Szlary to be Offered:
Format: Numbers Ol

*= Hre Date:
Last Dy of Appointment (if applicable):
Pz Envelope:
Position's Campus Mail Point:
Position's Campus Location Bldg/Room:
Iflocation & & remote location plaase list
here OFf Camp

Does this position work at 2 location
other than a USF Campaes?

Orther Waork Address:
Orthar Work City:
Orthear Work Zip:
Orther Work County:

Oither Work State:

I . - T

Tenwed wpon appointrment:

Tenure Ezrming Status

Temwe Prior Experience Credit:

Is this = faculty summer zppointment?
If Yes, provide the employes 00 record
number (Empl Rod#) if the employee is

being rehired to 2 previous summer
faculty appointment.

| —— ——— - i - - - . -

= -
1,000: 40,00 hours

Biweskhy
Enter salary and hire date as
30000 annual, biveekly or hourly to
T match Comp Rate code ({Can
be adjusted later.)
Add last day if Temporary
120 0-1201-000 or Time Limited.

SWC2072 - HR [ Talent Management

SWC2072
If the position does not

e T work on a USF Campus,

100 Ok Drive select Yes and enter the
work address below.

Titusvile

32667

Brawvard

I T

Mot Applicsble -

MNo Response -

Mo Response

Is this a conowment appointment? Mo -

If Yes, provide the emphoyes recond
rumber (Empl Rod#) if the employes s
being rehined to 2 previous conoument

appointment,

15 this an extra compensation
appointment?

* Please note that all extra compensation
appointments mast include the Exra
Compensation Approval Form,

If Yes, what is the natune of the extra
CompenEation 3ppointneent?
Expected End Date of Extra
Compensation

Please provide the

emplryes record
nl.nbet[Errd Riod2) if the employves 5
being rehined to 2 previous extra

Is amy portion of the funding for this

MDD -or- MM-DD-YOY

position coming from a federal contract? Mo -

| dngt jrebeging nansgl -

e o

e Answer questions on tenure faculty summer appomtment extra compensatlon and fundlng

o i s L
e PPN e W e = LR -

I s I R
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ﬁayr DiZtribution

- R - e
Ty o e g e R, W S e T e

Please provide the combo code(s) to be used for the appointment pay distribution.

Combo Code 1: 00001427
Combo Code 2:
Combo Code 3
Combo Code #:

Combo Coda 5
o R SR N

S - p—

—_—

LY

Distribution Amount 1: 100

Distribution Amount 2:

Diistribution Amount 3:

Distribution Amount 4

Distribution Amaount 5:

T

T T T e e g

R S

e If you want HR to enter the pay distribution for you, enter the GEMS Combination Code(s) and the percentage of

distribution here.

Selected Candidate

Hiring Departments must ensure that qualifications of candidate selected for Staff and Administration peositions are

approved by the Division of Human Resources, The hiring department is responsible for verification of

credentizls/licenses of applicants.
Employes 1D Number:

If you are a previous or oament USF
student, please provide your studant U
number, {Lookup for USF ID Numbsr)
Format: 8 Numbers {exclude the leading
Ll

Mame-Prafo:
Employes First Name:
Middle Name:
Emiploryes Last Mame:
Mame-Suffo:

Addrass-Line-1;

AddressLine-2:
(use o b5t Apr Number, Bidg. Number
)

City:
State:
Tip Code:

County:
Home Phone Mumber:
(Formmal: oo

Work Phone Number:
(Formmal: oo

Cell Phone Number:
iFarmat: soreocoosd]

Mo Response

Amn

Mo Response

100 N Palm

ampz
Floridz - FL
33620

Hillsborouwgh

513-574-5555

51359741234

e The selected applicant will be populated in the Selected Candidate Section.
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I — e e oy —— e - e
Ly T e T """‘.a—"—--.u-"'T.a-—’""' SR T YT i

Alternate Candidates: If selected candidate declines the offer, individual listed as the 2nd and 3rd choice (if any) must be
considered in order listed.

Candidate 2 Carl Talent
Candidate 3 Barbara Takent
Search Committee Information

Mame of Search Committee Chair: Joseph Smith

Phone Number of Search Committes

Chair: £13-555-5555

Mail Point of Search Committes Chair: SWC2172

- - T - -
T e B T BT Mot T s

e If you name an alternate candldate HR will approve both the alternate and the primary cand|date If your primary
candidate backs out, the alternates will be approved to hire right away. If no alternate candidate is listed, you can
choose another candidate from your pool and do a new Hiring Proposal.

e Add the Search Committee Chair information.

B i G L

B et e * __'_.-'-u- 1,“,._;--"'1---.1_\‘._ - -'--'-.-—-‘-"'-""'-.- R e L s N e T PRI
Compliance [nfurmatlur T

Mame of Bgual Crpportunity Beverly Fenis

Lizison:

Based on the information

inchuded in this report, 1 cetify

that this search or hire was

conducted within the framework

of Right Saarch Guidelines of £

e Check here to certify

hifpciisls: fasirmall wsd acubecoiaouity ssn

I certify that the pool i: Acceptable v

USF jobs listing, HigherEdlobs.com, Tampa Tribune, -

Advestisement Sources Used: ASTD

EEC1-Job Category: L - Administrative Support Workers -

Vesifications of Employment: Yes -

Verification of Degree (per

miininasm: qualifications) Yes -

Completed:

Internal Applicants Emplonsment

F|le RE'HE% o No Resporse  +

- . E e e e
s R e B T R S T R e B

. The Equal Opportunlty L|a|son information should be here from the EOL certlflcatlon Complete the rest of the
compliance information — EEO Job Category (see Appendix 2) and Verifications.
e When you have finished with this page, click Continue to Next Page at the bottom of the page.
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Use the Optional Hiring Proposal Supplemental Documentation tab to attach documents needed as part of the hiring
record. Attach documents as described in the Position Description — Supplemental Documentation section.

Hiring Optienal Hiring Propesal Supplemental Search Committes onmments
Proposal Documentation Members I

16 Records

Attach /| Remowve Document Type Attached Document View Document
Attach Funding Plan Mot Attached

Remove Advertisament 1 Attached View
Attach Advertisement 2 Mot Attached

Attach Advestisement 3 Mot Attached

Attach Advertisement 4 Mot Attached

Attzch Advertisement 5 Mot Attached

Remove Vesification of Employment 1 Attached Wiew
Attach Verification of Employment 2 Mot Attached

Attach Vesification of Employment 3 Mot Attached

Attach Verification of Bducation 1 Mot Attached

Attach Verification of Education 2 Mot Attached

Attach Salary Justification Memo Mot Attached

Remove Other 1 Attached View
Attach Other 2 Mot Attached

Attzch Othar 3 Mot Attached

Remove Letter of Odffer Attached Wiew

=< RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE > |

e NOTE: If your approvers are unable to approve in the system, attach a document with their approval (email,
scanned memo, etc.)

e After adding all necessary documents, scroll to the bottom and click Continue to Next Page.

Hiring Optional Hiring Proposal Supplemental Search Committee = _
= - Comments
Proposal Documentation Members

Existing Entries

No Records Found

{ ADDNEWENTRY [

<< RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

e On the Search Committee tab, add each Guest User (Search Committee member) by clicking the Add New Entry

button.
Mame: Carlos Lopez
Race [Ethnicity: Hispanic/Latino of any Race A
Gender: Male A

| ADD ENTRY

e Complete the fields then click the Add Entry button.

@ Hame: @ Race/Ethnicity: E’] Gender:
Carlos Lopez
View ”m Hispanic/Latino of any Race Male

Delete

ADD NEW ENTRY |

<< RETURN TO PREVIOUS I CI CONTINUE TO NEXT PAGE >=> ID

e Continue adding members of the committee, and then click Continue to Next Page.
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Hiring Optional Hiring Proposal Supplemental Search Committee
= - Comments
Proposal Documentation

<< RETURN TO PREVIOUS Il CONTINUE TO NEXT PAGE >> I >
— —

On the Comments tab, add your comments, and then click Continue to Next Page.

Members

Action Status

O send Hiring Proposal to Budget Confirmation
O send Hiring Proposal to Unit HR

O send Hiring Proposal to EOL

O save Hiring Proposal Without Submitting

&) send Hiring Proposal to Level Two

) send Hiring Proposal to HR

CANCEL |
Select the appropriate approval level to send to, and then click the Continue button. (NOTE: To return to the tab

view to make changes, click the Edit link)
The last approver at the Division/College level will choose Send Hiring Proposal to HR.

Action Status

Send Hiring Proposal to Level Two

GO BACK I' CONFIRM I’
e ———

e Click Confirm.

Next Steps in Hiring Proposal

The Hiring Proposal is approved by HR. The department can track the approval process by using the Search Hiring
Proposal function (See Search Hiring Proposal section of this document.) Type the search parameters, apply any

filters and click Search. The results will appear as below.
@ Job/Classification @ Department @ Status @ Action %

Title Number/MName: Type

Hiring Hiring
lAcademic Program Proposal Proposal for
Ispecialist 0-1001-000 Provost's | Approved Position
iew 1] Wiews Office for Offer - f Description
— Listed

Summary
Below

Note the Status of the hiring proposé-l-.'NOTE: for more details, see the How Do | Find an Action, Hiring Proposal or
Position Job Aid.

Once the Hiring Proposal is at a status of Hiring Proposal Approved for Offer — Sent to Initiator (as in image above),
you may formally extend an offer to the employee. (NOTE: use the Letter of Offer templates found on the HR website.)

@ Job/Classification E] Department E] Status E] Action %

Title MNumber/Name: Type
Hiring Hiring
lAcademic Program Proposal Proposal for
ISpecialist 0-1001-000 Provost's  Approved Position
@ 1] Wiew Office for Offer - Description
Summary Sent to Listed
Initiator Below

Once the candidate accepts the offer, open the Hiring Proposal by clicking View under the Job Title to view and

°
update the Hiring Proposal with information such as start date or final salary.

Hiring Optional Hiring Proposal Supplemental | Search Committee Action Comments

Documentation Members History

Proposal

<< RETURN TO PREVIOUS | E CONTINUE TO NEXT PAGE >> _]D
— Be

Step through the tabs of the Hiring Proposal to the Comments tab, then click Continue to Next Page.
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Achion Status

) save

& Offer Accepted - Send Hiring Proposal to HR
) Cancel Hiring Proposal

CANCEL I CONTINUE U

Action Status

Offer Accepted - Send Hiring Proposal to HR

GO BACK |

¢ Onthe Action Status page, choose Offer Accepted - Send Hiring Proposal to HR, click Continue, then Confirm.
e You have now notified HR that the candidate has accepted the offer.

Search Hiring Proposals

Check the status of your Hiring Proposal at any time using the Search Hiring Proposal function.

Job Postings
Active Postings

Pending Postings
Historical Postings
& Search Hiring Proposals |

You will be able to search using any of the specified criteria on the search page. Click search once you have marked your

search criteria.

\Search Hiring Proposals

JobjClassification Working
Title Title
Position Mumber l:l Status

Search Hiring Proposals

1
=

sck All Clear Al

ODREEEEEREREEEER

Hiring Proposal Sent to Administrative Preparer
Hiring Proposal Sent to Budget Confirmation

Hiring Proposal Sent to Unit HR

Hiring Proposal Sent to EQL

Hiring Proposal Saved Not Submitted

Hiring Proposal Sent to Level One

Hiring Proposal Sent to Level Two

Hiring Proposal Sent to Level Three

Hiring Proposal Sent to Level Four

Hiring Proposal Sent to HR.

Hiring Proposal Approved for Offer - Sent to Initiator
Hiring Proposal Sent to Level Five

Hiring Proposal Sent to Level Six

Hiring Proposal Sent to President

Offer Accepted - Hiring Proposal Sent to HR

All Approvals Obtained {Hiring Propasal Approved)

Status — Once you locate your Hiring Proposal, the Status is displayed. An explanation of the statuses is shown below.

Steps Action Taken Status Displayed
Hiring Department completes and submits hiring proposal for unit Hiring Proposal Sent to Level 1 (or
Proposal approval. other college/division levels)
Submit to HR A_ft_er all approvgls obtained at the department/division level, the Hiring Proposal Sent to HR

hiring proposal is sent to HR.

- - Hiring Proposal Approved for Offer

HR Approval | HR Approves Hiring Proposal and notifies department. _ Sent to Initiator

Department formally offers the job to the applicant. After Offer Accepted — Hiring Proposal
Job Offer : . s

applicant accepts the job, department opens the hiring proposal | Sent to HR
Applicant Applicant updates information in system and notifies HR. All Approvals Obtained (Hiring
Update HR uploads updated application, then changes status. Proposal Approved)
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You may click View under the title to:
e Submit to your next level approver after saving.
e View the Hiring Proposal as it is being approved.
e Approve a Hiring Proposal that has been sent to you for approval.
o Edit a Hiring Proposal that was returned to you.

5 . Date
. . . - Candidate Date First

Job/Classification Action Position " of Dat

@ Title [i] S [i] Type @ Number @ Lﬂiﬁe @ f:l:lﬂrtted @ Last @ App|
Action
Hiring

Human Resources Hiring Proposal for
Assistant Proposal Position .
View Wisw Saved Mot Description SEHETE
— Summary  Submitted Listed

Below

What About the Applicants You Didn’t Hire?

After your chosen candidate has accepted the offer, you need to change the status for all the other applicants to Not
Hired — Email. This generates an automatic email (example below) to the candidate letting them know they were not
selected. In addition, when they log into the applicant system, their status for that application will show them as not hired.

Thank you for your time and interest in the XXXX position with the University of South
Florida.

The task of selecting the most suitable candidate was difficult, considering the number of
qualified applicants for this position. Although your qualifications were impressive, we
have chosen an individual who more closely fits our needs at this time.

We encourage you to review other employment opportunities at the University of South
Florida.

We wish you the best of success in your future endeavors and personally thank you for
considering the University of South Florida as a possible employer.

Job Title: (Job title will be here)

Working Title: (Working title will be here)
Position Number: 00000012345
Posting Number: 0000123456

Set Applicant Status to “Not Hired—Email” and Generate an Automatic Email to Applicants

Job Postings
Active Postings
Pendino Postings

Historical Postings
Search Hiring Proposals

Position Descriptions

e Log into the Careers@USF system and click on Historical Postings.

Job/Classification Posting Date Filled / Posting
[ir] Title @ Number [ir] Withdrawn [ir] Department E] Status
|Academic Program

sli ialist 0000240 10-16-2009 n-1nn1gnfgcperovosfs Position Filled

e Click View under the job title.
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[i’]name

Talent, Ann
View General Application for
Employment

Refresh

Minimum Scare:

Include:

Documents @ Score

Active Applicants

Inactive Applicants

100

Date External Allf
Applied @ i Status Hone
) Offered
09-15-2009 Hired Pasibon I:l
View Multiple
VWIEW MULTIPLE APPLICATIONS I
VIEW MULTIPLE DOCUMENTS I

Applications [ documents will open in a new
window. To print, select File > Print after

documents appear in that window.

e Select the Inactive Applicants checkbox, and then click Refresh.

Note that the inactive applicants can now be viewed and the status can be changed. Follow the steps given in the
Reviewing Applicants section of this user guide for changing the status of the applicants to Not Hired-Email.

Inactive Applicants
6 Records

E]Hame

Talent, Barbara

View General Application for
Employment

Talent, Carl

View General Application for
Employment

Talent, Daniel

View General Application for
Employment

Talent, Elaine

View General Application for
Employment

Talent, Frank

View General Application for
Employment

Talent, George

View General Application for
Employment

Documents @ Score

-
(1
(]

Cvr
Ltr

I Res

]
[
(]

33

67

67

0

Date
Applied

09-15-2009

09-15-2009

09-15-2009

09-15-2009

09-15-2009

09-15-2009

[¥] status

Mot Hired - Mo
Email

Change Status
Mot Hired - Mo
Emiail
Change Status
Mot Hired - Mo
Emiail
Change Status
Mot Hired - Mo
Emiail
Change Status
Mot Hired - Mo
Emiail
Change Status
Mot Hired - Mo
Emiail
Change Status

External Allf
Status one

Position Filled
Position Filled
Position Filled
Position Filled
Position Filled

Position Filled

CHAMNGE MULTIPLE APPLICANT STATUSES

At this point, the system will send the applicants an email letting them know they were not chosen for the position; they
can view their application status for that posting by logging in to the Applicant site.
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Review of Steps in Hiring Process

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:
Step 6:
Step 7:
Step 8:
Step 9:

Department prepares Hiring Proposal

Department forwards Hiring Proposal through approval process
Department forwards Hiring Proposal for final approval from HR
HR approves Hiring Proposal

HR changes status of Hiring Proposal to Hiring Proposal Approved for Offer — Sent to Initiator
Department receives email notification letting them know they can officially extend the offer

When Applicant accepts Position Department Opens Hiring Proposal and Enters Start Date and End Date

Department changes status of Hiring Proposal to Offer Accepted — Hiring Proposal Sent to HR

The previous step generates an email to the applicant asking them to update their application information
(Social Security number and date of birth) and to notify HR once completed

Step 10: Once notified by applicant, HR opens recruitment and attaches the updated application

Step 11: HR changes status of Hiring Proposal to Hiring Proposal Approved
Step 12: Hiring process is complete and applicant can be scheduled for Right Start.

Department
Prepares Hiring
Proposal

HR Approves
Hiring Proposal

Vhen Applicant
accepts Position

Department Opens |

Hiring Proposal
and Enters Start
Date and End Date

Y

Once Notified by
Applicant HR
Opens
Recruitment and

Department
Forwards Hiring

Proposal through |

Approval Frocess

HR Changes
Status of Hiring
Proposal to:
Hiring Proposal
Approved for
Offer - Sent to
Initiator

Department
Changes Status of

Hiring Proposal to: |

Offer Accepted —
Hiring Proposal
Sent to HR

Clicks on Attached
Most Recent
Application

h

HR Changes
Status of Hiring

¥

Department
forwards Hiring
Proposal for Final
Approval from HR

Department
Receives Email
|Maotification letting
them know they

can Officially
Extend the Offer

The Previous Step
Kicks an Email to
the Applicant
asking them to
Update their
Application
Information (SSMNS
DOB) and to Motify
HR once
Completed

Proposal to: Hiring
Froposal Approve

Hiring Process
Complete
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LOGGING OUT

To ensure the security of the data provided by applicants, the system will automatically log you out after 60 minutes if
it detects no activity. However, anytime you leave your computer we strongly recommend that you save any work in
progress and Logout of the system by clicking on the logout link located on the bottom left side of your screen.

APPENDIX 1 - EMPLOYEE CLASS

The Hiring Proposal requires you to select the Empl Class for the candidate you are hiring. fuplE = URegulsr
This field describes the status of an employee within a specific salary plan. For example, a Staff employee hired as a
Staff Assistant will be hired as:

e Probationary if they come from outside the university

e Probationary-Permanent if they have achieved Permanent status as a Staff employee in a different job title

e Regular if they are permanent as a Staff Assistant and are being hired to a different position or department.

These tables give you the Employee Class options and descriptions of when to use them.

Empl Class for Administration Employees

Comp
TYPE Rate GEMS Empl Class DESCRIPTION
Code

Acting status is used to fill an Administration position with a
current USF employee when another employee is on a leave of
absence (paid/unpaid) or under circumstances where the
position can't be filled through the normal advertising process.
Acting NAANNL | F/AP Acting The position should be advertised at a later date. Employees
with this status must meet the minimum qualifications for the
class and be approved through Human Resources prior to being
appointed. Acting status may be used to appoint an employee
for up to one year.

An appointment on a position which is entirely or partially

Grant NAANNL | F/AP Reg fundgd by grant, contract, auxiliary or local funds. Th|_s
Funded appointment is conditioned upon the loss or reallocation of
funds.

An appointment of a person who is not fully qualified, but who is
expected to acquire such qualifications in a short period of time.
Appointment is made for the time period needed for the
incumbent to acquire the needed qualifications and generally is
not extended if the incumbent does not become fully qualified by
the end of the appointment. If the incumbent does attain the
needed qualifications by the end of the provisional appointment,
the appointment is changed to Regular.

Provisional NAANNL | F/AP Provi

A continuing appointment for which a search was completed.
Regular NAANNL | F/AP Reg Needs to have a search or waiver of search. Must meet
minimum qualifications.

Visiting status is used to fill an Administration position with an
outside employee when the current employee is on a leave of
absence (paid/unpaid) or under circumstances where the
position can't be filled through the normal advertising process.
Visiting NAANNL | F/AP Visit Typically, the appointment should not exceed 12 months. The
Diversity & Equal Opportunity Office (DEO) must approve
visiting appointments over one year. Employees with this status
must meet the minimum qualifications for the class and be
approved through Human Resources prior to being appointed.
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Empl Class for Staff Employees

Comp
TYPE Rate GEMS Modifier DESCRIPTION
Code
An appointment for up to 3 months while a search is conducted
to fill the job on a regular basis. Since it is not expected that the
entire job will be performed, the employee need not meet
minimum qualifications and may be paid below the minimum
Emergency | BIWK U Emergenc pay of the class, not to exceed 10% below the range.
Emergency Appointments are one-time appointments and may
not be extended. Time served on an emergency basis does not
count towards probationary period or anniversary date.
Short Term is used when a person is appointed to a position
when the regular employee is on a leave of absence, the
sh position can't be filled through the normal advertising process,
ort Term - . . o
(temporary) | BIWK U Temp or the hlrlng authority is unsure if the position is needed long
term. Appointment must be approved by HR, cannot exceed 12
months and the incumbent must meet minimum qualifications.
Time served may count toward probationary period and
anniversary date.
U Probatio (New) A continuing appointment for which a search was completed.
Prob/Perm (Placed in a | Needs to have a search or waiver of search. Must meet
new job code that they | minimum qualifications. The initial probationary period is 6
Regular BIWK have not previously months. When employees successfully complete the specified
obtained status within) | probationary period, they attain permanent status, which is
U Regular (Once retained throughout continuous gmpl_oyment at USF. When
: - employees move to a new classification they begin a new
achieved status within |, shationary period for that job title.
job class)
U Probatio (New) A continuing appointment for which a search was completed.
. Needs to have a search or waiver of search. Must meet
Prob/Perm (Placed ina| . e .
: minimum qualifications. Law Enforcement Officers (LEO)
new job code that they : SN
Law h , probationary period is 12 months. When employees
ave not previously " : .
Enforcement |BIWK : 2 successfully complete the specified probationary period, they
Officer obtained status within) attain t stat hich is retained th hout
permanent status, which is retained throughou
U Regular (Once continuous employment at USF. When employees move to a
achieved status within | new classification they begin a new probationary period for that
job class) job title.
U Probatio (New)
Prob/Perm (Placed in a | An appointment on a position which is entirely or partially
new job code that they |funded by grant, contract, auxiliary or local funds. The employee
. oo have not previously must complete the Time Limited Agreement prior to the
Time Limited | BIWK obtained status within) | commencement of the appointment. Must be advertised as
Time Limited. Time served counts towards probationary period
U R_egular (Once_ . and anniversary date.
achieved status within
job class)
An appointment when the person is not fully qualified, but is
expected to acquire such qualifications in a short period of time.
May be hired below the minimum of the pay grade. Time served
as a trainee does not count towards probationary period.
Trainee BIWK U Trainee Appointment is made for the time peri(_)q ngeded for the _
incumbent to acquire the needed qualifications and generally is
not extended if the incumbent does not become fully qualified by
the end of the appointment. If the incumbent attains the needed
qualifications by the set deadline, the appointment is changed to
Regular.
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Empl Class for Faculty Employees

Comp
TYPE Rate  |CEMS DESCRIPTION
Modifier
Code
Acting NAANNL | F/AP Acting A time limited appointment for an existing employee to a position
primarily assigned administrative duties.
A temporary appointment extended to persons of satisfactory
professional qualifications who perform temporary teaching, research, or
Adjunct NAANNL |FacAdj extension funcuorys in connection with gstabllshed programs. Such
persons are appointed for one academic term at a time and possess no
continuing contractual relationship with the university. Time spent in this
appointment cannot be counted toward tenure or permanent status.
Affiliate An appointment similar to Courtesy, when a person participates in some
functions, but not all, of other academic departments/units. Affiliate is
(Faculty — : >/ il
. mostly used by Faculty to enable appropriately qualified physicians
Non Compen- | N/A F Affiliat . . . S ;
engaged in the private practice of medicine in the community (and other
sated) e o X o . )
similarly qualified health professionals) to participate in and contribute to
the college's teaching and/or research programs without remuneration.
Clinical NAANNL | E Clinical An appointment in conjunction with a professmnal position in a hosp_|tal or
other clinical environment. These appointments are not tenure earning.
An unpaid appointment which may include special academic privileges
Courtesy such as voting in departmental affairs. Persons appointed with this status
(Faculty — N/A E Courtes may or may not be otherwise affiliated with the university. This
Non Compen- y designation should be used for individuals whose credentials would
sated) warrant appointment as a member of the faculty and who are or will
participate in a meaningful way in one of our programs.
An appointment when the person is regularly participating in the teaching
Joint NAANNL |F Joint and/or graduate supervision responsibilities of more than one academic
department/unit.
. An appointment to a college/unit administered jointly by more than one
Joint College . : .
university. Although appointed and employed by only one of the
(Faculty — N/A E Joint C S : e h desi di idered
Non Compen- oint Co participating universities, each person so designated is considered an
employee of the other participating universities for purposes of carrying
sated) . : o .
out the teaching, research and service responsibilities of the college/unit.
An appointment of a person who is not fully qualified, but who is
expected to acquire such qualifications in a short period of time.
Appointment is made for the time period needed for the incumbent to
Provisional NAANNL | E/AP Provi acquire the needed qualifications and _g_eneraIIy is not extended if _the
incumbent does not become fully qualified by the end of the appointment.
If the incumbent does attain the needed qualifications by the end of the
provisional appointment, the appointment is changed to Regular, Clinical
or Research.
Regular NAANNL |F/AP Regul A continuing appointment for which a search was completed or waiver of
search was approved.
Research NAANNL | E Research An appointment when the person is engaged primarily in research. These
appointments are not tenure earning.
An appointment of a person having professional qualifications, when
either the person or the position is not expected to be available for more
Visiting NAANNL | E/AP Visit than a limited period of time. The UFF Collective Bargaining Agreement

limits visiting appointments to 4 years. The Diversity and Equal
Opportunity Office must approve visiting appointments over one year.
Visiting faculty are always Non-Tenure Not on Track
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Empl Class for Student Employees

Comp
TYPE Rate GEMS Modifier DESCRIPTION
Code
g?g;;a(llzvv\\//osr)k NAHRLY |StuAsst An hourly, time ]imiteq ap_pointment of a student who has been
awarded FWS financial aid.
Student
NAANNL
(9181, An hourly or salaried (depending upon the type of job, e.g.,
9182, Graduate Assistant, Graduate Research Associate)
Graduate 9183, appointment of a student who is enrolled full time in a master's
Student (GA) |9184 & |Grad Asst or doctoral program at USF. According to the job code used,
9550) duties will include teaching, conducting research or performing
other tasks that contribute to the student’s professional
NAHRLY development.
(9185)
A time limited appointment of a student employee who is
Hourly enrolled at USF at least half time and whose primary purpose is
Student NAHRLY |StuAsst to be a student. It is advantageous to appoint this way because
neither the student nor department will pay FICA taxes (7.62%
of wages) up to 32 hours per week.
Resident An appointment of a person in a professional capacity within the
Assistant BIWK StudAsst

department of Housing and Residential Education.

Empl Class for Non-Student Employees

Comp
TYPE Rate GEMS Modifier DESCRIPTION
Code
Hourly Non- Atime Iirr_1ited appointment to a job that is non—exempt according
Student NAHRLY |OPS Nonstu to the Fair Labor Standards Act_ (e..g., can earn overtime pay).
Employee does not meet the criteria for an hourly student
appointment due to not being enrolled as a student.
Medical An appointment for up to one year by a physician in a residency
Resident BIWK HouseStaff e e
program within the College of Medicine.
A time limited appointment of an employee holding a doctoral
Postdoctoral d Invol tored h and/ holarly training f
Scholar NAANNL | Post Doc egree. Involves mentored research and/or scholarly training for
the purpose of acquiring the professional skills needed to
pursue a specific career path.
Psycho- A time limited intment of . fessional
logical Intern | BIWK OPS NonStu ime limited appointment of a person in a professiona
capacity within the Counseling Center.
A time limited appointment to a job that is exempt according to
Salaried Non- the Fair Labor Standards Act. A Duties and Responsibilities
Student BIWK OPS NonStu form must be included at the time of appointment and will be
reviewed by HR.
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APPENDIX 2 — EEO CATEGORIES

The Hiring Proposal will ask you to choose the EEO Job EEO1-Job Category: Mo Response
Category. You may not be familiar with these categories but 2500NSE

you can find them in GEMS for each Job Code/Title.

1 - Officials and Manager

2 - Professionals

3 - Technidians

4 - 5ales Workers

5 - Administrative Support Warkers

EEO Categories are job classifications published by the & - Craft Waorkers
Employment Opportunity Commission (EEOC). NOTE: As a 7 - Operatives

8 - Laborers and Helpers

higher education organization, USF uses IPEDS which has 9 - Service Workers

recently replaced the EEO-6 categories.

Look Up EEO Category in GEMS

e Go to the Job Code Table (to find it, use the Search field at the top of the SECICD
menu). job code table ()
SetiD: = - USFsI
e Search by either Job Code or Description, then click \Job Code: begins with -

Search. Inthe example shown, we are searching for

an Academic Program Specialist.

e When the Job Code Profile opens, click the
USF flag at the bottom of the page to display
the EEO Categories. Find the EEO-6 and
IPEDS Job Category.

e Choose the category in the Hiring Proposal
that most closely matches the IPEDS or EEO-
6 categories in GEMS.

Mot Applicable

Description: begins with = academic program spec
Occupational Series: begins with -
Official Position Title: begins with -

[Tinclude History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria
Job Code Profile
*Effective Date: 04/01:2007 [n tgiatys:  Acdtive -
= |ob Title: Academic Program Specialist
Short Job Title: Acad PrSp

Job Description:

Job Function Code: oPrs Cperations 4

0oz a,

Job Family: AchSt Serv *M

=g X 40.00 Standard
Click the US near
w{ flag to display SELF
the categories B ,
= “*  Biweekly
Reg : Regular - [ Mec
Uniffn Code: # » General Unit - USPS

v " ysa

SRR, O ok L s bl TR S SR s e e

e - - - - e - -
i ik e e e e e e ey e T

*EEQ-1 Job Category: Mo EEC-1 Reporting hd
*EEQ-4 Job Category: Mo EEC-4 Reporting hd
*EECQ-5 Job Category: No EEC-5 Reporting -
EEQ-8 Job Category: Seoetarial/Clerical -
IPED'5-5 Job Category: Clerical/Secoretarial -
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APPENDIX 3 -~NON-RECRUITED (NON-ADVERTISED) EMPLOYEES

A department will sometimes appoint an employee without advertsing or recruiting. Common examples include Graduate
Assistants, Adjunct Faculty and other Temporary employees. These employees will be added to our systems through

Careers@USF.

Exception — FWS students. FWS student employees will apply through the USF Career Center. Departments should

use the Career Center system to create a position description and job posting.

Temporary Employee Being Reappointed:

The current process to reappoint a temporary employee is not changing: complete and submit an Appointment Status

Form in GEMS. This process may change in the furture so watch for notifications.

Temporary Employee New to USF: (Responsible parties in arrows at left)

* Send letter of offer to candidate and include instructions to complete an |

online application. (Offer letter templates on HR Forms page)

* Email copy of letter to HR Employment Center Rep P

~
* Employment Center will create position and "posting" in system (will not
be advertised) using information provided in letter of offer
W,

Candidate

~
e Complete online application (Note: only application - does not apply to a
posting.)

J
~
e Apply applicant to "posting" and create hiring proposal
e Approve hire
J
~
¢ Data feeds to Central Identity Management System (CIMS)
e Finds existing record or creates new one
W,

¢ Data feeds to GEMS
¢ Populates Personal Information and Job Data
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