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Introduction

This document provides the instructions for the use of Talent Acquisition within the State of Arizona’s unique staffing environment. This document is not a product-oriented guide for Talent Acquisition, but rather an instruction guide for how to complete specific tasks within State of Arizona’s recruitment process.

This document provides instructions for the traditional recruiter functions, such as sourcing and extending offers; as well as instructions for the hiring manager functions, such as create a requisition and route requisition for approval.  In addition, the processes using Talent Acquisition for direct hire, open-continuous and under-fill are also explained.  This document includes instructions for a pilot phase, in which recruiters will perform all functions.  The instructions for this pilot phase are indicated in the section title.
	LOGIN PROCESS


Login Process:
	1. Enter your Login Name and Password
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	2. Double-click the Recruiter icon
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	3. Click the Requisitions icon
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	The Requisition Dashboard will display:
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Standard Staffing Processes
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	CREATING A REQUISITION


Creating a Requisition


Who:

Recruiter
Triggering Events:

Received written/verbal authorization from Supervisor 

Prerequisites:

Personnel Liaison has all the necessary information about the job opening, verbally or in a document (i.e., PAF, PDQ)

Instructions / Guidelines:

Access the Create a Requisition function and supply information as directed:
	Step
	Field Name
	Action
	Additional Information

	1. 
	Requisition Dashboard
	Click the down-arrows [image: image4.png] scoaint
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 (next to Requisitions) 


	A drop-down menu will display.  

	2. 
	Drop-down Menu
	Select Create Requisition
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	A blank Job Requisition form will display.


Position Information 
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	Step
	Field Name
	Action
	Additional Information

	3. 
	Date Needed
	Enter today’s date using the  

“MM/DD/YYYY” format.
	You may also click on the Calendar icon to select the date OR type the letter “ t ” in this field, then press the tab key.  Today’s date will automatically be displayed.  

	4. 
	Confidential Requisition
	If the requisition is confidential, select this check box. 
	This will require customization to restrict access to confidential requisitions.  This option is not enabled.

	5. 
	Priority Requisition
	If the requisition is urgent, select this check box.
	All priority requisitions will appear as a featured job on the job board.  Note that this is feature is typically reserved for executive-level positions.

	6. 
	Position Code
	Click the arrow [image: image8.png]


.  The “Position Category” window will display.  Enter the position number into the “Short Description,” then press enter.  Once the position is displayed, click “Select.”
	You may also search for a position by entering the job title in the Description field.

	7. 
	Agency
	Leave this field blank.
	This field will auto-populate once you save the requisition.

	8. 
	Job
	Leave this field blank.  
	This field will auto-populate once you save the requisition.

	9. 
	Organization Unit
	Leave this field blank.  
	This field will auto-populate once you save the requisition.

	10. 
	Relationship To Organization
	Click on Arrow [image: image9.png]


, Relationships To Organization pop-up will display, choose an option, Click on Select
	i.e., A1, C1, etc.

	11. 
	Category
	Click on Arrow [image: image10.png]


, Position Category pop-up will display, select Category, Click Select
	This field is used to locate jobs on the job board.  Select the job category accordingly.  (i.e., Administrative, Education, Protective Services, etc.)

	12. 
	Work Type
	Click on Arrow [image: image11.png]


, Work Types pop-up will display, choose an option, Click on Select
	Options:  FT or PT

	13. 
	Work Schedule
	Please select an option from the drop down menu.
	This field displays the position’s weekly work schedule (i.e., 8 HR, M-F)

	14. 
	Shift
	Please input shift 1, 2, 3
	1 = First Shift or Days

2 = Second Shift or Swing

3 = Third Shift or Graveyard

	15. 
	Standard Hours
	Enter the standard bi-weekly hours for the position.
	i.e., 80 for full-time; 40 for half-time, etc.

	16. 
	Pay Rate
	Enter the pay rate for this position and the select USD for the currency type, if not pre-populated. 
	You may enter the hourly or annual rate.  Note that this pay rate is NOT the rate that will be posted to the job board.

	17. 
	Pay Rate Type
	Select an option from the drop down menu accordingly.  
	Hourly, Annual or Monthly.

	18. 
	FTE
	Enter the FTE count for the position.  
	1.0 for full-time

0.75 for ¾ time
0.5 for ½ time
0.25 for ¼ time

	19. 
	Bonus
	Leave this filed blank, unless you have approval from management to enter an amount.
	

	20. 
	Other Compensation Info
	Leave this filed blank, unless you have approval from management to enter an amount.
	

	21. 
	# Of Openings
	Enter the number of openings for this requisition.
	If you are filling more than on position, you may include additional position numbers as an attachment.  

	22. 
	Reason for Opening
	Select reason for opening from the drop down menu.
	i.e., NEW REQUISITION

	23. 
	Travel Required
	Enter a short description in this filed.
	i.e., In-State travel required 10% of the time.

	24. 
	# Filled
	Leave this field blank.
	This field will auto-populate once the position is filled.

	25. 
	Detailed Reason For Openings
	Enter a description in this field.
	i.e., New position established; Position became vacant due to resignation, retirement, etc.

	26. 
	# Remaining
	Leave this field blank.
	

	27. 
	Budgeted
	Select this check box if the position is budgeted.
	

	28. 
	Direct Hire
	If the position is approved for Direct Hire, select “Yes.”  
	Select “No” if the position will follow the standard competitive recruitment process.

	29. 
	Open Continuous
	Select Yes, if the position will be posted as Open Continuous. Otherwise, select “No.”
	

	30. 
	Hiring Manager
	Enter the EIN for the Direct Supervisor for the position.
	You may also click the arrow and search by name.

	31. 
	HR Contact
	This field will be auto-filled with the HR Liaison’s EIN.
	If not appearing, enter the EIN of the HR Liaison.  You may also click the arrow and search by name.

	32. 
	Recruiter
	Enter the EIN for the Recruiter that will be assigned to the recruitment.
	You may also click the arrow and search by name.

	33. 
	Alternate Recruiter
	Enter the EIN of the Alternate Recruiter that will be assigned to the recruitment.
	This field will be utilized for the back-up Recruiter.  

You may also click the arrow and search by name.

	34. 
	Approver 1
	Enter the EIN for Approver 1.
	You may also click the arrow and search by name.

	35. 
	Approver 2
	Enter the EIN for Approver 2.
	You may also click the arrow and search by name.

	36. 
	Approver 3
	Enter the EIN for Approver 3.
	You may also click the arrow and search by name.

	37. 
	Screening Category
	Select the required pre-employment requirement(s) for the position.
	i.e., Background, Fingerprint, Drug Test, Physical Exam, etc.

	38. 
	Quality of Candidates
	Leave this field blank.
	The Hiring Manager will use this field after the recruitment is complete to rate the quality of candidates.

	39. 
	Quality of Employment Service
	Leave this field blank.
	The Hiring Manager will use this field after the recruitment is complete to rate the quality of employment service. Optional.

	40. 
	“Save” Icon
	Click the save icon [image: image12.png]


 located on the blue toolbar.
	This will save the requisition as a draft and issue an auto-generated requisition number.


	ADDING AN ATTACHMENT


- Adding An Attachment
Note:  Your requisition must be SAVED before you can add an attachment.

[image: image13.png]8 sdonint

G TEACHER
® a6

Status Draft Date Needed Open Date -

O Confidential Requisition (7 priority Requisition

Position And Job Details |  Notes:0 |

Attachments: 0 |

Total Days Open -

Expenses: 0.00

-
Requisition n
Responsibilities “Position Code

Agency
Job.

Organization Unit

Relationship To Organization
Work Type
‘Work Schedule
Standard Hours
Underfill Position
Pay Rate
Pay Rate Type
FTE
Bonus
Opening Information
#Of Openings
# Filled

# Remaining

[Rocoormssmae ] [CoRRLEDUC PROG TEACHER

| [oepr or comrecrions

ACV38671
105 | DCSTP--DC-STATE OF AZ

(I
(I -]

] other compensation Info |

1 Reason For Opening | +] Travel Required |

Detailed Reason For Opening

Osudgeted





	Step
	Field Name
	Action
	Additional Information

	1. 
	Attachments Link
	Click the Attachments link to add documenation associated with the requisition. 
	i.e., Justification To Fill, Approved list of additional positions to fill with this requisition, etc.
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	Step
	Field Name
	Action
	Additional Information

	2. 
	Actions
	Click the Actions menu, then select Create.
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	Step
	Field Name
	Action
	Additional Information

	3. 
	Type of Attachment
	Select the appropriate attatchment type.
	i.e., Budget Analysis, Credential/Certificate, Interview Questions, License, Other, etc.
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	Step
	Field Name
	Action
	Additional Information

	4. 
	File
	Click Browse, navigate to the file you want to attach and double-click the file.
	

	5. 
	Save 
	Click Save [image: image18.png]


.
	

	6. 
	Close 
	Click the [image: image19.png]


 on the blue bar to close this window.
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	Step
	Field Name
	Action
	Additional Information

	7. 
	Close
	Click the [image: image21.png]


 in blue toolbar to close this window.
	


CRE
ATING A REQUISITION

	ADDING NOTES TO REQUISITIONS


- Adding Notes To Requisitions
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Notes
	Click the Notes link.
	This field is optional.
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	Step
	Field Name
	Action
	Additional Information

	2. 
	Actions Menu
	Click the Actions menu, then click Create.
	This field is optional.
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	Step
	Field Name
	Action
	Additional Information

	3. 
	Note Form
	Type the note description and text.
	

	4. 
	Save
	Click save [image: image25.png]


 and click the [image: image26.png]


 on the blue toolbar to close the window.
	


ADDING NOTES TO REQUISITIONS
ADDING NOTES TO REQUISITIONS
	ROUTING REQUISITIONS FOR APPROVAL


Routing Requisitions for Approval
Who:

HR Liaison or Recruiter
Triggering Events:

The requisition has been thoroughly completed to include any required attachments/requisition notes.
Prerequisites:

Requisition has been saved as a Draft.
Instructions / Guidelines:
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Responsibilities Bookmark
	Leave blank.
	

	2. 
	Actions 
	Click on Actions.
	A drop-down will display.

	3. 
	Request Approval
	Select Request Approval if this requisition requires an approval process.  If no approval is required, skip this step and go to step 58 (Manual Approve).
	This action triggers an email to the Approver that they have a pending action in their Inbasket.  

The approver will have the ability to review, edit and/or approve/return the requisition.

The requisition will remain in Approval Requested status until the last approver approves the requisition.  After final approval, the requisition will be in Pending Status.

	4. 
	Manual Approve
	Select Manual Approve if an approval process is not required.
	


REQUISITION

	PRINTING A REQUISITION


Printing A Requisition
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Options Menu
	Click the Options menu and select Print To File.
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	2. 
	Orientation
	Select preferred page orientation.
	Portrait or Landscape

	3. 
	Print
	Click the Print button.
	A PDF version of the requisition will display.  Print or Save accordingly.


REQUISITION

	PROCESS A PENDING REQUISITION


Process a Pending Requisition 

Who:

Recruiter
Triggering Events:
You have received an email notifying you that approval process is complete.
Prerequisites:
The requisition approval process is complete.  Your role is to open and process an approved requisition.  

Instructions / Guidelines:
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Requisition
	Double-click to open pending requisition.
	You may also use the search field to locate by Job ID.
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	Step
	Field Name
	Action
	Additional Information

	2. 
	Description Tab
	Click the Description Tab to create your job announcement.
	

	3. 
	Job Posting Template
	Leave blank.
	

	4. 
	Position Description
	Enter the job description for the position.

	The job description must include the KSAs (knowledge, skills and abilities).  

Tip:  You have the capability to change font, font size, color, center text, add a hyperlinks, etc.  Make sure to adhere to your agency’s announcement format, as applicable. 

	5. 
	Position Description
	Include Preference Points for Veterans and Disability (external postings only):

· Pref1

· Pref2

· Pref3

· Pref4


	Preference Points for Veterans and Disability:  A.R.S. 38-492 requires that we provide preference points to candidates with qualified veterans and/or disability statuses.  Every external requisition must include veterans and disability skills in the job description area (Pref1, Pref2, Pref3, Pref4).  This applies to both covered and uncovered recruitments.

	6. 
	Position Description
	Creating a Hyperlink
	Highlight the word that will become the link.  Click on the “Globe” [image: image32.png]1y,
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 in the Position Description toolbar. Hyperlink Properties dialog box appears.  Type in full link name starting with the “https://” portion under the URL field.  Leave all other boxes blank.  Click OK, the highlighted word will turn blue and underline.

	7. 
	Save
	Click the Save button.
	


	ADDING SCREENING QUESTIONS TO A REQUISITION


- Adding Screening Questions to a Requisition
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Questions Tab (Optional)
	Click Actions, and select the type of question you want to define.
	Question Types:

· Yes / No 
· Yes / No Text

· Short Text Question

· Long Text Question

· List Question (multiple choice)
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	Step
	Field Name
	Action
	Additional Information

	2. 
	Enter The Question
	Enter the question exactly how you want it to appear on the job board.
	

	3. 
	Is A Response Required?
	Select Yes or No,
	If you select Yes, the applicant will be required to respond to the question before applying to the job posting.

	4. 
	Use for Internal, External, Or Both?
	Select Internal, External or Both.
	

	5. 
	Include in Online Application?
	Select Yes or No.
	If you select Yes, the question and response will be included in the Online Application.

	6. 
	Is This a Screen Out Question?
	Select Yes or No.
	If you select Yes, the applicant will automatically be moved to the Screened Out tab if they do not respond with the preferred answer.

	7. 
	Select The Preferred Answer
	Select Yes or No.
	Use this field as the preferred answer to item #12 (Is This A Screen Out Question).

	8. 
	Save
	Click Save [image: image36.png]


.
	

	9. 
	Close
	Click the [image: image37.png]


 to close this window.
	


ITION
	POSTING A REQUISITION TO JOB BOARD


Post Requisition to Job Board

Before you post to the Job Board the requisition status must be changed to OPEN.

	Step
	Field Name
	Action
	Additional Information

	1. 
	Actions
	Click the Actions menu, then select Open.
	The requisition status will change to Open.
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	Step
	Field Name
	Action
	Additional Information

	2. 
	Postings Tab
	Click the Posting tab.
	

	3. 
	Actions
	Click the Actions menu, then click Create.
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	Step
	Field Name
	Action
	Additional Information

	4. 
	Job Board
	Select External or Internal Job Board.
	

	5. 
	Posting Begin Date
	Enter the job posting begin date. 
	This is the date the job posting will open.  

If you enter a future date, the job posting will automatically post on the specified date.

	6. 
	Posting End Date
	Enter the job posting end date.
	This is the date the job posting will end.
The posting will automatically be removed from the job board at midnight on the specified date.

	7. 
	Category
	This field defaults from the position information.  
	

	8. 
	Sub Category
	Leave this field blank.
	Do not use.

	9. 
	Minimum Salary
	Enter the minimum salary for this position.  
	Hourly or Annual.

	10. 
	Maximum Salary
	Enter the maximum salary for this position.
	Hourly or Annual

	11. 
	Currency Field
	Select USD in the field next to the Maximum Salary field.
	USD = United States Dollars

	12. 
	Location
	This field defaults from the position information.
	This field displays the city where the position is physically assigned.

	13. 
	Title
	Enter the job title using ALL CAPS and spelling out the entire title.  
	Do not use abbreviations.
This is the title that will display on the job board.

You may enter a working title to better describe the position, as needed.

	14. 
	Description
	Review the description before posting.  You may make any changes to the description at this time.
	

	15. 
	Save
	Click the Save icon [image: image40.png]


. 
	

	16. 
	Actions
	Click the Actions menu, then select Post.
	The requisition status will change to Posting live.

	17. 
	Job Posting URL
	You may copy and paste the URL and emailed to applicants.
	See example below.
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	EMAIL HIRING MANAGER (Hiring Authority)


Email Hiring Manager (Optional)
Your position has been posted to the job board.  Your next step is to send an email reminder to the Hiring Manager advising them to reserve some time to conduct interviews.  You can also advise them of an approximate date they can expect to receive a list of candidates. 
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	Step
	Field Name
	Action
	Additional Information

	18. 
	Actions
	Click the Actions menu, then select Email Hiring Manager.
	An email window will display.
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	Step
	Field Name
	Action
	Additional Information

	19. 
	Description
	Defaults to Job Title.  
	

	20. 
	Organization Unit
	Defaults from requisition information.  Do not change.
	

	21. 
	Hiring Manager
	Defaults from requisition information. Do not change.
	

	22. 
	HR Contact
	Defaults from requisition information. Do not change.
	

	23. 
	Recruiter
	Defaults from requisition information. Do not change.
	

	24. 
	Send HM CBT Training Info
	This box should be unchecked.
	

	25. 
	Notify HM To Prepare For Interview
	This box should be checked.
	By checking this box, the Hiring Manager will receive a standard email.

	26. 
	Send HM Hire List Info
	This box should be unchecked.
	

	27. 
	Additional Info
	Enter additional information included in the email to the Hiring Manager.
	You may enter additional information accordingly, otherwise only the standard verbiage will be seen by the Hiring Manager.

	28. 
	Submit
	Click the Submit button to send email.
	



- Example of email notification: 
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	REVIEW APPLICANTS FOR QUALIFICATION


Review Applicants for Qualification
It is the Recruiter’s responsibility to review each candidate to determine qualification for the position, based on the knowledge, skills and abilities evident in the applicant’s resume or profile.  
Note:  Be sure to follow timeframes established by your agency.  
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Requistion
	Click the requistion once.
	A series of tabs will appear on your screen.  

	2. 
	All Tab
	Click the All tab to view individuals that applied for the position. 
	

	3. 
	Applicant Name
	Double-click on the applicant’s name.  
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	Step
	Field Name
	Action
	Additional Information

	4. 
	Resume
	Click the Resume link.
	The applicant’s resume will open.  The Recruiter will review the resume to determine if the candidate meets the KSAs of the position and enter a disposition.


Disposition Applicants
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	Step
	Field Name
	Action
	Additional Information

	5. 
	Applicant Names
	Right click on the applicants name.  
	A drop-down menu will display listing several options.

	6. 
	Send To Hiring Manager
	If the applicant meets the KSAs for the position, select Send To Hiring Manager.
	This will move the applicant’s profile to the Hiring Manager Review tab.

	7. 
	Disposition Candidate
	If the applicant does not meet the KSAs for the position, select Disposition Candidate.
	A pop-up window will display.
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	Step
	Field Name
	Action
	Additional Information

	8. 
	Arrow [image: image49.png]



	Click the arrow.  
	A pop-up menu will display disposition reasons.
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	Step
	Field Name
	Action
	Additional Information

	9. 
	Disposition Reason
	Select Recruiter Review – No Interest if applicant does not meet the KSAs for the position.
	Applicants will be moved to the Disposition tab


	CREATING AN APPLICATION FOR EMPLOYMENT


Creating An Application for Employment

Who:

Recruiter
Triggering Events:

A candidate has submitted their resume for review.
Prerequisites:

Personnel Liaison has all the necessary information about the job opening, verbally or in a document (i.e., PAF, PDQ)

Instructions / Guidelines:
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Actions Menu
	From the Actions menu, click Create Hire Paperwork
	

	2. 
	Hire Paperwork Template
	Select Application, then click OK
	

	3. 
	Attachments Link
	Click the Attachments link
	

	4. 
	Hire Paperwork
	Double click 
	

	5. 
	Drop Down Arrow
	Click drop down arrow, then choose Open.
	Application for Employment will display.
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	EMAIL HIRING MANAGER – CANDIDATES READY FOR REVIEW 


Email to Hiring Manager and HR Liaison - Candidates Ready For Review.


Once the Recruiter has determined that the applicants meet the KSAs of the position, an email notification must be triggered to notify the Hiring Manager and HR Liaison that candidates are ready for review.
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	Step
	Field Name
	Action
	Additional Information

	10. 
	Arrow
	Click the Arrow [image: image61.png]


 and select Email Hiring Manager.
	An email window will display.
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	Step
	Field Name
	Action
	Additional Information

	11. 
	Description
	Defaults to Job Title.  
	

	12. 
	Organization Unit
	Defaults from requisition information.  Do not change.
	

	13. 
	Hiring Manager
	Defaults from requisition information. Do not change.
	

	14. 
	HR Contact
	Defaults from requisition information. Do not change.
	

	15. 
	Recruiter
	Defaults from requisition information. Do not change.
	

	16. 
	Send HM CBT Training Info
	This box should be unchecked.
	

	17. 
	Notify HM To Prepare For Interview
	This box should be unchecked.
	

	18. 
	Send HM Hire List Info
	This box should be checked.
	By checking this box, the Hiring Manager and HR Liaison will receive a standard email advising that the candidate list is ready to review. 

	19. 
	Additional Info
	Enter additional information included in the email to the Hiring Manager.
	You may enter additional information accordingly, otherwise only the standard verbiage will be seen by the Hiring Manager.

	20. 
	Submit
	Click the Submit button to send email.
	


	ROUTE OFFER FOR APPROVAL


Route Selected Candidate Offer For Hire Approval 

The Offer process is optional, depending on your agency’s business process.  If your agency requires an approval process before extending an official job offer, follow the steps below.  Otherwise, right-click the candidate’s name, and select Move to Hire.  You may move ahead to Request to Hire and follow the process.

Triggering Action:  The Hiring Manager (or HR Liaison) has initiated the Recommend Offer action in Talent Acquisition.  This action generates an email to the Recruiter that a candidate has been selected.  The selected candidate will appear in the Offer tab.
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Candidate Name
	Right-click on the candidate’s name.
	A drop-down menu will display.

	2. 
	Define Offer
	Select Define Offer.
	A pop-up window will display.
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3| Effective Date Enter today's date

7| Reason ‘Click the arrow, choose Offer, then

clickthe Select button

5__| Candidate Name No action required This field s auto-filed

6| Offer Staws "No action required This field is auto-filed

7__| Offer Letter Template | Leave this field blank Do notuse

5| Title "No action required This field is auto-filed

5[ Recruiter "No action required This field is auto-filed

0| Reports To "No action required This field is auto-filled_You may
comectthis field, if necessary

1_| Organization Unit o action required This field is auto-filed

12| Location "No action required This field is auto-filed

3| Work Type "No action required This field is auto-filed

14| Professional Category | Leave this field blank Do notuse

5| Legal Entity Leave this field blank. Donotuse

6| Offer Approver 1 Enter the EIN for Offer Approver 1. | You may also Click the amow

and search by name
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	Step
	Field Name
	Action
	Additional Information

	3. 
	Effective Date
	Enter today’s date.
	

	4. 
	Reason
	Click the arrow, choose Offer, then click the Select button.
	

	5. 
	Candidate Name
	No action required.  
	This field is auto-filled.

	6. 
	Offer Status
	No action required.
	This field is auto-filled.

	7. 
	Title
	No action required.
	This field is auto-filled.

	8. 
	Recruiter
	No action required.
	This field is auto-filled.

	9. 
	Reports To
	No action required.
	This field is auto-filled.  You may correct this field, if necessary.

	10. 
	Organization Unit
	No action required.
	This field is auto-filled. 

	11. 
	Location
	No action required.
	This field is auto-filled.

	12. 
	Work Type
	No action required.
	This field is auto-filled. 

	13. 
	Offer Approver 1
	Enter the EIN for Offer Approver 1.
	You may also click the arrow and search by name.

	14. 
	Offer Approver 2
	Enter the EIN for Offer Approver 2.
	You may also click the arrow and search by name.

	15. 
	Offer Approver 3
	Enter the EIN for Offer Approver 3.
	You may also click the arrow and search by name.

	16. 
	Offer Date
	Enter Offer Date, if known.
	If your agency requires the Offer Approval process is completed before you can determine the Offer Date, leave this field blank.

	17. 
	Offer Deadline Date
	Enter Offer Deadline Date, if known.
	If your agency requires the Offer Approval process is completed before you can determine the Offer Deadline Date, leave this field blank.

	18. 
	Employment Start Date
	Enter Employment Start Date, if known.
	If your agency requires the Offer Approval process is completed before you can determine the Employment Start Date, leave this field blank.

	19. 
	Date of First Pay
	Enter Date of First Pay, if known.
	If your agency requires the Offer Approval process is completed before you can determine the Date of First Pay, leave this field blank.

	20. 
	Salary
	Enter the Salary being requested for the candidate.
	NOTE:  This field is auto-filled from the requisition.  Make corrections to this field, if necessary.

	21. 
	Frequency
	Click the drop-down menu, then select the Frequency.
	Options:
· Hourly

· Weekly

· Bi-Weekly

· Monthly

· Annual

	22. 
	Salary Type
	Click the drop-down menu, then select the Salary Type.
	Options:

· Hourly

· Annual

· Monthly

	23. 
	Bonus
	Enter Bonus amount, if applicable.
	Leave this field blank if a bonus is not approved for the position.

	24. 
	Currency Code
	No action required.
	Leave this field blank.

	25. 
	Frequency
	No action required.
	Leave this field blank.

	26. 
	Monthly Incentive Bonus Annualized
	No action required.
	Leave this field blank.

	27. 
	Currency Code
	No action required.
	Leave this field blank.

	28. 
	Trial Period
	No action required.
	Leave this field blank.

	29. 
	Type of Attachment
	Click the arrow, a pop-up menu will display.
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	Step
	Field Name
	Action
	Additional Information

	30. 
	Job Requistion
	No action required.
	This field is auto-filled.

	31. 
	Type of Attachment
	Click the arrow, then select the Type of Attachment.
	

	32. 
	File
	Click the [image: image68.png]Browse.



 button, then navigate to the file you want to attach and double-click the file.
	The attachment can include the candidate’s resume, salary reports, justification statement, etc.

To attach additional documents, repeat steps 33 – 36.

	33. 
	Comments
	Enter comments to Approver(s).
	

	34. 
	Submit
	Click the Submit button to start the Offer Approval routing process.
	The Approver will receive the Request For Offer Approval via email.  The email will instruct the Approver to check their Inbasket to review the Offer.


- Example of email notification to Approvers:
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From: HRAdmin@azdoa.gov

Tor Cone Magalanes

« Cone Magalanes; Conrie Magallanes; Conrie Magalanes
Subject: _First Approver for offer to INDEPENDENCE DAY, CLERICAL POOL

Sent:  Fri7/27/20128:32 AM

Dear CONNIE MAGALLANES,

Position: CLERICAL POOL
Requistion #: 164

Recruiter: CONNIE MAGALLANES

HR Contact: CONNIE MAGALLANES
Hiring Manager: CONNIE MAGALLANES

Please log into the Inbasket to take the appropriate action.
Thank You.

Approvers
Level 1 - CONNIE MAGALLANES
Level2-
Level3 -

Y&

CONNIE MAGALLANES created an offer for Candidate 10959 INDEPENDENCE DAY for your approval.

@ See more sbout: HRAdmin@szdosgov.




















Candidate Accepts Offer

This Accept Offer action is optional depending on your agency’s business process.  Once the Offer has been approved and the candidate has accepted, the Recruiter will update the record accordingly.
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	Step
	Field Name
	Action
	Additional Information

	1. 
	Candidate Name
	Right-click the Candidate’s Name, then select Accept Offer.
	A pop-up window will display.
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	Step
	Field Name
	Action
	Additional Information

	2. 
	Acceptance Date
	Enter the Acceptance Date for the candidate.
	

	3. 
	OK
	Click the OK button.
	The Offer Status will change to Accepted.

	4. 
	Candidate Name
	Right-click the candidiate’s name. 
	A drop-down menu will display.

	5. 
	Drop-down Menu
	Select Move To Hire.
	The candidate will move to the Hire tab.



[image: image72.png][

Screen:0

Hiring Manager Review: 0 | Qualify:0 | Offer:1 \_on Board:0 | Hire:0

¥ Candidates For CLERICAL POOL

#164 - CLERICA...
Location: ADMAPHO.
Hiring Manager: CO.
Status: Filled

#163 - PROG PR...
Location: PAYROLL
Hiting Manager: KL
Status: Pending

4162 - CORRL...
Location: DCPMTUC.
Hiring Manager:
Status: Open

#161 - INFORM...
Location: ADMAPHO.
Hiring Manager: CO.
Status: Filled

#160 - CORRLO...
Location: DCPNFLOO.
Liring Manager DE

 Offer | Offer
Date |[Status

|

Update
Calculate Fit

Create Hire Paperwork

Attach Candidate To Another Requisition
Move To Screening

Send Online Interview To Candidate

Send To Hiring Manager

Send Request For References To Candidate
Assign Screening Packages

Disposition Candidate

on Board

Define Offer

Decline Offer

Rescind Offer

Move To Hire

Delete Record

Delete

View Audit Log

View Full Audit Log

Options

Related






[image: image73.png]screen:0 | Hiring Manager Review: 0 | Qualify:0 | Offer:0 | OnBoard:0 | Hire:1

Keyword [

sobm [

staus [ ]

ot | INDEPENDENC..  000% 2. Hre | Etemal EVPLOVE. 072 0772

)
[
vieing . [}



 

	Step
	Field Name
	Action
	Additional Information

	1. 
	Hire Tab
	Click on the Hire tab.
	

	2. 
	Candidate Name
	Right-click on the candidate’s name, then select Hire.
	The Request to Hire pop-up window will display.
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	REQUEST TO HIRE ACTION


Completing the Request To Hire:
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	Step
	Field Name
	Action
	Additional Information

	3. 
	Enter Today’s Date
	Enter the today’s date.
	

	4. 
	Reason
	Click the arrow [image: image79.png]


, select the appropriate reason, and then click the Select button.
	Options:

· New Hire

· Rehire

	5. 
	Employment ID
	If Rehire, click the arrow [image: image80.png]


, search for candidate, then click the Select button.
	If a New Hire, leave field blank.

	6. 
	Work Assignment Option
	Click the drop-down arrow [image: image81.png]


, select Create New Work Assignment.
	Do not use Update First Work Assignment.

	7. 
	Title
	Enter Mr., Mrs., Ms., or leave blank if unknown.
	

	8. 
	First Name
	No action required.
	This field is auto-filled.

	9. 
	Middle Name
	No action required.
	This field is auto-filled.

	10. 
	Last Name
	No action required.
	This field is auto-filled.

	11. 
	Preferred First Name
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	12. 
	Preferred Last Name
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	13. 
	Home Country
	Click the arrow [image: image82.png]


, choose U.S., and then click the Select button.
	

	14. 
	Signed Application on file
	Check if the State Application has been signed by candidate. 
	This is a required step in the process.

	15. 
	Source
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	16. 
	Specific Source
	No action required.
	Leave field blank.

	17. 
	Referring Source
	No action required.
	Leave field blank.

	18. 
	SS# - Use numbers only
	Enter the candidate’s Social Security Number (no dashes).
	

	19. 
	Birthdate
	Enter the candidate’s birthdate.
	If not known, leave blank.

	20. 
	Gender
	Click the drop-down arrow [image: image83.png]


, and then select the appropriate option.
	

	21. 
	Marital Status
	Click the drop-down arrow [image: image84.png]


, and then select the appropriate option.
	If not known, leave blank.

	22. 
	Start Date
	Enter the candidate’s Hire Date.
	

	23. 
	Adjusted Start Date
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	24. 
	First Date Worked
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	25. 
	Anniversary Date
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	26. 
	Seniority Date
	Enter the same date as Start Date Field.
	If not a new hire, this field will need to be corrected by HR Operations staff.

	27. 
	Position
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	28. 
	Job
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	29. 
	Organization Unit
	No action required.
	Leave field blank.

	30. 
	Location
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	31. 
	Work Schedule
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	32. 
	Shift
	Select the appropriate shift.
	1, 2, or 3. Optional field.

	33. 
	Pay Rate
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	34. 
	Pay Rate Currency
	Select USD.
	

	35. 
	Pay Rate Type
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	36. 
	Pay Frequency
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	37. 
	Full Time Equivalent
	No action required.
	This field is auto-filled. 

	38. 
	Full Time Annual Hours
	No action required.
	This field is auto-filled. 

	39. 
	Country 
	Select US.
	

	40. 
	Street Address
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	41. 
	City
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	42. 
	State/Province
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	43. 
	Post Code
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	44. 
	County/District
	No action required.
	This field is auto-filled.  Correct this field, if necessary.

	45. 
	Email Address
	Required if using Onboard AZ.
	This field is auto-filled.  Correct this field, if necessary. Can be optional/removed if not using Onboard AZ.

	46. 
	Preferred Email Contact
	Check the box to select this option.
	

	47. 
	Used As Work Email
	Check the box to select this option.
	If not applicable, leave blank.

	48. 
	Submit Button
	Click the Submit button.
	This action will trigger an email to your HRIS staff to complete the hire process.  Note:  If this is a new hire, the EIN is generated with this step.

	49. 
	
	
	

	50. 
	
	
	

	51. 
	
	
	


	EMAIL DENIAL TO CANIDATES NOT SELECTED


Email Denial Letter to Candidates Not Selected

[image: image85.png]Keyword | |

screen:0 | Hiring Manager Review: 0 | Qualify:0 | Offer:1 | OnBoard:0 | Hire:0

Job [ |

saus [ )

ez | ]

- | ]

#164 - CLERICAL POOL

Audrey Trujillo 000% 07/26.. Disposition  External | EMPLOYEE ... CAND DE.

testing system 000% 07/26.. Disposition External  EMPLOYEE ... HM REVIE







	Step
	Field Name
	Action
	Additional Information

	6. 
	Disposition Tab
	Click the Disposition tab.
	

	7. 
	Candidate Name
	Right-click the candidate’s name.
	A drop-down menu will display.
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	8. 
	Drop-down Menu
	Select Open.
	The Candidate’s profile will display.
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	Step
	Field Name
	Action
	Additional Information

	9. 
	Correspondence
	Click the Correspondence link.
	A pop-up window will display.
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	10. 
	Email Template
	Click the arrow.
	A pop-up window will display.
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	Step
	Field Name
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	11. 
	Recruiting Email Template
	Select Candidate Rejected.
	A pop-up window will display with email template.
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	12. 
	Next Button
	Click the Next button.
	A pop-up window will display.
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	Step
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	13. 
	Send Button
	Click the Send button.
	This triggers an email to the candidate.

	14. 
	Exit Button
	Click the Exit button.
	


Select Create Hire Paperwork





Click the Arrow





Click APPLICATION, then click the Select button





Click the OK button





Click the Attachments link





Double-click the Hire Paperwork File





Select Open to view Application for Employment
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