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INTRODUCTION 
 
Welcome to the University of South Florida Online Employment Application System.  You will use this system to: 
• 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: 
• Faster processing of employment information 
• Up-to-date access to information regarding all of your postings and positions 
• 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. 
 
 
 

http://www.adobe.com/�
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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: 

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

 
 
 

 
 
• Login using your USF NetID  
• Enter your USF NetID password 
• 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?) 
• After logging in with your NetID and Password you should see the Careers@USF Home Page 

 

 
• The welcome information identifies your current User Type. 
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HOW TO CHANGE YOUR USER TYPE 
 
 
• Click on Change User Type 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

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

 
 
 

 
• 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. 
   
 
 
 
 
• 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. 

 
 
 
Click Start Action under Review & Certify My Position Description. 

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

 
 
 
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. 

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

 
 
 
Enter the position number and click Search. 

 
 
 
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. 

 
 
 
 
  



  HR Talent Management Page 8 of 53 Updated 7/29/2010 
 

POSITION DESCRIPTION/RECRUITMENT REQUEST ACTIONS 
Position Description/Recruitment Request options are broken down into different Requests in the online system.  
 
• Create and Fill New Position Description (Staff/Administration/Faculty) – Use this action to create and request 

approval for a new position and corresponding recruitment.  
• 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. 

• 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. 

• 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 

 
• Click on Begin New Action 

 

 
• 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. 

 
• Use the Job/Classification Title or Job/Classification Code drop down to select the desired title. 
• 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. 
 

 
 
• To view the Classification Specification, click View Summary 
• To revise your search click Clear Results 
• To cancel your search click Cancel 
• 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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• Click Continue to Next Page at the bottom of the page. 

 
 
 
The Classification Specification for the proposed title opens. 

 
• 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.  

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

 

 
• Locate the correct Job Description and click Select and Continue 

  



  HR Talent Management Page 12 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. 
 

 
              
• The position description details tab will include all details about the position description.  
• 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. 
• The larger text areas will hold approx. 3900 characters of text (including spaces, is about a page and a half).  
• The smaller text areas (like Justification for Position) are a 1200 character limit.  
• 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: 
• Open Text (just fill in the text box with your information) 
• 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 . 

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

 
 
Position Description Essential/Marginal Functions Tab 
 
• After continuing to the next page, you will be on the Position Description Essential/Marginal Functions Tab.   
• 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.  
• 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%. 
• Most jobs can be described with five to eight major duties. 

 
 
• To begin entering each individual duty, click the Add New Entry

 
 button.  
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• 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  

 

 
 
• To edit an existing entry, click the Edit
• To delete an entry, click the 

 link.  
Delete

• To add a new Entry, click the 
 link.  

Add New Entry
• To view more details about an existing entry, click the 

 button below.  
View

• When finished click Continue to Next Page located at the bottom of the page 
 link for the entry.  
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Position Description (PD) Responsibilities and Requirements Tab 
 
 
• Complete information on page 
• Click Continue to Next Page when 

ready 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 
• To add a new Entry, click 

the Add New Entry
below, complete all fields, 

 button 

click Add Entry 
• To view more details about 

an existing entry, click the 
View

• To edit an existing entry, 
 link for the entry.  

click the Edit
entry.  

 link for that 

• To delete an existing entry, 
click the Delete
entry.  

 link for that 

• When finished click 
Continue to Next Page 
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Supplemental Documentation Tab 
                       

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

 

 
• Click the Browse button to attach an electronic document. 

 

 
• Locate the drive and file you wish to attach 
• Click Open 
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• Click Attach 

 

                              
• Click Confirm 

 

 
• To View your document click View 
• 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”. 

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

 
 

                               
• Click Confirm 
• Click Continue to Next Page when ready 
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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.  
 

 
• Complete fields on page 

 

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

 

 
• 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. 
 
 

 
• 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. 
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• 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. 

 

 
• 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. 

 
• If you are not adding any Screening Questions, click the Continue to Next Page button. 
• To add a Screening Question to this Posting, click on the Add a Question button, which returns the following page: 
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• The first step is to search existing questions.  You can enter a keyword to search the question text (or leave the field 

blank).   
 

 
• 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. 

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

 
• 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” 
• 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. 

 
• NOTE: The use of open-ended questions in recruitment requires the recruitment to go through Human Resources.  
• 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.  

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

 
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: 

 
• 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. 

• 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).   
 

 
• 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. 
 

 
• Select one of the choices and click Continue.   

 

 
• 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. 

 
 
 
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 for the position using the parameters, then click Search. 

 
 

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

 
 

 
• 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.  It is 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. 

 
 
 
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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• 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. 
 

 
• Click the Change Classification button. 

 

 
• Search for the appropriate Class Specification 

 

 
• 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.  

 
 
 
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. 

 
 
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).   
• Select Search Positions on the left menu and use the search criteria to find the position description. 
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• 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. 
 

 
 
You can also use the options on the left menu to view postings at different stages: 
 
Active Postings:  Postings that are Active are either:  
• 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: 

 
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: 
• Sort and view applicants by different criteria 
• Print applications and documents 
• 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. 

 
 
 
 
 
 
 
 
 
 
 
 
• The system will generate a User Name.  

Enter a password and click Save and 
Stay on This Page.  
 

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

 
 
 
 
 
 

Guest User Instructions 
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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 
 
• Have users click on Guest User Login 

 
 
 
 

 
• Enter User Name and Password from Email you sent previously.  Guest 

User can now begin to review the applicants. 
 
 
 

EOL (Equal Opportunity Liaison) Information 
When you receive notification to approve an applicant pool as an Equal Opportunity Liaison, follow these steps. 
 
• Log in to 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. 
 

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

   

 
• When the View/Edit Posting page opens, click on the Departmental EEO Summary link.   The summary will open 

in another browser window or tab. 
 

 
• 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. 
 

https://employment.usf.edu/hr�
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• 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. 

 
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. 
 

 
 

 
• 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).   

• Click the Refresh button to refresh the screen. 
 
 
 

View and Print Applications and Documents 

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

View and Print Multiple Applications at the Same Time 

 

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

you selected to print.   
• 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.   
 

 
• 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.   
• Select File > Print from your browser’s menu to print the application. 
• 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 
• Follow the steps for View and Print Multiple Applications at the Same Time but for step two, click the View 

Multiple Documents button.   
• Select File > Print or File > Save from your browser’s menu to print or save the documents. 
• Close the browser window (or browser tab) with the document, being careful not to close the original Careers@USF 

window.  

Change the Status of 

Change for ONE Applicant 

Applicants  

While in the Active Applicants display screen, you can change the status of Applicants as you review their applications.  
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• 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. 
 

 

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

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

 
 
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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• 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. 
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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 
 

 

Hiring 
Proposal

•Department completes and submits hiring proposal
•(Include Verification of Employment & Degree and Approvals)

HR 
Approval

•HR approves hiring proposal
•Notification sent to department

Job Offer
•Department formally offers job to applicant

Applicant 
Accepts

•Dept opens hiring proposal  to update start date
•Dept uploads Letter of Offer
•Dept changes status of hiring proposal to Offer Accepted

Applicant 
Update

•System sends email to applicant to add SSN and date of birth to application
•Applicant notifies HR when completed
•HR uploads updated application

Status - All 
Approved

•HR changes status of hiring proposal to All Approved
•Data flows through CIMS
•Data 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.   

• 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.) 
 

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

 

 
• On the Change Applicant Status page, use the drop down and select Recommend for Hire, then click the Continue 

to Confirm Page button. 
 

 
• Click the Save Status Changes button. 

 

 
• 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:  
• Select Hiring Proposal for Position Description Listed Below to hire the applicant into the position listed at the 

bottom of the page.  
• 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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• Select the appropriate Start Action

 
 link.   

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

 
• 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: 
• Salary Admin Plan Type on Position Description 
• Supervisor on Position Description 
• Employee Class on Hiring Proposal 
• Types of concurrent job on Hiring Proposal 
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• Complete all fields paying special attention to the fields with balloons above. 

 

 
• 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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• Answer questions on tenure, faculty summer appointment, extra compensation and funding. 
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• If you want HR to enter the pay distribution for you, enter the GEMS Combination Code(s) and the percentage of 

distribution here.   
 

 
• The selected applicant will be populated in the Selected Candidate Section.  
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• If you name an alternate candidate, HR will approve both the alternate and the primary candidate.  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.   

• Add the Search Committee Chair information. 
 

 
• The Equal Opportunity Liaison information should be here from the EOL certification.  Complete the rest of the 

compliance information – EEO Job Category (see Appendix 2) and Verifications. 
• 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. 

 
• NOTE:  If your approvers are unable to approve in the system, attach a document with their approval (email, 

scanned memo, etc.) 
• After adding all necessary documents, scroll to the bottom and click Continue to Next Page. 

 

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

button. 
 

 
• Complete the fields then click the Add Entry button. 

 
• Continue adding members of the committee, and then click Continue to Next Page.   
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• On the Comments tab, add your comments, and then click Continue to Next Page.   

 

 
• 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
• The last approver at the Division/College level will choose Send Hiring Proposal to HR. 

 link) 

 

 
• 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. 

 
• Note the Status of the hiring proposal. NOTE: for more details, see the How Do I 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.) 
 

 
• 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. 
 

 
• Step through the tabs of the Hiring Proposal to the Comments tab, then click Continue to Next Page.   
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• On the Action Status page, choose Offer Accepted - Send Hiring Proposal to HR, click Continue, then Confirm.  
• 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.   
 

 
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. 

 
 
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 
Proposal 

Department completes and submits hiring proposal for unit 
approval. 

Hiring Proposal Sent to Level 1 (or 
other college/division levels) 

Submit to HR After all approvals obtained at the department/division level, the 
hiring proposal is sent to HR. Hiring Proposal Sent to HR 

HR Approval HR Approves Hiring Proposal and notifies department. Hiring Proposal Approved for Offer 
– Sent to Initiator 

Job Offer Department formally offers the job to the applicant.  After 
applicant accepts the job, department opens the hiring proposal 

        

Offer Accepted – Hiring Proposal 
Sent to HR 

Applicant 
Update 

Applicant updates information in system and notifies HR. 
HR uploads updated application, then changes status. 

All Approvals Obtained (Hiring 
Proposal Approved) 
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You may click View under the title to: 
• Submit to your next level approver after saving. 
• View the Hiring Proposal as it is being approved. 
• Approve a Hiring Proposal that has been sent to you for approval. 
• Edit a Hiring Proposal that was returned to you. 

 

 
 
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. 

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

• Log in to the Careers@USF system and click on Historical Postings. 

• Click View under the job title. 
 

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 
D t t N  (D t t ID d  ill b  h ) 
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• 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.   
 

 
 
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:  Department prepares Hiring Proposal 
Step 2:  Department forwards Hiring Proposal through approval process 
Step 3:  Department forwards Hiring Proposal for final approval from HR 
Step 4:  HR approves Hiring Proposal 
Step 5:  HR changes status of Hiring Proposal to Hiring Proposal Approved for Offer – Sent to Initiator 
Step 6:  Department receives email notification letting them know they can officially extend the offer 
Step 7:  When Applicant accepts Position Department Opens Hiring Proposal and Enters Start Date and End Date 
Step 8:  Department changes status of Hiring Proposal to Offer Accepted – Hiring Proposal Sent to HR 
Step 9:  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. 
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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.  
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: 
• Probationary if they come from outside the university 
• Probationary-Permanent if they have achieved Permanent status as a Staff employee in a different job title 
• 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  

TYPE 
Comp 
Rate 
Code 

GEMS Empl Class DESCRIPTION 

Acting NAANNL F/AP Acting    

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. 
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. 

Grant 
Funded NAANNL F/AP Reg 

An appointment on a position which is entirely or partially 
funded by grant, contract, auxiliary or local funds. This 
appointment is conditioned upon the loss or reallocation of 
funds. 

Provisional NAANNL F/AP Provi 

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. 

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

Visiting NAANNL F/AP Visit 

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. 
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  

TYPE 
Comp 
Rate 
Code 

GEMS Modifier DESCRIPTION 

Emergency BIWK U Emergenc 

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 
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 
(temporary) 
 

BIWK U Temp 

Short Term is used when a person is appointed to a position 
when the regular employee is on a leave of absence, the 
position can't be filled through the normal advertising process, 
or the hiring 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.  

Regular BIWK 

U Probatio  (New) 
 

Prob/Perm (Placed in a 
new job code that they 
have not previously 
obtained status within) 
 

U Regular (Once 
achieved status within 
job class) 

A continuing appointment for which a search was completed. 
Needs to have a search or waiver of search. Must meet 
minimum qualifications. The initial probationary period is 6 
months. When employees successfully complete the specified 
probationary period, they attain permanent status, which is 
retained throughout continuous employment at USF. When 
employees move to a new classification they begin a new 
probationary period for that job title.  

Law 
Enforcement 
Officer 

BIWK 

U Probatio  (New) 
 

Prob/Perm (Placed in a 
new job code that they 
have not previously 
obtained status within) 
 

U Regular (Once 
achieved status within 
job class) 

A continuing appointment for which a search was completed. 
Needs to have a search or waiver of search. Must meet 
minimum qualifications. Law Enforcement Officers (LEO) 
probationary period is 12 months. When employees 
successfully complete the specified probationary period, they 
attain permanent status, which is retained throughout 
continuous employment at USF. When employees move to a 
new classification they begin a new probationary period for that 
job title.  

Time Limited BIWK 

U Probatio  (New) 
 

Prob/Perm (Placed in a 
new job code that they 
have not previously 
obtained status within) 
 

U Regular (Once 
achieved status within 
job class) 

An appointment on a position which is entirely or partially 
funded by grant, contract, auxiliary or local funds. The employee 
must complete the Time Limited Agreement prior to the 
commencement of the appointment. Must be advertised as 
Time Limited. Time served counts towards probationary period 
and anniversary date.  

Trainee BIWK U Trainee 

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. 
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 attains the needed 
qualifications by the set deadline, the appointment is changed to 
Regular.  
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Empl Class for Faculty Employees  

TYPE 
Comp 
Rate 
Code 

GEMS 
Modifier DESCRIPTION 

Acting  
 NAANNL F/AP Acting A time limited appointment for an existing employee to a position 

primarily assigned administrative duties. 

Adjunct NAANNL FacAdj 

A temporary appointment extended to persons of satisfactory 
professional qualifications who perform temporary teaching, research, or 
extension functions in connection with established 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 
(Faculty – 
Non Compen-
sated) 
 

N/A F Affiliat 

An appointment similar to Courtesy, when a person participates in some 
functions, but not all, of other academic departments/units. Affiliate is 
mostly used by Faculty to enable appropriately qualified physicians 
engaged in the private practice of medicine in the community (and other 
similarly qualified health professionals) to participate in and contribute to 
the college's teaching and/or research programs without remuneration. 

Clinical NAANNL F Clinical An appointment in conjunction with a professional position in a hospital or 
other clinical environment. These appointments are not tenure earning. 

Courtesy 
(Faculty – 
Non Compen-
sated) 

N/A F Courtesy 

An unpaid appointment which may include special academic privileges 
such as voting in departmental affairs. Persons appointed with this status 
may or may not be otherwise affiliated with the university. This 
designation should be used for individuals whose credentials would 
warrant appointment as a member of the faculty and who are or will 
participate in a meaningful way in one of our programs. 

Joint NAANNL F Joint 
An appointment when the person is regularly participating in the teaching 
and/or graduate supervision responsibilities of more than one academic 
department/unit. 

Joint College 
(Faculty – 
Non Compen-
sated) 

N/A F Joint Co 

An appointment to a college/unit administered jointly by more than one 
university. Although appointed and employed by only one of the 
participating universities, each person so designated is considered an 
employee of the other participating universities for purposes of carrying 
out the teaching, research and service responsibilities of the college/unit. 

Provisional NAANNL F/AP Provi 

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, 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 F Research An appointment when the person is engaged primarily in research. These 
appointments are not tenure earning. 

Visiting NAANNL F/AP Visit 

An appointment of a person having professional qualifications, when 
either the person or the position is not expected to be available for more 
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  

TYPE 
Comp 
Rate 
Code 

GEMS Modifier DESCRIPTION 

Federal Work 
Study (FWS) 
Student  

NAHRLY StuAsst An hourly, time limited appointment of a student who has been 
awarded FWS financial aid.  

Graduate 
Student (GA)  
 

NAANNL 
(9181, 
9182, 
9183, 
9184 & 
9550) 
 
NAHRLY 
(9185) 

Grad Asst 

An hourly or salaried (depending upon the type of job, e.g., 
Graduate Assistant, Graduate Research Associate) 
appointment of a student who is enrolled full time in a master's 
or doctoral program at USF. According to the job code used, 
duties will include teaching, conducting research or performing 
other tasks that contribute to the student’s professional 
development.  

Hourly 
Student  
 

NAHRLY StuAsst 

A time limited appointment of a student employee who is 
enrolled at USF at least half time and whose primary purpose is 
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 
Assistant  
 

BIWK StudAsst An appointment of a person in a professional capacity within the 
department of Housing and Residential Education.  

 
 
 
Empl Class for Non-Student Employees  

TYPE 
Comp 
Rate 
Code 

GEMS Modifier DESCRIPTION 

Hourly Non-
Student  
 

NAHRLY OPS NonStu 
A time limited appointment to a job that is non-exempt according 
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 
Resident  
 

BIWK HouseStaff An appointment for up to one year by a physician in a residency 
program within the College of Medicine.  

Postdoctoral 
Scholar  
 

NAANNL Post Doc 
A time limited appointment of an employee holding a doctoral 
degree. Involves mentored research and/or scholarly training for 
the purpose of acquiring the professional skills needed to 
pursue a specific career path.  

Psycho-
logical Intern  
 

BIWK OPS NonStu A time limited appointment of a person in a professional 
capacity within the Counseling Center.  

Salaried Non-
Student  BIWK OPS NonStu 

A time limited appointment to a job that is exempt according to 
the Fair Labor Standards Act. A Duties and Responsibilities 
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 
Category.  You may  not be familiar with these categories but 
you can find them in GEMS for each Job Code/Title. 
 
 
EEO Categories are job classifications published by the 
Employment Opportunity Commission (EEOC).  NOTE:  As a 
higher education organization, USF uses IPEDS which has 
recently replaced the EEO-6 categories.  
 
 

 
Look Up EEO Category in GEMS 

• Go to the Job Code Table (to find it, use the Search field at the top of the 
menu). 

 
 
• Search by either Job Code or Description, then click 

Search.  In the example shown, we are searching for 
an Academic Program Specialist. 
 
 
 
 
 
 
 
 

• 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. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
• Choose the category in the Hiring Proposal 

that most closely matches the IPEDS or EEO-
6 categories in GEMS. 
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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) 

 

 
 
 

Dept

• 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

HR

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

Candidate

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

HR

• Apply applicant to "posting" and create hiring proposal
• Approve hire

CIMS

• Data feeds to Central Identity Management System (CIMS)
• Finds existing record or creates new one

GEMS

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