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Careers: Augusta University Human Resources
Talent Acquisition & Development
PeopleSoft 9.2
Basic Enhancements/Changes

Job Application:

» Applicants will be able to use the search feature better in the job
application (Job Opening #, Position #, or by Title).

» Easier to select by position type, department name and the fields
they are most interested in.

Managers:

» Easier to bring up the candidate’s resume (without having to
download).

» Job Opening # for current positions have an added # "20” or # "2”
In front of them.

* The final "Make Offer” step now includes an additional approval
from your VP, Dean or higher level office approval.
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Creating a Job Opening

Augusta University Human Resources
Talent Acquisition & Development
PeopleSoft 9.2
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Creating a Job Opening

This training Is specifically for creating job openings
for Staff and Faculty recruitment needs

For guidance with Executive Recruitment needs,
please contact this office at 706-721-7302
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Creating a Job Opening

* To create a job opening, managers must login to
the PeopleSoft System and enter through the main
page for Manager Self Service.

* Click on the “Create Job Opening” tile
— OR you can use the following Navigation:
* Navigator>Recruiting>Create Job Opening
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Navigation for Signing into PeopleSoft

PORTAL AND WEH SERVICTS

U fo
.&" PAws ‘ AE{E}J Ssl TIA From the PAWS Employee Portal ALL

Anps D et Peon ntt HF

ORACLE
PEOPLESOFT

o

Denartments Leadearship Apps & Tools Evenis News Palicies Need Help?

PAWS > pub > Apps_Tools

PeopleFinder is on the home page of PAW

Heaith System Applications University Applications Enterprise Applications
Ambulatory Dashboard ACGME Resident Case log Augusta University Brand Information
Attendance Tracking Campus/USAMobiIlity Paging Box (Uniersity wide)

Crystal Enterprise
Crystal Reporls
EchodE0 (faculty use only)

Complete Annual Training & Compliance
Compliance Assist
Conflicts of Interest Disclosure

Attending Finder
CarpoolConnections

CDM Reference Effort Funding Profile Curriculog

CDM Request Form 2Sproute {must use VPN or Girix Cyber Anatomy

CERMe when off campus) C}'hﬁl’ Science 3D

CIS |55 GOVIEW (CERM_PNUR Desire2Leam

CIS Issue Log SOVIEW( ) wamn Select a Language
Gitrix Portal Access GRU Alert Faculty List Onlinz

Gitrix2 Portal Access (general site) 'J"%'“' ;5"“"" :3:;:;“;*“ T R*’Esi bibraries Enlish
. agCan i isclosure Log nalis

Emfjlwmem Opportunitios Jagsiore HR Employee Information g
EP3 Enployee Patirt Paring) {submit course materials) Outlook 365 Web Access
Feculty List Online Lockshop Policy Management System (Policy Tech)
MC Catering & Floor Stock Ordering oncaore Data Fortal

and Terrace Cafe Menu oneds Room and Event Scheduling
GRMC Employes Self Service PACT Security Authorty (SA) Request for NetlD

GRMC On Call (was MCG OnCall) Scctr!.‘,’ Authority Request for Application Access B Enable Screen Reader Mode
—GRMC OnCall Manual PeopleSoft HRMS Submit a request to IT
. Pounce Who is MY SAY
GRMC Paging Pulse Warkforce LEARN Cnline
HIPAA Disclosure Log Softser The links below are for systems
Informed Consent Forms Spaonsored Programs that are NO LONGER USED,
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Navigation

" Employee Self Service

Make SCCP Contribution Path2College 529 Deduction Degrees & Certificates Time and Absence
STATE You are not authorized for this page.

CHARITABLE
CONTRIBUTIONS &« )

PROGRAM

Paycheck Modeler Direct Deposit

m

Last Pay Date 05/31/2019

Compensation History Company Directory Personal Details

N

Recruiting Home

AUGUSTA UNIVERSITY




Some will have a different Set up, but this Is the basic Tile set up

Review Transactions

-
Create Job Opening

Ti Ti Del -
eaam lime ale atinn
g T
L =

2
14

Talent: Degrees&Certifications Open Jobs

=

Click on the
“Create Job
Opening” Tile
displayed
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Another Navigation:
You can go to the Navigator:

Recruiting>Create a Job Opening

MNMavBar: MNawvigator

_________________________________________________________________________________________________

| fu— BOR Customizations > B
.
________________________________________________________________________________________________
Hecent Places Salf Saervice .
Manager Self Service 5
Recruiting =
Workforce Administration .
Time and Labor >
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Job Opening Detalls

Primary Job Opening Information

5% Recruiting Home

Job Details (7

Job Opening Type | Standard Requisition
*Business Unit 12000 Augusta Urfiversity

Position Numb
Department
=Job Code >
*Recruiting Location QL

*Job Posting Title

Continue
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Job Opening Details

« Job Opening Type — When your position # was
— Standard Requisition is the default value originally created or updated by
and cannot be changed by managers Human Resources, this is the
— Standard Requisitions are job openings position # you would have
attached to a specific position number received from our Compensation
« Business Unit Team.
— Users default business unit (institution) — Consult with our Compensation
will appear

Team if you are unable to locate
your approved position #.

Job Posting Title

« Position Number

— NEW: Special Note: The position # now
has an added “2” in the front of the

position # to ensure that it is still an 8 digit — If a valid position number was
# entered, the position title will
— You will enter the position number that automatically populate in this field

ou are creating the job opening to fill.
Y J J P J « C(Click Continue
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Job Opening Detalls

Job Opening

Sawve and Submit Sawve as Draft ¢3% Recruiting Home | [=] Notification | Start Owver
Job Opening 1D NEWW Status 005 Draft
Job Posting Title Maintenance Supervisor Busziness Unit 12000 (Augu=sta Un
Job Code 313X02 (Maintenance Supervisor) Department 30900024 (Facilties
Position Number 20000054 (Maintenance Supervisor) Primary Recruiting Location 1 (Augusta Univers
Job Opening Details Scresning Team Job Posting Detailz

Opening Information 2

Job Opening Type Standard Reguisition

=Dpenings to Fill Limited Number of Openings -
Target Openings 1
Available Openings 1

Status Code 005 Draft
Status Reason

Status Date 0S/29/201%9

[ Desired Start Date ET] ]

Projected Fill Date ET]

Recruiting Locations %

*Recruiting Area Recruitment Area Description Primary Recruiting Area Target COpenings

1 % Augusta University

1]

Add Recruiting Location

Employees Being Replaced

Add Emplovee

AUGUSTA UNIVERSITY




Job Opening Detalls

Job Opening Please enter the following on this
Save and Submit | | Save asDraft | | #£}Recruiting Home | [=Notification | Start Over page and click the save button:
Job Opening ID NEW Status 005 Draft 1- Add Recruiter (S)
Job Posting Title Maintenance Supervisor Business Unit 12000 (Augusta U ..
Job Code 318X02 (Maintenance Supervizor) Department 30900024 (Faciltie 2- H|r|ng Manager(s)
Position Number 20000054 (Maintenance Supervisor) Primary Recruiting Location 1 (Augusta Univer:

3- Add Search Committee members

Job Opening Details =Creening Team Job Posting Details

Assignments

Recruiters

Mo Recruiters have been added to this JoROpening
Add Recruiter Add Recruiter Team
Hiring Manager -
Mo Hiring Managers have been added to thiglob Opening
Add Hiring Manager Add Hiring Manager Team
Search Committee Members
Mo Search Committee Members have been ggided to this Job Opening

Add Search Committee Add Search Committee Team

Interested Parties

Mo Interested Parties have been added to thg Job Opening

Add Interested Parties Team

Save and Submit Save as Draft ¢§} Recruiting Home | [|Notification | Start Over Top of Page
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Hiring Team, Closer Look

Assignments

Recruiters
MNo Recruiters have been added to this Job Op
Add HEecruiter

Hiring Teams consist of:

" Mo Hinng Managers have been added to this J
1- Recruiters . .

Hiring Manager

Add Hiring Manager

2- Hiring Manager

Search Committee Members

3- SearCh COmmittee Mo Search Committee Members have been ad
Add Search Committee

Then save & submit SaveasDraft | | YR



Job Posting Detalils
(Job Description Page)

Manage Job Opening Posting Information
Job Postings (?
Save | gaRetum | £}Recnuting Home | 3Search Job Openings | yGNext | B Create New | EBCione | [£1Add Note | | *Posting Titeaenarce Supervsor 8

JUDUDEﬂiHQ ID 20085 Job Descriptions (7 First 4 180f8 b Last
Job Posting Title Maintenance Supervisor Busi “’“”‘“fli:ﬁ!’;l C:n:ﬂ:;mm :: e *

Job Code 313X02 (Maintenance Supervisor) 1] . = »
Position Number 20000005 (Maintenance Supervisor) a @ £ Qb SEWe® 5 Q) Fomat - |Ft - S2-/BIUS

EESE£E 2 E A

Applicants || Applicant Search || Applicant Screening || Activity & Aftachments | Details

Job Opening Details

Streening | Team | JobPostingDetals | Aporovals Job Summary

The Sign & Lock Shop Supervisor is responsible for planning, scheduling, and directing the activities of the trade workers in the Sign and Lock maintenance shops on the Health
Sciences Campus. Their duties consist mainly of door and docr hardware installation and maintenance, lock keyring, window and glass replacements, interior and exterior sign
.J Gb P 0 Stin g g (7 fabrication, and key information data entry. This position is also responsible for the expenditure of the budget for these shops and is required to provide planning and inspection

support of associated facilities construction and renovation projects. The position also serves a technical resource for the Summerville campus lock shop. This position may
require overtime as needed fo perform duties.

Postings

Primary Postin
l'f1ﬂimerlaﬂl:ﬂ EUDEWiSOf E| Add Posting Description Delete Posfing Description
I‘@\dd Jﬂb F'DStiﬂ{_] *Descripti?nlw!lﬂ Minimum Requirements v| *Description Q
*Visibility | Intemal and Exterral v|
KA =i | ] ! @
pEani - | El QWY =oHRue= ()| Format - || Font - sze ~-|B I US
Save | gaRetum | £YRecnuting Home | 3Search Job Openings | yFNext | (5 Create New | EBCione | [s1Add Note | | =TT T
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Job Posting Approval Page

Manage Job Opening

Save | | ¢=Return | #}Recruiting Home | &5 Search Job Openings | 4 Next | = Create New | EE Clone | [g3Add Note | [Ff Interviews | &5 Print Job Opening
Job Opening ID 30085 Status 010 Open
Job Posting Title Maintenance Supervisor Business Unit 12000 (Auvgusta University)
Job Code 313X02 (Maintenance Supervisor) Department 30900022 (Facilities-Lock/Sign Shop)

Position Number 20000005 (Maintenance Supervisor)
Applicants Applicant Search Applicant Screening Activity & Attachments Details

Job Opening Detalls | Screening | Team | Job Posting Details | Approvals

Job Approvals
JOB Opening Approval Chain

D0 UDe 1. ADDIoYe(
3

JOB Opening Approval Chain

Approved Skipped Skipped Approved Approved

‘, Aisha Lavin ;Mo approvers found ;  Noapprovers found ‘U’ Marlo Key “, Toneshia Rickerson
Approver 4 HF. Processor

052019 - 10:15 AM 052019 - 10:19 AM

Approver 1 = Approver 2 =% Approver 3
0520019 - 10:158 AM

Comime

Here you can approve your position OR you can view
where it is in the approval process.
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Screening &
Dispositioning Candidates

Augusta University Human Resources
Talent Acquisition & Development
PeopleSoft 9.2
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Why do we Screen Candidates?

* Screening candidates may come in different ways
depending on the organization and their expected
policies or guidelines.

« At Augusta University, we screen candidates because we are a
part of a state entity which is a recipient for federal and state
funds, we are required for regular benefits eligible positions to go
through a competitive recruitment process.

* Reviewing the resumes and/or job applications is our way of
starting this process.

It will iInclude the next phase of screening such as a) the online job
application questions, b) telephone screening, c) Web-based
Interviews, and c) then of course our on campus screening.

AUGUSTA UNIVERSITY



Navigation: Other ways to Search or View your
Job Openings when logged into the system

< Recruiting Search Job Openings

Search Job Openings
i} Recruiting Home | [§)Browse Job Openings | & Create Job Opening
Search Criteria (7

Job Posting Title
Job Opening 1D
Status Open
Moo=t Recent Activity
Job Opening Type
Hot Job
My Association
Hiring Manager
Recruiter
Created By
Business Unit
Department

Position Number

Recruitment Contact

Search Clear
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¢ Manager Self Service Open Jobs

Job [ Location Days Open Total Applicants New Applicants

Accounting Assistant Il (4/16/19) (215666)
Augusta Univ. - Augusta

Assistant Professor-PT (213655)
Augusta Univ. - Augusta

HR Talent Consultant 1 (215418)
Augusta University

Click on the name/title of
the position you are ready
to screen candidates for.
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Al Applied Reviewed Screen Route Intenview (ffer Hire Hold Reject

(38) (0) (0) (26) (5) (1) (0) (0) (0) (6)
Applicants (7 Personaize | Find | View Al | 21 B Frst 41250038 0 Last
Select  Applicant Name ApplicantID  Type Disposition Reason EE:;';{:'E Application Resume Route Interview Reject Print
[ 127334 External Reject Onl 2-Failed BQ Screen-ExplEdlLic D 5 * Other Actions
[ 121663 External Reject 3A-Not referred BO&PQ Screenkx D 5 + Other Actions
m 129933 External Reject 3A-Not referred BO&PQ Screenkx D 5 + (ther Acfions
[l 130260 External Reject JA-Not referred BO&PQ Screenkx D 5 * Other Actions
F 12083 Edemal  Rejec WNotrefered BOSPQ ScreenEx ¢ O &  +OtherAcions
[ 130451 External Reject 3A-Not referred BO&PQ Screenkx D 5 + Other Actions
F 104451 Exemal  Inteniew O i @ & ~OtherAdions
B 130478 Btemal  Route O 0 i @ &  ~OterAcions
§ 127657 Edemal  Route O & i @ & ~OterAcions
The buckets above show all applicants and their statuses in the

recruitment process along with the number of candidates in each stage
of the process.
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Navigation of the Applicant Page

Manage Job Opening

gnRetum | ﬂ?e:uhg Home | I_E':Eaarzl' Job Openings | +:| Maxt | [ Create Mew | ,_E|Clt:-"|a | fi Refresh | E'JF.-:I:I Mote | Eﬁ nterviews | Cjz""r. -Job Opening Persanalize

Job Opening ID 20025 Status 010 Coen
Job Posting Title Maintenance Supenvisor Business Unit 12000 [Augusts University)
Job Code 212X02 (Maintenance Supervisor) Department 20800022 (Facilities-Lock/Sign Shop)

Position Number 20000005 [Maintenance Supervisor) ReS u m e S
Applicants || Applcant Screening || Activity & Attachments || Detsils J 0) b Ap pI |Cat ion

All Applied Feview nierview Offer i Feject
M 2 ( : (1 (@ \ : -' @
Applicants (2 L '

\ Personalize | Find | View &l | 1Y | £ First

{-7of 7 &/ Last

Employee

Select Applicant Mame  Applicant D Type Disposition Reason Refarral

Application Resume Interview Reject Print

Lois Lane 130742 Externa Feject A-Mot referred BOEPC Screenkx T = Ciher Actions

Michael Smith 173 Employes Feject -MNot referred BOSPD ScreenEx = Ciher Actions

oneshia 77431

. Employes Rejact C-IntemalCand. MotElibkeDis
Rickersan d : :

= Cher Actions

Frenchie Taylor 130756 Employes Route = Cther Actions

Jay R 7205 Excten Applied = Cther Actions

=]
=]
&
Sally Fields 1141 Externa Accapted ) ﬁi = Cther Actions
&
&
=]

Judson Jackson 130770 Applied = Cther Actions

- - . = Group Actions
Select 4 Dazalect All

gnRetum | ’ﬂ-?e:ut"lg Home | I_E':Eaar:l' Job Openings | +Z| Mext | 58 Create Mew | ,_E|Clt:-"|a | fi Refresh | E'JFJ.-:I:I Mote | Eﬁ nerviews | G:' nt Job Cpening Top of Page
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Navigation of the Applicant Page

Your applicant dispositions will guide your Recruiting Actions

and/or Applicant Actions options located under the Other
Actions menu.

| Examples:
v (nerAclons | « I a candidate is in an “Applied or Screen” status, you
and/or your recruiter will still need to “Route” them to show

that they have been reviewed.

 |If the candidate is in "Route” you can enter interview details
and/or edit the disposition.

« |If a candidate is in an “Interview” status, you will have the
ability to Create an Interview Evaluation.

« If candidate is in a "Reject” status, please contact your
assigned Recruiter or HR Representative.

AUGUSTA UNIVERSITY



Route Applicant

Route Applicant

Submit | gmReturn

Applicants to Route

Applicant 1D Name Job Opening
7205 Jay R Maintenance Supervisor

Routing Details '?

*Routing Status 010 Route . Reason! H

Recipients 7

3-5taff Candidate Basic Quals

*Routing Date *Hame Response Due Date
3D-Routed Faculby/Executive
0EI05/2018 e 3E-Routed from Search Firm e L
Add Recipient Add Hiring Team HR Review Requested

Search Committee Review

Comments To be interviewed within 7days E‘I%
Include Attachments Preview Motification
Motify me when a Recipient responds
Submit | gmReturn Top of Page
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Route Applicant

Route Applicant
Submit | gmReturn

Applicants to Route

Applicant 1D Name Job Opening

7205 Jay R Maintenance Supervisor
Routing Details (7
*Routing Status 010 Route - Reason 3-Staff Candidate Basic Quals -

Recipients (7

*Routing Date *Hame

Assignment Response Due Date
060520149 [#] |Toneshia Rickerson Q. Recruiter 06/05/2019 [#1] i
Add Recipient Add Hiring Team
Notification (7
Comments Please review applicant. @
Include Attachments Preview Motification
Hotify me when a Recipient responds
Submit | gmReturn Top of Page
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Disposition Status

Applicants || Applicant Screening | Activity & Attachments | Detalls

Al Applied Reviewed Sereen Interview Hire HoK Reject
) 0 0 9 0 0 0 (2‘

Applicants 4 Personalize | Find | View All | &¥'| L; First ‘& 141 0f11 1 Last

Employee

Select  Applicant Name ApplicantiD  Type Disposition Reason Referal

Application Resume Route Interview Reject Print

Etemal  Reject Onl 2-Failed BQ Screen-Exp/EdLic . =] U v Other Actions

Exiemal  Reject 20-Duplicate Application L) v Other Actions

EsY

External Screen Preliminary Screen

Recruiting Actions »

Extenal  Screen Preliminary Screen Create Interview Evaluation

Applicant Actions it Disgoston

B B3

Extemal  Screen Preliminary Screen

v Other Actions

=L

Extemal  Screen Preliminary Screen

=L

Extemal  Screen Prefiminary Screen v Other Actions

53

Extenal  Screen Preliminary Screen v Other Actions

v Other Actions

=L

Extemal  Screen Prefiminary Screen

B3

Extemal  Screen Preliminary Screen v Other Actions

B3

Extemal  Screen Preliminary Screen v Other Actions
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Application Resume

AUGUSTA UNIVERSITY

Route

Interview

Reect

Print

Can use this action
to email other

(e 4 relevant parties the
resume of a specific

or group o
v (iher Action g . p of
candidates

v (ther Actons
Recruting Actions »
Appicant Actions )

v (fther Actions Fonward Applicant

v (iher Actions




Transition Applicants

Reviewed

Your role as a Hiring
Manager/Representative

Sarah Schoonover Sarah Schoonover Sarah Schoonover Ben Watson Ben Watson

Jim Smith Jim Smith Derick Moore Hiv St

Sue Allen Sue Allen Ben Watson Sue-Alen

Elizabeth Dandridge Elizabeth Dandridge Elizabeth-Dandridge
Ben Watson Ben Watson Berick-Meoore
Derick Moore Derick Moore SandraBatey
Sandra Bailey Sandra Bailey
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The New Codes

Staff Candidate Screening — jwouiae

Preliminary &
Online Rejection
Codes

v" HR will add basic screening questions to the job opening at
the time of the posting

v" If an applicant does not answer the screening questions
appropriately, the applicant will be placed in a “rejected”
status and marked as not qualified.

v' The department is now able to screen the applicants by
reviewing their resumes and/or applications and either
ROUTE or REJECT the applicants based on their

qualifications.

v' The HR Talent Consultant/HR Representative will also
review ALL of the applicants (both rejected and applied) to
ensure they are routed/screened properly.

v" If you have any questions regarding your applicants and
their statuses, please contact your HR Talent
Consultant/HR Representative.
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Faculty Candidate Screening The New Codes
Preliminary &
Online Rejection
Codes

v" HR will add basic screening questions to the job
opening at the time of the posting.

v If an applicant does not answer the screening
questions appropriately, the applicant could be rejected
and marked as not qualified.

v Faculty Support Services will route all applicants in an
“‘applied” status to the department.

v' The department is now able to screen the applicants by
reviewing their resumes and/or applications and either

ROUTE or REJECT the applicants based on their
qualifications.

v If you have any questions regarding the applicants and
their statuses, please contact Faculty Support
Services.

AUGUSTA UNIVERSITY



Interview & Evaluation
Detalls

Augusta University Human Resources
Talent Acquisition & Development
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Today we will cover:

1. How to navigate and enter interview details
2. How to enter your evaluation details
3. Uploading documents, if needed

-
\\ﬂ"

4. Final candidates, the next steps
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Entering Interview Detalls

Job Code 47204 (Ox o™ Ca ] Departmenn

Postion Numbes

Acplicants

Al
()

Applicants

AUGUSTA UNIVERSITY




Entering Interview Detalls

Interview Schedule

Submit Save as Drafl e Fatum Prersonalire

Job Opening 10 21535 Business Limit 12000 (Suousta 1
Jab Opening Status 010 ¢ Job Posting Title Cral Heakh Ot
Lubsmigted Position Humbss Z0HNISEE (D

Kerneisgha Haijed

Applscant 1D 1247 Prefesred Coniact MNof Spscied

Applicant Type Exiena

IntErs e 1 - Date Nol

maiator [ |

pplicant Response | None = Naotity Apphcant

| Nahdy Inderview Team

Interyiewers

Servareee 1) Interversmr Hamse Y Erd Toma s L. crmumeTia & wailalsl by

Venue Information

Vienue Location

R s ponss

ADDED Venuea
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Entering Interview Detalls

Wenue Infemmaisen

Wenue = Losation

Response

Agdedt Ve =

24 charagiors remaining

Interview Matorials
Hoies Attachment
noleés. have bédn Sdded 1o s Inerais Mo Atlachments have Deen &

A Mobe Loged Job Opsesning Mobes Agd Atlachment Lo ol Opesrandg Altac hivsnt
Lerer

Ligdthaa

Dwain Printed n

Imciude in Consolidated Leter

Email Apphcant Upioad Leter

Consolidated Interview Letier

A0 INlernEs

Wi All Inlernews
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Entering Evaluations

PN Numiber .

Recrutng Acvore

Appicant Actions

Creste Intarvew Sl

Edt Dsplcinon

® © 96 © &6 6 © &6 & & ©
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Entering Evaluation Information

Interview Evaluation
Personalize

Submit Save as Drait | g=Return
HameI:| Job Posting Title Office Associate
Applicant ID 123627 Job Opening ID 216158
Status 010 Active Job Opening Status 010
Evaluation Interview Ratings First ‘4’ 1-10 0f 10 '*/ Last
ed By 2002592120 Category Communication Skills

itted 05/23M% G:20AM
Interview Rafing | Excesds Expectations

Date |04/26/2019

Type|Phone

0

ing |Exceeds Expectations

ion [020 Make Offer

Comments
Category Education/Training

Interview Rlating | Exceeds Expectations

Comment |Has the perfect education in this field.

&

Work Experience

Interview Raling | Exceeds Expectations wv|

Comment | Great references.

AUGUSTA UNIVERSITY




Entering Evaluation Information

Category Technical Skills

Interview Rating | Exceeds Expectations Category Infiaive

Comment Entering the fine details v oo s B s
for the evaluation (paper Conmen
¢ or online) is very
Catogory Leadership important for
ervew Rating [ Sxceeds Soecitons documentation reasons.

Comment Category Customer Senvice

Always Click Submit.

Interview Rating | Excesds Expectations Score 3

@ Comment

Category |nterestin Position & AL

Interview Rating | Exceeds Expectations

Comment

Category Decision Making

& Interview Rating | Exceeds Expectations Score 3

Comment
Category Attentiveness

Interview Rating | Exceeds Expectations

Comment

Submit | = Savigas Draft | | gaRetum Top of Page

AUGUSTA UNIVERSITY




What Should We Document?

e |nterview evaluation forms
e Reference forms
e Where can | find these forms?

Talent Acquisition and Management Resources

http://www.augusta.edu/hr/talent-acquistion-management/tam-resources.php

AUGUSTA UNIVERSITY


http://www.augusta.edu/hr/talent-acquistion-management/tam-resources.php

Activities & Attachments:
Uploading your attachments

* Hiring Managers/Designees should either individually enter the

evaluations in the PeopleSoft System as shared in a prior
PowerPoint Training for each interviewed candidate interviewed

OR they should upload written documentation through the forms
we have avallable online or your own standardized template.

 For the selected candidate, both the Interview Details and the
Evaluation should be completed within the PeopleSoft System.

« Also Hiring Managers are expected to complete the reference
forms for the selected candidate and upload these documents

AUGUSTA UNIVERSITY



Where to upload documentation for Interview
Evaluation Forms, References, and other information

Manage Job Opening

Save | | ¢=Retun | #}Recruiting Home | 3 Search Job Openings | #|Previous | 4[] Next | B Create New | EElClone | [{Add Note | 5 Print Job Opening Personalize

Job Opening 1D 215395 Status 010 Open
Job Posting Title Oral Health Qutrearch Cord Business Unit 12000 (Augusta University)
Job Code 473X04 (Oral Health Qutrearch Cord) Department 02102000 (DCG-Admiss & Academic Support)
Position Number 20000555 (Oral Health Qutrearch Cord)

_ Click here to locate the Activity
Applicants || Applicant Screeningll||  Activity & Attachments
& Attachments Tab

Date Subject Reason Action Taken By

Job History (7

121442018 010 Open
120772018 006 Pending Approval

Searches (7

No searches are related to this Job Opening.
Notes

No notes have been added to this Job Opening.

Add Note

Attachments

File Name Description Audience Updated Uploaded By

0555 pdf 0555 pdf Public 121172018 1:24PM

You can title and upload your

N Expenses have been added to this Job Opening. d ocu m e nts h e re

Add Expense

Save | g=Return | ¢g}Recruiting Home | E3Search Job Openings | #[f|Previous | 4] Next | =4 Create New | EEIClone | (43 Add Note | &G Print Job Opening Top of Page
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Augusta University
Careers/Recruitment:

"Make Offer” Steps for the
Selected candidate

Augusta University Human Resources
Talent Acquisition & Management
PeopleSoft 9.2
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We will cover the following:

1. Steps that need to be completed before you put the
final candidate into "Make Offer” status.

2. Ensuring that you have reviewed the Screening &
Dispositioning Steps prior to entering the Make Offer

Steps

3. Reference Checking Steps/Documentation: Uploading
documents into the Activities & Attachments Tab

4. The Make Offer Steps/Navigation

5. HR Representatives

AUGUSTA UNIVERSITY



PREPARATION FOR THE “MAKE OFFER” STEPS FOR THE
SELECTED CANDIDATE

1- The Hiring Manager-or Designee will need to complete the Screening and
Dispositioning for all candidates who were interviewed as well as those who were

not interviewed and the reasons they were not selected (Instructions provided in
the prior module).

2- It is then time for the Hiring Manager to handle the details for the identified
candidate to be entered in the system as the “selected candidate”. This includes
entering their Interview & Evaluation information (Instructions provided in the prior
module).

3- Uploading documentation for references or interview documentation will be
discussed in the upcoming slides.

4- For Staff Positions: The HR Recruiter or Representative will be sent an email
notifying them to finalize their part of the salary recommendation and will review
the uploaded documentation as well as any other pertinent information.
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Navigation and Steps for
the “Make Offer” Process

Step #1: Recruiting Actions>Create/Edit Interview Evaluation
for the Selected candidate
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Make Offer Process

Step #2: Follow the Navigation for Scheduling Interviews &
the Interview Evaluation detalls

Inmnterwieww Ewvaluaticom

=ullrrait =awe as Drait

Aupplicant Iy 12497 56
Status 10 Ao i

Evwalwsaticm

Imnberwieww CDathe | OSS 1S 2001 =

=SZelaechteaed candidats has exceasdaed owur expeaecitations amd wwe ars readw o procsaec
wwith this imdiwidu=al |

Step #3 : Click the Submit Botton at the bottom of the screen
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Make Offer Steps

o Step #3:

Once you have completed the Evaluation and Saved It,
you will then go to the main page and click the Interview
lcon for the selected individual

Mark

Application Resume Reviewed

im

Route Interview Reject Print

ﬁf}l = Other Actions

« Other Actions

+ Other Actions
« Other Actions
w Other Actions

+ Other Actions
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Make Offer Steps

Manage Interviews

Save | €= Return

Applicant Name
Applicant ID S =oo=T

Job Posting Title Office Associate

Job Code 510X02 (Office Associate)

Interview Summary (7

Select

Date Start Time
04/26/2019 1:10AM

End Time Time Zone

1:50AM EST

Interview Details (7

Date 04/26/201%
Start Time 1:10AM  EST
End Time 1:50AM EST
Location
Submitted

Status Unconfirmed

Final Recommendation (7

Final Recommendation | 020 Make Offer

Reason | Recommended for Job Offer

Interview Evaluations (7

Name

Interview Rating

Phone
Phone
Fhone

Exceeds Expectations Fhone

Create New Evaluation

Create New Interview Schedule

| g=Return

AUGUSTA UNIVERSITY

Location

Interview Type

Job Opening ID 216158
Job Opening Status 010 Open
Business Unit 12000 {Augusta University)
Position Number 200063828 (Office Associate)

Submitted Status
o Unconfirmed

Final Recommendation

020 Make Offer &

Step #4: On this page you will then
select Make Offer & Recommend for
Job Offer

Recommendation Action

Ewvaluate Applicant
Evaluate Applicant
Evaluate Applicant

020 Make Offer Complete Evaluation

Personalize

Top of PFage




Make Offer Steps

 The HR Recruiter-HR Representative will recelve an
email that you have placed this individual into the Make
Offer Status. For Staff Positions, they will email you
with the salary calculation information within 24-48
hours.

* |f needed, discussions regarding the candidates
experience will be important to have us extend the
offer.
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NEW: Approvals Page for the Job
Offer Transaction

* are designated to
Job Offer Information appro.ve the Job
R — T — Opening will now be
Job Posting Titke Bluyer Job Dpening D 135 apart Of the ‘IOb Offer
Ot Dt 18122118 st Dete 10012018 Approval before HR
Offer Expiration Dade 082272018 Hiring Manager _ finalizes the Offer
Recruiter details.
« Additional Information
Job Type Standaed Requisiion Job Code Office/Clerical Assistant - 51000
Jobr Family Position Number Office/Clerical Assistant - 10005117
:3"32',_ E-s.‘es.s'.Jr'__
Jab Offer Component
Component Fresquency Qffer Amount Payment Mode
Base Pay Annua [ ] Cash
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Documentation

How to upload:

Reference Forms, Interview
Evaluation Documentation
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What Should We Document?

e |nterview evaluation forms
e Reference forms
e Where can | find these forms?

Talent Acquisition and Management Resources

http://www.augusta.edu/hr/talent-acquistion-management/tam-resources.php
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http://www.augusta.edu/hr/talent-acquistion-management/tam-resources.php

Activities & Attachments:
Uploading your attachments

* Hiring Managers/Designees should either individually enter the
evaluations in the PeopleSoft System as shared in a prior
PowerPoint Training for each candidate interviewed OR they
should upload written documentation through the forms we have
available online or your own standardized template.

 For the selected candidate, both the Interview Details and the
Evaluation should be completed within the PeopleSoft System.

« Also Hiring Managers are expected to complete the reference
forms for the selected candidate and upload these documents.
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Where to upload documentation for Interview
Evaluation Forms, References, and other information

anage Job Opening

Save | | g=Retun | #f}Recruiting Home | EaSearch Job Openings | #fF Previous | 4f]Next | B Create New | EEClone | [g3Add Note | &5 Print Job Opening Personalize

Job Opening ID 2153595 Status 010 Open
Job Posting Title Oral Health Cutrearch Cord Business Unit 12000 {Augusta University)
Job Code 473X04 (Oral Health Qutrearch Cord) Department 02102000 (DCG-Admiss & Academic Support)

Position Number 20000555 (Oral Health Qutrearch Cord) Click here to Iocate the Activity
& Attachments Tab

Subject Reason Action Taken By
21412018 010 Open
210772018 006 Pending Approval

Searches (7

Mo searches are related to this Job Opening.
Notes

Mo notes have been added fo this Job Opening.

Add Mote

Attachments

Description Audience Updated Uploaded By

0555 pdf Public 1211172018 1:24PM

You can title and upload your

No Expenses have been added to this Job Opening. d ocu m e nts h e re

Add Expense

Save | gmReturn | {§}Recruiting Home | &3 Search Job Openings | #[F]Previous | 4[] Next | = Create New | EEClone | [g1Add Note | &5 Print Job Opening Top of Page
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Other Helpful Tips:
Toolkit for Hiring Managers

« Talent Acquisition Resources

> http://lwww.auqusta.edu/hr/talent-acquistion-management/tam.php
» Explanation of TAM responsibilities

> Follow link for TAM Resources for forms

 |nterview Toolkit for Managers

> http://lwww.auqusta.edu/hr/talent-acquistion-
management/documents/interviewing toolkit revision 02232017.
pdf

» Competency questions (page 15) can be used to develop
Interview guestions.
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http://www.augusta.edu/hr/talent-acquistion-management/tam.php
http://www.augusta.edu/hr/talent-acquistion-management/documents/interviewing_toolkit_revision_02232017.pdf

Who can help me if | have
guestions regarding these steps?

STAFF RECRUITMENT TEAM:

» Toneshia Rickerson 706-721-0964

» Jacob Usry 706-721-7369

» Lyne Gordon 706-721-8067

» Melanie Riney 706-721-2408

» Natasha Poleate 706-446-5127

» Dena Pickett 706-721-7905

FACULTY SUPPORT SERVICES TEAM:
» Heather Kennedy 706-721-8060

» Omar Forbes 706-721-2959
EXECUTIVE RECRUITMENT TEAM:

» Sharon Wingard/Carolyn Burns: 706-721-7203
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