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Introduction

The steps that are taken to move candidates through Review 8

the recruiting business processes in Workday are P B
collectively known as the Job Application Process. It

begins after the Job Requisition has been created Pre-Screening 0

and candidates have applied for the position. It

generally ends with one candidate being moved into
Ready for Hire and the remaining candidates being Assessment 0
dispositioned.

This guide is intended to help the following
departmental positions move candidates through the
process as required by UAF:

Interview 0

e Recruiting Coordinator for Job Requisition Reference Check 0
e Hiring Manager
e Search Committee Member/Chair Offer 0
Background Check 0
Ready for Hire 0
By UNIVERSITY OF 3
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The list on the left shows the various stages of the UAF Job Application Process. Take a moment to compare it to the
illustration on the right of the Candidates by Active Stage as shown in Workday. Notice that the UAF process doesn’t
exactly mirror the Workday flow, but it does include each stage in the flow. Workday has some flexibility built in,
which allows each department to work through the process in the manner best suited for their needs.

UAF Job Application Process Candidates by Active Stage

Initial Review
e Review of Applicant Material Review 0
e Pre-Screening

EO Review Pre-Screening 0
e Recruitment Analysis Review (RAR)*

e OEOC Review (RAR) Completion PR
Interview

e Schedule Interview Interview 0

e Rate Interview

Offer Reference Check 0
o Offer Letter

e Reference Check
e Background Check

Background Check 0

e Acceptance/Renegotiation

e Ready for Hire Ready for Hire 0

*Not Required for Extra Help/Hourly, Graduate Students, Workstudy
or Hourly Faculty
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When a candidate has applied for a job that has been posted for UAF, their materials become available
for initial review. The Recruiting Coordinator for Job Requisition, Recruiter for Job Requisition (Central

HR), Hiring Manager and Search Committee members can access candidate materials through the Job
Requisition for the Initial Review.

Initial Review

Review Candidate Materials - -

1. Type the Job Requisition number directly into the B KR CANSAS Q R0006667 ® o
Search Bar.

TIP: Employment Coordinators and Recruiting
Coordinators for Job Requisition have recruiting
applications they can also use.

Search Results

Categories Search Results 1 items
2. Click on the Job Requisition link. Common Al of Workday
3. Don't forget to select “All of Workday” for your Search Assets QROOO%W Assistant Director (Open) = Job Requisiton
| Open)

e
Catego ry. Drive ™~ RO006667 Assi

istant Director (Open)

Expenses Tip: try selecting another category from the left to see other results

— e e e e — et

B ARICANSAS e( Q R0006807] ® )
Student

Tasks and Reports

A\ WORKDAY TRARE= )

This version of Workday is for practice & testing only. The trans

Welcome, Kierstin Michelle Bible

Announcements
3 items
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Q R0006807

R0006807 Communication Specialist (Open) (-

Recruiting Start Date  10/20/2021 - 5 days ago

Target Hire Date 11/08/2021 - 14 days to go

Primary Location University of Arkansas, Fayetteville

Overview | Candid‘ajieys. Details Organizations
Candidate Pipeline
Active Candidates 3 Referral 0 Internal 3 Inactive 0

Candidates by Active Stage

Review 3

Pre-Screening 0

Assessment 0

Interview 0

Qualifications

Sandy Thomas
Hiring Manager

a
I
5]

Miriam Burns
Recruiter

Jonnelle Colbert-Diaz
Recruiter

-

Job Postings

Candidates by Sourc

4.

Click on the Candidates tab.

5. Click directly on a candidate’s name to pull up

their Candidate Profile.

All Active Candidates Awaiting Action
Review Pre Assessment Interview Reference Check Offer
No Filters Applied .
o riers Apple Saved Filtq
3items Overview Contact Questions Experience Resume
. Arkansas
D s I Sfep/ - Awaiting Me Awalt!ng Veterans s Date Applied Current Title
Application Disposition Action Show
Preference
[] e Pamela Review Review 3 0 10/25/2021  Technical Assistant |
Martin
(Internal)
(C011156)
D ® Kara Review Review 3 0 10/25/2021  Instructional Designer |1
Newcomb
(Internal)
(C014743)
§i
| D ® Kierstin Review Review 3 0 10/25/2021  HCM/Workday Training Coordinator
Michelle
Bible
(Interi N N y
I | (C02555 Kierstin Michelle Bible (Internal) (C025554) - Not Yet Viewed

Decline Start Parallel Stage
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Use the Candidate Profile to review the
candidate’s materials. € 30f3 N

Initial Application

e First, ensure that the candidate meets @
the minimum qualifications for the

oy e
pos |t|0n_ Questionnaire  Primary Internal Questionnaire Respondent Kierstin Michelle Bible

e Second, decide whether the candidate RERSECIEEELE St
’ (Internal) (C025554)

Wi I I be i nVited tO i nte rVieW. For: R0006807 Communication Specialist 11 ftems e
(Chctions ) Question Answers
1
1
|
'

View Resume
1. TO VieW the resume’ Click On the i Will you now or in the future require sponsorship or other assistance to obtain No

employment authorization? (e.g., H-1B, J-1, 0-1, etc)?* If yes, please feel free to

@ Are you authorized to work indefinitely in the United States for any employer? Yes

explain,

. .
pa pe rCI I p u nder the Actlons button. Summary Have you ever been convicted of a crime (other than a minor traffic violation) or do you ~ No
have criminal charges currently pending? For positions involving care or supervision

You may See Other "n formaﬁon "n th "s Eriey :;rct:i!,d;:2(0;;:?]":;?? answer for all time periods. For all other positions, answer
itil i | therefc ffi d Ity of that I h tered with th I am femall
section, such as phone and email. Reiing ity | ertrs v r i e prat o poy Ut e e 1ol

. the following provisions of the Military Selective Service Act or Act 228 of the
Screening Arkansas General Assembly
H H 4 hat fall + her of the bel ?
VI ew Req u I re ph o na E Questionnaire Results Are you a person that falls within either of the below statuses? No
h - A person, surviving spouse who remains unmarried, or a spouse of a person who has

e e U St it e
To ensure you are seeing all

attachments you will need to look at the

Questionnaire Results section.

Attachments

Honorable or General by a Discharge Review Board, answer "yes'". If you received a
clemency disch

How has your experience prepared you to be effective in an inclusive environment that ~ TEST

values diversity, equity and inclusion?

Please upload cover letter/letter of application
Cover Letter - Dr. Kierstin Bible.pdf
Uploaded by Kierstin Michelle Bible 3 hours ago

2. Click on Questionnaire Results.

Comment t
Please upload names and contact information for at least three professional
references.

References - Dr. Kierstin Bible.pdf
Uploaded by Kierstin Michelle Bible 3 hours ago

3. Scroll down to the bottom of the page
to view other required and optional
documents that have been uploaded
by the candidate.

4. Click directly on the attachments to
open them.

PDF

Comment

If applicable, please upload proof of veterans document

4
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5. Use the up and down arrows on the top right to navigate between candidates.

6. The numbers on the top left indicate how many candidates there are, as well as which candidate you are currently
reviewing. It starts with the candidate that has most recently applied and goes in reverse chronological order.

< 1of3 0 e
O - - F Jobs Applied to
d a Ivid d 2 Job Application Details
D 6 ) 5
Job Requisition ~ R0006807 Communication Specialist (Open)
or: ROD0680 0 0 p
Location University of Arkansas, Fayetteville
Active Job Applications (1)
Date Applied 10/25/2021 10:33:54 AM
/0 Pamela Martin (Internal) - RO006807 Communication Review
Specialist (C011156) Source Internal - Current Worker
Location: University of Arkansas, Fayetteville | Date Applied
Re e 10/25/2021
Sandy Thomas
Review Hiring Manager
oo
a0 z .
Actions v .
4 ) Miriam Burns
Overvie | Recruiter
©  Recnating it < 20f3 e |
[o]

= Jobs Applied to
@ e 1 "

Active Job Applications (1)

© Kara Newcomb (Internal) - R0O006807 Communication
01474 Specialist (C014743)
Location: University of Arkansas, Fayetteville | Date Applied
or: RO006807 Co ation Specia 1012572021

Review

Revie

Actions ¥

Decline These Applications

Job Application Details

Job Requisition ~ R0006807 Communication Specialist (Open)

Location University of Arkansas, Fayetteville
Date Applied 10/25/2021 10:30:52 AM
Source Internal -> Current Worker

Sandy Thomas
Hiring Manager

y Miriam Burns
Recruiter

Jonnelle Colbert-Diaz
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The Hiring Manager and Recruiting Coordinator for Job Requisition have the option to bundle resumes and download
them for bulk review.

Bundle Resumes
1. Click on the Candidates (

Overview | Candidates Details Organizations Qualifications Job Postings
ta b. a

. . Candidates Candidate Attachments & Contact Information
2. Click on the Candidates
sub-tab.

3. Check the boxes for the 3
candidates whose resumes Review
you would like to bundle Sitems | A3 selected Overview  Contact  Questions  Experience  Resume
and download. Check the

L— |

All Active Candidates Awaiting Action

—
AL Sien Awaiting M Awaiting erk‘ansas No  ote Applied Current Titl Current C R s
box at the top to select all of Applmtn | leposton 7EEEEE AN patarane Show /PRI CuentTie
.
the Cand’dates. Pamg\a Review Review 3 0 10/25/2021  Technical Assistant | University of Arkansas System Cover I@ternal -
:\I/Iarlm N Letter.pdf
nternal

4. Click on the three buttons coms9 By cesomep
at the bottom Of the page e Exmmb Rt Review 3 0 10/25/2021  Instructional Designer || Kara Ifternal -

Newcomb -
(Internal) Cover

(“ M o re”) . (C014743) Letter.pdf

. @ zzrwacombr
5. Click on Bundle Resumes.

Kierstin Review Review 3 0 10/25/2021  HCM/Workday Training Coordinator University of Arkansas System Cover If§ternal -
Michelle Letter - Dr.
I(iib\e Kierstin
Internal) Bible.pdf
(C025554)

& Dr. Kierstin
Bible -

Resume.pdf
| ¥
| Bundle Resumes

=

Invite to Apply
Move to Another Job Requisition

Decline Start Parallel Stage |
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Bundle Resumes

The bundle will include DOC, DOCX, PDF, or TXT file types only.

Valid Resume Attachments 3 items

Candidate ID

Job Applicatior

Pamela Martin (Inte

nal) (C011156) €011156

Kara Newcomb (Internal) (C014743) €014743

in Michelle Bible (Internal) (C025554)

Cancel

eeeee

Process will finish in background °

The Bundle Resumes process is cor

mpleting in the background and will be av:

ailable in My Reports upon completion

6. Click OK.

7. You will see a pop-up message about the process
finishing in the background.

8. Click Done.
9. Click on the Notifications icon.

10. Click on the Notification Item “Your file is now
available in My Reports.”

11. Click on My Reports to view the PDF of the bundled
resumes.

TIP: You can also access the bundled resumes through
the Reports application from your home page.

-

UNIVERSITY OF
g RKANSA

Notifications

Viewing: All ~ Sort By: Newest ~

v

@ From Last 30 Days
Your file is now available in My Reports.

Your file is now available in My Reports.
4 minute(s) ago

\

Q R0006807

Your file is now available in My Reports.

4 minute(s) ago

Your file is now available in My Reports.

L)

Applications
20 items

1]
5 9 .
=: | | @ b
HCM Audit Dashboards Processes Directory
Reports & Quick Awaiting Me
Reference Guides
= 2
Q © =: @
Team Time Reports@ Hiring Learning

10
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Hiring Managers, the Recruiting Coordinator for Job Requisition and Search Committee members now have the option
to access a specialized report on the Candidate Grid allowing them to view all candidates, their information and
materials in one place. This will allow you to view the attachments that were specifically requested by the department

in the job requisition, without having to scroll through each Candidate Profile.

Candidate Attachments & Contact Information
1. Click on the Candidates tab in the Job Requisition.

Scroll to the right to view Department Requested Attachments.
Scroll up/down to view all candidates.

AR S A

Click on any attachment to view and/or download it.
NOTE: This does not allow you to bulk download.

Click on the Candidate Attachments & Contact Information sub-tab.

Details Organizations Qualifications Job Postings

Over\ﬁ(}andidates

Candidates I Candidate Attachments & Contact Information

6 items a

Job Requisition Created On Full Name Current Job Title Email Phone Number  Candidate City gg:r:ry/ postel
R0006807 Communication 10/25/2021 Kierstin Michelle Bible HCM/Workday Training 4797870873 Us /72701
Specialist (Open) Coordinator

R0006807 Communication 10/25/2021 Kara Newcomb Instructional Designer Il 4797392663 Us /72701
Specialist (Open)

R0006807 Communication 10/25/2021 Pamela Martin Technical Assistant | 4796847909 Us /72701

Specialist (Open)

‘lllllll--.elllllllllll"
4

Candidate
Recruiting
Status

Applied

Applied

Applied

Workday Resume/CV
Attachment

Other

XE'?L-'

Questionnaire Answers for
Application

Attachments

Cover Letter - Dr.
Kierstin Bible.pdf

Dr. Kierstin Bible -

Resume.pdf

Kara Newcomb -
Cover Letter.pdf

Kara Newcomb -
Resume.pdf

& Cover Letter.pdf

& Resume.pdf

-eq

Department Requested
Attachments

Cover Letter - Dr.
Kierstin Bible.pdf

References - Dr.
Kierstin Bible.pdf

Kara Newcomb -
Cover Letter.pdf

Kara Newcomb -
References.pdf

& Cover Letter.pdf

<IIIIIIIIIII° sssssmnanap

v

B References ndf
_f)

11
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Although the Hiring Manger and the Search Committee members can review candidates through the Candidate Profile,
only the Recruiting Coordinator for Job Requisition is able to move them into another step/stage or disposition them

in this stage. The Hiring Manager and Search Committee members will review and provide feedback to the Recruiting
Coordinator for Job Requisition to make the selections in Workday.

Move Forward or Decline after Initial Review

Open the Candidate Profile (as previously shown) and Move Forward or Decline as appropriate. The options to Move
Forward and Decline will change throughout the Job Application Process, depending upon your role and which step you
are at in the process.

| Move Forward &)

Review - Did not meet all preferred qualifications

e Click Move Forward.

Review - Does not meet required education
Review - Does not meet required education, experience and special skills

e Select the desired next step.

Review - Does not meet required education and experience

2 Decline Kara Newcom b (I n Review - Does not meet required education and special skills

Review - Does not meet required experience

L C"Ck DeCIine (001 4743) Review - Does not meet required experience and special skills A

el (Tl Ty I 1T LR | Review - Does not meet required license/certification

e Select the appropriate Decline reason (Review _
reasons are shown). (CActions )

Review - Does not meet required special skills
Review - Does not possess permanent work authorization in the U.S.

@ Review - Duplication application

Location:

Review - Falsified or misrepresented application

Review by M - :
eview by Manager Resume Review - Frequent job changes

Review by Search Committee

i Review - Incomplete application
Pre-Screening by Manager

Pre-Screening by Recruiting Coordinator for Job Requisition Summary Review - Internal candidate applied externally

Pre-Screening by Recruiter for Job Requisition i Review - Late application
zhin

Assessment by Recruiting Coordinator for Job Requisition Overview Review - More qualiﬂed candidate selected

A t by Recruiter for Job Requisiti . . ) -
ssessment by Recrurter for Job Requisttion Review - No longer interested in the position

Hold for Consideration/Second Tier Recruiting History

L eview - Position not being filled at this time
Recruitment Analysis Review

Schedule Interview by Recruiting Coordinator for Job Requisitior] =
Schedule Interview by Recruiter for Job Requisition C4d | | Decline ﬁTn /i
Background Check ’ —————
i ackgroun ec| re )

e
L

Hyperlinks are red font. 12
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Considerations when Moving/Declining a
Candidate

e The Recruiting Coordinator for Job Requisition will
also see a button to “Decline These Applications”
in the Candidate Profile. Do NOT use this option
to decline a candidate.

(C014743)

For: RO006807 Communication Specialist

24

Resume

e The Candidate Grid offers the option to move
multiple candidates simultaneously. Please

oo
(=]1]

Summary

do NOT use these options (either for declining F  overview

. oy o Review -
or moving forward), as it impacts downstream ©  reoutngtivoy LS
options of being able to correctly transact on the 8 soeen Review -
. creening eview -

candidates. -
. . . . E Questionnaire Results eV{ew 7
e Ifacandidateis declined due to not meeting the Review-
. . . . . nterview Review -
required qualifications, education, experience, E Review -
license/certification and/or skills they will T e Review-
immediately be sent an email notification. (B emoymentorier [N
Additionally, the Candidate Portal will also be ] PersonslNotes Review-
updated with the status of “No Longer Under 09 reminders e
Consideration.” Review -
Review -

eeeee

Job

Application Date Applied Current Title

P
@
&

% No
Show
e

Kara Newcomb (Internal)

Active Job Applications (1)

© Kara Newcomb (Internal) -
R0006807 Communication
Specialist (C014743)

Location: University of Arkansas,
Fayetteville | Date Applied: 10/25/2021

Review

Review

Actions v

Eu

Review - Candidate withdrew

4

Did not meet all preferred qualifications

Does not meet required education

Does not meet required education, experience and special skills
Does not meet required education and experience

Does not meet required education and special skills

Does not meet required experience

Does not meet required experience and special skills

Does not meet required license/certification

Does not meet required special skills

Does not possess permanent work authorization in the U.S.
Duplication application

Falsified or misrepresented application

Frequent job changes

Incomplete application

Internal candidate applied externally

Late application

Decline v

Pamela Review 10/25/2021  Technical Assistant | University of Arkansas System =
wartin B
(Internal)
(C011156)
Kara Review ey 3 Instructional Designer II

Neioonb -
(Internal)
(C014743)

»

Decline Start Parallel Stage

~

13
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Delayed Email Notification & Candidate Portal Status

If a candidate is declined in Workday for reasons other than meeting the minimum qualifications, they will not
receive an automatic email notification. However, the status on the Candidate Portal will indicate “No Longer Under
Consideration.”

Below is a list of Recruiting Dispositions, along with the Candidate Portal Status and Email Notification information.

7 Recruiting Disposition Candidate Portal Status Email Notificatio
Did not meet all preferred qualifications No longer under consideration Delayed
Future trajectory judged weaker than candidate(s) selected for final interview  No longer under consideration  Delayed
Ineffective interview No longer under consideration Delayed
Interview showed inconsistency with application information No longer under consideration  Delayed
Lack of service to students, department or campus community No longer under consideration Delayed
More qualified candidate selected No longer under consideration Delayed
Proposal/agenda weaker than candidate(s) selected for final interview No longer under consideration  Delayed
Research agenda not aligned with department needs No longer under consideration  Delayed
Salary expectations out of range No longer under consideration Delayed
Teaching experience not comprehensive No longer under consideration Delayed
Unacceptable/Unverifiable references No longer under consideration Delayed
\Weak communication skills (written and/or oral) No longer under consideration  Delayed )
UNIVERSITY OF 14
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You may have noticed that in order to review a candidate in this way, the Hiring Manager and Search Committee
members must take the initiative to search for the Job Requisition and access the Candidate Profiles. There is an
option for the Recruiting Coordinator for Job Requisition to move a candidate into an official review stage by the Hiring
Manager. If they choose to do this, the Hiring Manager will have the ability to move/decline a candidate.

Move Forward to Review by Manager

Access the Candidate Profile through the Job
Requisition (as previously shown).

(B

1. Click on Move Forward.
2. Select Review by Manager.

NOTE: We are not using the option Review by
Search Committee at this time.

The Hiring Manager will receive an Inbox Item AND
a Notification Item to “Review candidate for Job
Application.” They will be able to completely review
the candidate’s application materials and will have
the option to Move Forward or Decline.

If the Hiring Manager chooses to review the
candidate via the Inbox Item, they will be taken
directly into the Candidate Profile.

Review by Manager

Pre-Screening by Manager

Pre-Screening by Recruiting Coordinator for Job Requisition
Pre-Screening by Recruiter for Job Requisition

Assessment by Recruiting Coordinator for Job Requisition
Assessment by Recruiter for Job Requisition

Hold for Consideration/Second Tier

' Recruitment Analysis Review

Schedule Interview by Recruiting Coordinator for Job Requisition
Schedule Interview by Recruiter for Job Requisition
Background Check

Decline v

15
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P @

¢ @
B AR Q ® 8B O Q@
L

KANSA

Notifications

Viewing: Al v | [ Sort By: Newest NN Review Candidate for Job Application: Kierstin Michelle
From Last 30 Days Bible (Internal) - RO006807 Communication Specialist

.  (c025554)
Review Candidate for Job Application: Kierstin
Michelle Bible (Internal) - RO006807 Communication x:] FDE 7
. d

Specialist (C025554) O
Review Candidate - Succe impleted : .

271 minig T
21 minute(s) ago e

Review Candidate for Job Application: Kierstin Michelle Bible (Internal) -
R0O006807 Communication Specialist (C025554)

- /

Details

Hiring Manager: Review via Notification
Item

1. Open Notifications by clicking the Notifications

\
. View Recruiting Event  Review Candidate for Job Application: Kierstin Michelle Bible
Bell icon.

. . . “ . For Kierstin Michelle Bible (Internal) - R0O006807 Communication Specialist (C025554)
2- CI |Ck on the NOtlﬁcatlon Item ReV|eW Overall Process  Job Application: Kierstin Michelle Bible (Internal) - R0O006807 Communication Specialist (C02
. . . »
Candidate for Job Application. Overall Status ~ In Progress
Details Process

Candidate IKierstin Michelle Bible (Internal) - ROOC

3. Click on the link Review Candidate for Job - — —
°'nmun|cat|on Specialist (C025554) ]

Application. Attachments
4. Perform a quick review on the materials in the Resume and other attachments By Cover Lettr-Dr Kiertin bl e
VieW ReCFUiting Event VieW OR a Dr. Kierstin Bible - Resume.pdf
5. Click on the candidate link to open the full " Latest Experience
H iversity of Ark:
Cand Idate PrOﬁ Ie' ﬁ2‘h\/,ljef\:'?(‘)tigayA'ltr:;:isr']agscso)(')srfﬂenrzmr\ February 2020 - Current (1 year, 9 months) | University of Arkansas, Fayetteville

As Workday Training Coordinator:

+  Lead ateam of instructional designers in the design, development and delivery of training for Workday.
Coordinate and deliver in-person and virtual training throughout the university.
Create strategic plan for the rollout of Workday training through Workday Learning.
Support functional leads in designing and delivering Instructor Led Training (virtual or in-person).

\ +  Use adult learning and visual literacy principles in designing and developing Workday training. j

UNIVERSITY OF 16
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If the Hiring Manager chooses to review the candidate via the Inbox Item, they will be taken directly into the

Candidate Profile.

Hiring Manager: Review via Inbox Item

1. Open the Inbox by clicking on the Inbox icon.
2. Click on the Inbox Item “Review by Manager”.

g"i{lk!ﬁlu\‘fs\ ::S\ Q Search

For: R0006807 Communication Specialist

( Actions )

@

Resume

Summary

Recruiting History

Decline v

Review by Manager

Actions v

Decline These Applic

Overview Certifications

none entered

More

Actions Archive @
L
Viewing: All v Sort By: Newest v v "
by helle Bibl -
Review by Manager: Kierstin Michelle Bible - B s
(Internal) - RO006807 Communication Specialist Active Job App"catlo
(C025554) O Kierstin Mi "
v < - : Kierstin Michelle Bible (In
21 hour(s) ago e Kierstin Michelle Bible Communication Specialist (
Location: University of Arkansag
(Internal) (C025554) Locaton: U

|
|

B 0 @@Péga

Job Application Details

Job Requisition ~ R0006807 Communication Speci

Location University of Arkansas, Fayet
Date Applied 10/25/2021 10:27:21 AM
Source Internal -> Current Worker

Sandy Thomas
Hiring Manager

r ™\ Miriam Burns
Recruiter

Ie

0

J'onnelle Colbert-Diaz
Recruiter

Tonya Zarlingo
Recruiter

17
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Once you are in the Candidate Profile, you can review the materials (as previously shown) and then Move Forward or

Decline as appropriate.

1. Move Forward

e Click on Move Forward.

e Select the desired next step.

2. Decline
e Click on Decline.

e Select the appropriate
Decline reason (i.e.,
Review).

-

Actions Archive

Viewing: All ~ Sort By: Newest v

Review by Manager: Kierstin Michelle Bible
(Internal) - RO006807 Communication Specialist
(C025554) X

21 hour(s) ago

Pre-Screening by Manager

Recruitment Analysis Review

eBackground Check

Review by Manager i

Review by Search Committee

Pre-Screening by Recruiting Coordinator for Job Requisition
Pre-Screening by Recruiter for Job Requisition

Assessment by Recruiting Coordinator for Job Requisition
Assessment by Recruiter for Job Requisition

Hold for Consideration/Second Tier

Schedule Interview by Recruiting Coordinator for Job Requisition

Schedule Interview by Recruiter for Job Requisition

0

Review

Review

Kierstin Mich¢

For: RO006807 Communi

(" Actions |

Summary
Overview

Recruiting Histo

Review -

Review -
Review -
Review -
Review -
(Internal) (CUEiaE
Review -
Review -
Review -
Review -
@ Review -
Review -
Review -
Review -
Review -
Review -
Review -

Review -

- Candidate withdrew

Did not meet all preferred qualifications
Does not meet required education

Does not meet required education, experience and special skills}
Does not meet required education and experience

Does not meet required education and special skills

Does not meet required experience

Does not meet required experience and special skills

Does not meet required license/certification

Does not meet required special skills

Does not possess permanent work authorization in the U.S
Duplication application

Falsified or misrepresented application

Frequent job changes

Incomplete application

Internal candidate applied externally

Late application

More qualified candidate selected

No longer interested in the position

Position not being filled at this time

ille

Decline + More

Decline v

18
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The Recruiting Coordinator for Job Requisition also has the option to select pre-screening in Workday. This option is not
arequirement in the Job Application process but can be used in accordance with departmental procedures (i.e., pre-
screening via phone interviews). Review/approval is not required for pre-screening.

Move Forward to Pre-Screening
1. Click on Move Forward.

2. Select the appropriate pre-screening
option:

e Pre-Screening by Manager (shown);

e Pre-Screening by Recruiting
Coordinator for Job Requisition; OR

e Pre-Screening by Recruiter for Job
Requisition

The role selecting will have several options to
Move Forward or Decline.

~N
NOTE: At the beginning of the review

process, only the Recruiting Coordinator
for Job Requisition has the option to move
a candidate into Pre-Screening. However,
if they have moved the candidate into
Review by Manager, the Hiring Manager
will have the option to move the candidate

into pre-screening.
\_ P 5 _J

- N

= Jobs A
|E|, 1 Pi

Pamela Martin (Internal)
(C011156)

For: R0006807 Communication Specialist
. Job Application Details
(_Actions )

Job Requisition ~ R0006807 Communication Specialist (O

@ Location University of Arkansas, Fayetteville
R
= Date Applied 10/25/2021 10:33:54 AM
purce Internal%Current Worker
Pre-Screening by Manager
Pre-Screening by Recruiting Coordinator for Job Requisition Sandy Thomas

Pre-Screening by Recruiter for Job Requisition Hiring Manager

" Assessment by Recru'it'i'ng Coordinator for Job Requisition

Assessment by Recruiter for Job Requisition
Miriam Burns

Hold for Consideration/Second Tier :
Recruiter

0

N TR T T T | B |

Recruitment Analysis Review
Schedule Interview by Recruiting Coordinator for Job Requisition

Schedule Interview by Recruiter for Job Requisition

Decline +« Start Parallel Stage More
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Job Application Process: Initial Review HCM

Parallel Stages

Parallel stages are a new feature in the Job Application process. The available options will vary, depending upon where
you are in the overall process. Sometimes you will see them alongside Move Forward and Decline options, while other
times you will only be given the option for parallel stages.

NOTE: Itis best practice to NOT use the parallel stages until you are in the process of making the offer on Workday.
7~ N

=
PDF
—

F| Jobs Applied t
o

Pamela Martin (Internal) 1

(C011156)

For: R0D06807 Communication Specialist
Job Application Details

( Actions )

Job Requisition ~ R0006807 Communication Specialist (Open)

@ Location University of Arkansas, Fayetteville
R
esume Date Applied 10/25/2021 10:33:54 AM
Source Internal -> Current Worker

Summary

Overview Sandy Thomas
Hiring Manager

Recruiting History

Screening W

Assessment by Recruiting Coordinator for Job Requisition

Questionnaire Results
Assessment by Recruiter for Job Requisition

Interview Background Check

Decline + Start Parallel Stage + More
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Job Application Process: Initial Review

HCM

N
< 3o0of3

@

Active Job Applici
Kierstin Michelle Bible

(Internal) (C025554)

© Kierstin Michelle Bible
Location: University of Arka

Review by Manager

Review by Manager

Review by Search Committee Py
Pre-Screening by Manager
Pre-Screening by Recruiting Coordinator for Job Requisition :

2 2 E :line These Apg

Pre-Screening by Recruiter for Job Requisition

gAssessment by Recruiting Coordinator for Job Requisition |

Assessment by Recruiter for Job Requisition @ IR

n .
=]l Hold for Consideration/Second Tier
E Recruitment Analysis Review
Schedule Interview by Recruiting Coordinator for Job Requisition cations
red

e Schedule Interview by Recruiter for Job Requisition

Background Check

Decline v

For some positions, you may wish the candidates to
complete an assessment outside of Workday and record
the results within Workday. This can be done at different
points in the process, depending upon departmental
requirements. The example shows the Recruiting
Coordinator for Job Requisition requiring an Excel skills
test during the Initial Review.

Assessment
1. From the Candidate Profile, click on Move Forward.

2. Select Assessment by Recruiting Coordinator for Job
Requisition.
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Job Application Process: Initial Review HCM

The Recruiting Coordinator for

Job Requisition will enter the
Assessment results from the Inbox
Item.

4 Inbox N

Actions Archive Assess Candidate Kierstin Michelle Bible (Internal) (C025554) (=++

1 minute(s) ago - Due 10/29/2021
Viewing: All v Sort By: Newest vv

1. Click on the Inbox Item el = ooy ertetedie
“Assessment by Recruiting a por- :
Coordinator for Job
Requisition.”

2. Enter inthe Overall Date.
Click on Overall Status.

4. Select the result of the
assessment.

Action Required  Assessment by Recruiting Coordinator for Job
Requisition

006807 Communication Specialist (C025554)
‘minute(s) ago - Due 10/29/2021

Source Internal -> Current Worker

w

[earch °

Pass
Fail

Not Required

Incomplete

5. Enter in a Comment concerning

srall Date  *
what the Assessment covered. a |
Overall Status * =

6. Click Submit. e

Comment Excel skills test. °

0items

& *Assessment Test Score Status Date

No Data

enter your comment

a

Process History

Sandy Thomas 1 minute ago
Assessment by Recruiting Coordinator for Job Requisition— Automatic Complete

@ Sandy Thomas Due 10/29/2021
Assess Candidate— Awaiting Action

\ ° Save for Later Cancel j
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Job Application Process: EO Review HCM

After the departmental review and/or pre-screening has been completed, the department will make a decision on
which candidate(s) they would like to invite for an interview. However, before they begin the interview process, the
Office of Equal Opportunity & Compliance (OEOC) reviews the candidate pool to ensure the required diversity efforts
for recruiting have been completed.

EO Review

Before OEOC can begin this process, documentation must be completed that justifies the selection of candidates for

interview.
. ™
Complete OEOC Screening 5
Equal Opportunity and Compliance
Documents
A REPORTING RECRUITMENT EQUALOPPORTUNITY TRAINING RESOURCES STAFF POLICIES
e Complete the worksheets provided by
OEOC to evaluate the group of applicants. e Rt S Checklists Forms and Documents
Veterans Resources
Recruitment Manual Uof A / OEOC / Recruitment Information / Recruitment Manual / Appendix / Checklists Forms and Documents
Checklists, Forms, Docs. >
Example Position
Announcements
AA Diversity Statements Posting/Advertising
Example External Position Announcement
Affirmative Action/Diversity Statements
Evaluating Applicants
Applicant Numerical Evaluative Criteria Worksheets:
. . Classified and Non-Classified (XLS)
Evaluating Applicants e
Applicant Narrative Evaluative Criteria Worksheets:
Applicant Numerical Evaluative Criteria Worksheets: Classiied and Non-Classified (<5
Faculty (XLS).
Classified and Non-Classified (XLS) Interviewing
Lawful Inquiries During Interviews (DOC)
F a C u | ty_(x I_S) Interview Questions (Sample) (DOC)
Eaculty Interview Evaluation Form (Sample No. 1) (DOC),
Applicant Narrative Evaluative Criteria Worksheets: Eecltylntervien Ealuation Fom Samle to.2) (00
Staff Interview Evaluation Form (DOC)
Classiﬁed and Non_classiﬁed (XLS) Le‘EaIa.ndI\\eaal.lnqu‘\ries durillw.lnterview Process (DOC)
Diversity Questions for Interview Process (DOC)
Faculty (XLS)
UNIVERSITY OF 23
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Job Application Process: EO Review HCM

EO Worksheets

e Complete either the numerical OR narrative worksheet, being sure to select the appropriate option (Classified &
Non-Classified Staff or Faculty)

e Submit to OEOC via the Edit Job Requisition process.

/ A [ B Ic] D [ E [ F G H| [ [

For any questions regarding how to complete the assessment docu

NOTE: Departments may create their
}J\[ﬁlv(ﬁ\l] TSYKSF O — own form, as long as all of the fields

0: Did not meet qualification I |Sted are prese nt.
APPLICANT ASSESSMENT WORKSHEET 1: Met qualification

POSTING NUMBER: 2: Above Qualification
POSITION TITLE: 3: Well Exceeded Qualification
DEPARTMENT:

w N

© o N o w
|

Review of Minimum Qualifications

What Round of Interviews is

this Applicant Being The Appllcant Met The Appllcant Met The Appllca.nt. Met The Applicant Met

SR Y

Considered?  (Only - 8 C D E F G W

apph;zbslﬁi:; :)°°'ed . Select Score Beloa Select Score Beloa Select § For any questions regarding how to complete the assessment docum
40
o . By UNIVERSITY OF
13 B
:: . Y ARKANSAS
16 If a qualified veteran meets the minimum ¢
:; P | APPLICANT ASSESSMENT WORKSHEET preference to this applicant. If a numerical
29 | candidate is not being interviewed and/or k
:l; ~ POSTING NUMBER:
52 g [POSITION TITLE:
- DEPARTMENT:

ro @

In lieu of a numerical rating system, departments need to provide a more detailed narrative

Met ALL The Applicant Met The Applicant Met The Applicant Met The Applicant Met

Sheet1 | Sheet2 | (&

Minimum the First Preferred | the Second Preferred | the Third Preferred | the Fourth Preferred

Qualifications Qualification? Qualification? Qualification? Qualification?
(Yes/No) (Yes/No) (Yes/No) (Yes/No) (Yes/No)
- | - | [~ | -]

SE 5 N0 0K B[N [S© [|~o [0 & W]

Sheet1 | Sheet2 | (®)
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Job Application Process: EO Review

HCM

Complete OEOC Recruitment Plan

e Download the Recruitment Plan Template from OEOC - Diverse Recruitment Sources.
NOTE: The Recruitment Plan should be utilized as SOON as the job is posted.

Search this site Q

Equal Opportunity and Compliance

A REPORTING RECRUITMENT EQUAL OPPORTUNITY TRAINING RESOURCES STAFF POLICIES

Diverse Recruitmentsources ~ Djverse Recruitment Sources

Academic
Professional Uof A / OEOC / Recruitment Information / Diverse Recruitment / Diverse Recruitment Sources

Women & Minorities . . . . .
Individuals with Disabilities Diversity can be defined as taking full advantage of the rich backgrounds and abilities of all by

& Veterans recognizing and valuing differences, seeking inclusiveness and considering and honoring
Paid Campus Licenses differing points of view.
Veterans Resources

Recruitment Manual Inorder to enhance educational diversity, the University of Arkansas seeks to include and integrate individuals from varied

screen by Kedi .. _ < INTErVIEW review,. .. _wwecy, ApPIICANtS Wit e,
of ‘Screen by Recruiter Coordinator’ until the plan is received.

Recruitment Plan Documentation

A recruitment sources document must uploaded to the "Attachments" section of the job requisition using the "Edit Job
Requisition" business process. Note - This step is not required for extra-help/hourly positions.

backgrounds and with varied characteristics such as those defined by race, ethnicity, national origin, age, gender,
B ——— M*—-,__,W . ——
- - - Y I

*The required fields on the spreadsheet are in red. They are as follows:

» Date Contacted

o Activity Type (Select from Drop Down)

» Organization

» Organization type (Select from Drop Down)

« City, State, Zip.

» Organizational Contact (This can a person, organization name, etc.)

» Rating (Select from Drop Down) - Most often you will select “Unknown”
» Category - Add Requisition #

25
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Job Application Process: EO Review

HCM

Fill out the required fields in red:

e Date Contacted

(List all your recruitment sources and strategies\
in the Recruitment Plan, including the

o minimum of three diverse recruitment sources
e Activity Type (Select from Drop Down) required by campus policy.

* Organization If one of the required fields is blank, you will

 Organization type (Select from Drop Down) be asked to update the document before the

o City, State, Zip. \ approval to interview is granted. )
e Organizational Contact (This can be a person, organization
name, etc.)

e Rating (Select from Drop Down) - Most often you will select
“Unknown”

e Category - Add the Job Requisition #
e Submit to OEOC via the Edit Job Requisition process.

RecruitmentPlanTemplateWeb ~

,O Search (Alt+Q)

File Home Insert Draw Page Layout Formulas Data Review View Help  Acrobat Power Pivot

M18 = ke
A B C D B [F G H | J K L M N @]
Date Activity .. Organization . . Organization Organization Organization . Company Company
Contacted Type AL el Type i Sl = = Contact Contact Email | Contact Phone G Name Contact ST

O ~N O W N
| N SN B

==
= o
L 1=
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Job Application Process: EO Review

HCM

Upon completion of the OEOC documents, the Hiring Manager or Recruiting Coordinator for Job Requisition will use the
Edit Job Requisition process to attach the completed documents to the Job Requisition.

Attach OEOC Documents to Job Requisition

1. Open the Job Requisition (as shown previously).

2. Click on the dots next to the title of the Job Requisition to open the Actions menu.

3. Scroll down to Job Change and select Edit Job Requisition.

R0006807 Communication Specialist (0pen)| Pt
Actions L. Lo
R0006807 Communication Specialist X ot
Recruiting Start Date  10/20/2021 - 7 days ago - . .
Additional Data R0006807 Communication Specialist (Open)
Target Hire Date 11/08/2021 - 12 days to go Compensation
Primary Location University of Arkansas, Fayetteville Employment Agreement Recruiting Start Date  10/20/2021 - 7 days ago
Favorite
Target Hire Date 11/08/2021 - 12 days to go
Hire
Mhas
Job Change Edit Job Requisition
N
Reporting Close Job Requisition < illiams
Manage Interview Scheduling Settings olbert-Diaz
Rol
oes Manage Job Requisition Freeze :
Lisa H Milam
Lucciana Lorenzetti
\ © More (4) /
UNIVERSITY OF
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Job Application Process: EO Review HCM

The Edit Job Requisition business process is similar to the Review Create Job Requisition process that is completed
by Employment Coordinators.

4. Click on the Edit icon (looks like a pencil) in the Recruiting Details section.
5. Click on Reason.

Edit Job Requisition A & ~

If changes are made to the job posting that require an update to the career site, the update job posting reason must be selected to er

Reason * Q Vv

- . Search @
Recruiting Information v °

Spotlight Job

[

Positions

Recruiting Instruction *

Created from Existing Position
Post Internally Only v
P10012196 Communication Specialist (Unfilled) .

Recruiting Start Date *

Recruiting Details 10/20/2021 [

R * | 4
eason @ Target Hire Date *

11/08/2021 []

\ | /

Spotlight Job

Recruiting Instruction *

Post Internally Only

-
\
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Job Application Process: EO Review HCM

6. Select Edit Job Requisition>Add Attachment.
7. Click the Check Mark icon when you are finished with this section.
8. Navigate to the Attachments section using the Next button.

9. Click Add.

10. Enter in a Comment for the document. - ) o ~
11. Click Attach. Edit Job Requisition

Ve ™ Attachments v

Reason * gJ | Documents

° Add
2 Edit Job Requisition > Edit Job I @

Requisition
[ , — \ /
‘@Edlt Job Requisition > Add
Attachment

Search

Edit Job Requisition > Change / \
Role Assignments Attachments v
Edit Job Requisition > Update
Posting
Recruiting Start Date *
10/20/2021 [0 ‘
Target Hire Date * Sile N Vv
11/08/2021 [o] ‘ @ Attach @
Comment
Back ( \
I j Narrative Workshegasar EQ Review attached.
\ @ /)
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Job Application Process: EO Review HCM

12. Select the file to be attached.
13. Click Open.
e Repeat as necessary to attach additional files.

NOTE: If you were unable to attach the Recruitment Plan during the Review Create Job Requisition process, use
the Edit Job Requisition process to attach it at this time.

€ open X
P
« ~ > This PC > UAF Storage (D}) > Required Recruiting Documents v [9] £ Search Required Recruiting D...
Organize ~ New folder E- m @
A
i3 Local Disk (C:) Name Date modified Type Size
UAF St D
= orage (D) L narrative-2017-staff-applicant-assessment 8/19/2020 11:55 AM Microsoft Excel Work... 113 KB I
~ Training (\fido\dataexchange 3 numerical-2018-faculty-applicant-assessment 8/19/2020T1:36 AM Microsoft Excel Work... 887 KB
=~ Training (\\fido\dataexchange\V Recruitment Plan - P00508 1/11/2021 2:38 PM Microsoft Excel Work... 12 KB
= OTFA (\\file1.uark.edu) (Y?) /
= dfs (\\gizmo.uark.edu) (Z:) AttaChmentS N

= UAF Storage (D)
¥ Network

v

File name: |narrative-2017-staff-applicant-assessment |A|| Files @
en [ Cancel
@Jj}_‘ File A | @ \

E narrative-2017-staff-applicant-assessment.xlsx

14. Double-check that you've entered a comment for
each document attached, so that the Office of Equal Narative assessment attached|
Opportunity & Compliance knows what documentation @
you have attached.

15. Click the Check Mark. Updated By

Comment

16. Navigate to the Summary section using the Next (empty)
bUtton' Upload Date
(empty)
\ Back |@
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Job Application Process: EO Review HCM

17. Scroll down to the Attachments section.
18. Check that all required documents are attached.
19. Click Submit.

@Attachments Guide Me h

Documents

Attachment @ X 4

E narrative-2017-staff-applicant-assessment.x|sx

Comment
Narrative assessment attached.

Updated By
Sandy Thomas

Upload Date
10/27/2021 04:49 PM

Add
@ Save for Later Cancel
\ 0 Y,
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Job Application Process: EO Review HCM
Once you have completed and attached the required ~
OEOC documents, it is time to return to the Job Active Ji
Application Process so that you can request a Recruitment Kierstin Michelle Bible O Kiersi
Analysis Review for the candidates you wish to invite for Michello Bit
aninterview. This sends a notification to OEOC that you (I ntemal) (0025554) (Internal) -
have completed the required documents and are ready for For: ROD06807 Communication Specialist R0006807
the EO Review. —_— gommrmca

(_Actions ) pecialist
This process can be initiated by either the Recruiting {ﬁfjjjj“
Coordinator for Job Requisition or Hiring Manager - G University of
depending upon where you are at in the overall process. ﬁﬁ&ﬁ]a
Resume iad-
1. Open the Candidate Profile (as previously shown). ?5}’2"32;021
e Ifthe candidateisin the Pre-Screening by Manager B Summary Assessment
or Review by Manager stage, the Hiring Manager EGC“&‘F‘“‘?
o o o4 . o ) oordinator
will initiate this. Otherwise, the Recruiting = Overview p—
Coordinator for Job Requisition will initiate.
i Cresomemoior
2. Clic overorward. Pre-Screening by Recruiting Coordinator by Job Requisition
3. Select Recruitment Analysis Review. -
NOTE: If you Move Forward to Recruitment Analysis Recruitment Analysis Review e clir
Review without attaching the required documentation m Schedule Interview by Recruitingcooraegtor for Job Requisition
(OEOC Screening Documents and Recruitment Plan) to 's Schedule Interview by Recruiter for Job Requisition
the Job Requisition, the process will be delayed.
After OEOC has concluded the Recruitment Analysis i'a Decline g

Review, they will either move the candidate(s) forward
to Schedule Interview or they will reach out to the
department to discuss any concerns and allow them to
make necessary corrections.

32



Job Application Process: Interview HCM

When OEOC moves candidate forward to Schedule Interview by Recruiting Coordinator for Job Requisition,
they are letting them know that they have completed their review and the candidate(s) may be interviewed or
dispositioned as requested.

At this time, the interview functionality has been disabled in Workday. The interview itself will be scheduled,
conducted and rated offline. When the functionality of scheduling and rating the interview had been enabled (including an
integration with Outlook), this training guide will be updated.

Interview " Inbox
e The Recruiting Coordinator for Job Requisition
receives an Inbox Item “Schedule Interview by _— -
Recruiting Coordinator for Job Requisition”, which e
opens directly into the Candidate Profile. Viewing: Al [ cotpnemest v |[w
e Theinterview will be scheduled, conducted S ———— 2
and rated Ofﬂine, according to the needs of the Job Requisition: Kierstin Michelle Bible (Internal) -
department. R[]00.68[]7 Communication Specialist (C025554) ¢
11 minute(s) ago
NOTE: If you click Interview Decision, it will take
you into the Candidate Profile (no longer within the
Inbox).
\_
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Job Application Process: Interview HCM

Once the interview has been completed, the Recruiting Coordinator for Job Requisition will use the Move Forward or
Decline options to indicate the Interview Decision.

We will first look at the Decline and Hold options before demonstrating the optimal path to moving a candidate
forward.

Q Interview - Accepted another job

Interview - Candidate withdrew 1_ C | iCk DeCI i ne.
Interview - Did not meet all preferred qualifications . . .
Interview - Does not possess permanent work authorization in the U.S. 2- SeIeCt the a pprop”ate DeCI INn€ reason (Intel’VIeW)

Interview - Falsified or misrepresented application °
Interview - Ineffective interview H 0 I d a Ca n d I d ate

:::::::::::::;Z:il\i:e;z:::i::::yn:lllti application information ° InStead Of deCIining a Candidate immediately after the
Interview - Mere qualified candidate selected interVieW, you have the Option Of holding them for Iater
terview -No longer nterested in the position consideration if your first choice does not accept your
nterview - No response to emails and calls
Interview - No show/call for interview Offer.

KierStin MlCh Interview - Not a;/aila:bl:for interview W De 3. CIiCk Move Forward.
Interview - Not eligible for rehire

Internal) (C(| . . . . . .
( ) (COpETa——— 4. Select Hold for Consideration/Second Tier.

SOV Top Mol g lTIE | Interview - Not interested in hours/shift

e | |nterview - Not interested in location/can't relocate
(_ Actions
= g | Interview - Not willing to accept the position's salary
Interview - Position not being filled at this time

Interview - Salary expectations out of range

Interview - Weak communication skills (written and/or oral)

Assessment by Recruiting Coordinator for Job Requisition

Decline ~ Start Parallel Stage ~ Mo
/ Assessment by Recruiter for Job Requisition
° Hold for Consideration/Second Tier e
Recruitment Analysis Review ~J

Second Interview by Recruiting Coordinator for Job Requisition

Reference Check by Recruiting Coordinator for Job Requisition
Background Check
Offer by Manager

Offer by Recruiting Coordinator for Job Requisition

Offer by Recruiter for Job Requisition

? | Decline ~ 34




Job Application Process: Offer HCM

After the interview, there are several options available to move the candidate forward, including a Second Interview,
the Reference Check, the Background Check and the Offer. Due to Workday functionality, it is recommended to
move to the Offer before the Reference Check and Background Check.

Offer

The Offer process can be initiated by the Hiring Manager, the Recruiting Coordinator for Job Requisition and the
Recruiter for Job Requisition. The example shown here is the optimal path forward to hiring a candidate.

Initiate Offer Process

1. Open the Candidate Profile (as shown previously).

2. Click Move Forward.

3. Select Offer by Recruiting Coordinator for Job Requisition.

—
= Jobs Applied to

Assessment by Recruiting Coordinator for Job Requisition Active Job Appllcatlons (1)
Assessment by Recruiter for Job Requisition o Kierstin Michelle InteryievDecision
Hold for Consideration/Second Tier Bible (Internal) -

R0006807
Recruitment Analysis Review Comimonication
Second Interview by Recruiting Coordinator for Job Requisition ~ Specialist (C025554)
Reference Check by Recruiting Coordinator for Job Requisition fsaestinn: nwersiyot
Background Check Arkansas, Fayetteville |

Date Applied:
Offer by Manager 10/25/2021
Offer by Recruiting Coordinator for Job Requisition |, -

g ) Schedule Interview by
‘ Offer by Recruiter for Job Requisition Recruiting Coordinator
a | Decline v Start Parallel Stage ~ More
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Job Application Process: Offer

HCM

Immediately after moving the candidate forward to the Offer stage, parallel stages can be initiated for Reference
Check and Background Check. The Reference Check is completed by the Recruiting Coordinator for Job Requisition,

with the references and results being entered into Workday.
The Background Check is completed by the Recruiter for Job
Requisition (Central HR).

Initiate Reference Check - Parallel to Offer
1. Open the Candidate Profile (as shown previously).
2. Click Start Parallel Stage.

NOTE: Because the candidate has been moved forward to
the Offer stage, there is only the option to do parallel stages,
rather than Move Forward or Decline.

3. Select Reference Check by Recruiting Coordinator for Job
Requisition.

The Background Check will also be initiated via a parallel stage.

Initiate Background Check - Parallel to Offer
4. Openthe Candidate Profile (as shown previously).
5. Click Start Parallel Background Check.

NOTE: Because the candidate has been moved forward to the Offer
stage, and the Reference Check has been initiated, there is only one
option.

Kierstin Michelle Bible
(Internal) (C025554)

For: R00D06807 Communication Specialist

' Actions \

Active Job

© Kierstin Mic
Communicatior
Location: Univer
Applied: 10/25/2

Offer by Recruiti

Actions v

Kierstin Michelle Bible
(Internal) (C025554)

For: RO006807 Communication Specialist

w Actions \

@

|° Start Parallel Background Check @
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Job Application Process: Offer HCM

Although the actual checking of references occurs offline, the Recruiting Coordinator for Job Requisition has the option
to record the list of references and the overall outcome in Workday. This is not required.

Continue Reference Check

1. Open the Inbox Item “Reference
Check by Recruiting Coordinator

4 Inbox N

Actions Archive Complete Questionnaire
o o4 »
for JOb Req u |S|t|o n-. 'Reference Check Form - Updated' for Reference Check (Parallel) for Job Application: Kierstin Michelle Bible (Interr
Viewing: All ~  SortBy: Newest v v (C025554) (-
2' F I | | I n th e I nfo r m at I O n o n Co m plete Reference Check by Recruiting Coordinator for Job - 57 second(s) ago
° ° Requisition: Kierstin Michelle Bible (Internal) -
Quest'o nnaire. R0006807 Communication Specialist (C025554)
57 second(s) ago Reference Check Form - Updated

3. Click Submit. At least one reference a
must be listed to Submit.

Fields that are marked required by an asterisk "*" need to have a value added. For text fields, use N/A if there is no information

Date of Reference Check (Required) a

10/29/2021 [

Person Spoken to / Contact Person (Required)

Martin McSupervisor

Contact Person's contact details (Required)

MartinMcSupervisor@yahoo.com
(479)555-1234

Reference Check Notes (Required)

Verified work completed by candidate. Verified strengths listed in cover letter. Confirmed listed job
duties and accomplishments.

Date of Reference Check

10/29/2021 [ ‘

e——-——
Save for Later Cancel

- e /
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Job Application Process: Offer HCM

If you want to immediately continue with the Reference Check, you will need to refresh your inbox.

4. Click Refresh to view new Inbox Items. a . N
nbox
5. Click on Reference Check by Recruiting
Coordinator for Job Requisition.
. Actions Archive
6. Click Move Forward.
7. Check Mark complete without declining Viekmg: Al ol i B
ca ndidate | Reference Check by Recruiting Coordinator for Job
Requisition: Kierstin Michelle Bible (Internal) -
. ierstin Michelle Bible ( 1)
8. Click OK. R0006807 Communication Specialist (C025554) - hell bl
i Kierstin Michelle Bible
. I 12 minute(s) ago
Contl nue BaCkgrou nd CheCk offer by Recruiting Coordinator for Job Requisition: | | (I nternal) (0025554)
As soon as the Background Check process is gyt Michele Bble (interna) - RO006807 X RTRR AR I L
. Inb
initiated, the Recruiter for Job Requisition (Central o InbOX (_Actions )
HR) will receive an Inbox Item to start the hetions hrenive
Background Check process. Remember that the vewng A ° v v ¢
best option is to run the Reference Check and You have new inbos tems. ) Resume
Background Check in parallel to the Offer. e
Refer.er}{:e (?h?ck b»y Re.cruiting Poordinator for Job - e
As you are working on the Reference Check and | e G e e )
. e o 0 57 second(s) ago
Offer processes, the Recruiter for Job Requisition o
. offer by Recruiting Coordinator for Job Requisition:
will select the Background Check Package. Kersi el e (i) 000657
Once it has been completed, they will enter the 2 minute(s) ago D,
Background Check Overall Status via Inbox - ~
Items. Move Forward: Kierstin Michelle Bible (Internal) - R0O006807

Parallel Stage

Reference Check by Recruiting Coordinator for Job Requisition

a Mark complete without declining candidate * |

e @ Cancel / 38




Job Application Process: Offer HCM

While the Reference Check and Background Check are being completed in parallel stages, you will continue with the
Offer process via Inbox Items.

Continue Offer Process
Details

1. Open the Inbox Item “Offer by Recruiting Coordinator for Job Requisition”.
2. Click onthe Editicon in the Details section.

Inbox \

Actions Archive

Viewing: All ~  SortBy: Newest v v

l Offer by Recruiting Coordinator for Job Requisition:
Kierstin Michelle Bible (Internal) - R0006807
Communication Specialist (C025554) v
34 minute(s) ago

4

a

Initiate Offer for

Kierstin Michelle Bible (Internal) (C025554) (===

R0006807 Communication Specialist (---

Start v

Details e
Target Hire Date (Job Requisition)

%
11/08/2021

—_— e — e ——

Document Language

English (United States)

Job Details

39
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Job Application Process: Offer HCM

3. Select the Hire Date.
4. Click on Hire Reason.

5. Select the appropriate Hire Reason.
e For an external employee select Hire Employee>New Hire (not shown).
e For aninternal employee select either Add Additional Employee Job or Change Job as appropriate.

< November 2021 >
Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6
Target Hire Date (Job Requisition) QAQ Vv
7 8 9 10 11 12 13
11/08/2021 14 16 17 18 19 20

15
21 e % 23 24 25 26 27
Hire Date * / 28 29 30

1172272021 [ ‘

Hire Reason *

HA@ Add Additional Employee Job >
F_ocation * ‘ Change Job °
x University of Arkansas, e - ‘ @ .

v

Fayetteville Search

Document Language

% English (United States)

©
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Job Application Process: Offer HCM

6. If you selected Change Job (for an internal employee), click on From Job Requisition: Job Change.

- @ I
Job Details

Job Profile 74

7. Select the appropriate Change Job option:

e Lateral Move (to an Equal Pay Grade)
e Promotion
e Transfer to Another Institution (w/in the UA System)

D064CE - Website Developer (Exempt)

¢ Voluntary Demotion N
8. Double check that the Location is University of Arkansas, Fayetteville.
9. Once you have finished the Details section, click the Check Mark icon.

10. The Job Details and Work Hours should auto-populate from the Job

Website Developer (Exempt)

Work Hours

Requisition.
11. Click Next.

-

& Change Job
From Change Job: Data
Change

From Change Job: Internal
Waivers

From Change Job: Request
Transfer

4 From Job Requisition: Job
°Change

Search

Location *

%

Search

From Job Requisition: Job
Change

From Job Requisition: Job
Change > Lateral Move | Move

to an Equal Pay Grade

From Job Requisition: Job
Change > Pr@otion

From Job Requisition: Job
Change > Transfer to Another
Institution

From Job Requisition: Job
Change > Voluntary Demotion

!
w% University of Arkansas,
Fayetteville

Location Weekly Hours

40

Default Weekly Hours

40

Scheduled Weekly Hours
40
FTE

100%

Specify a Paid FTE

No

Paid FTE %

0%

Specify a Working FTE
No
Working FTE %

0%

o




Job Application Process: Offer HCM

COmpensatlon 4 Compensation ~ h

The next section to review/edit in the Offer process is
Compensation. Thisis the step where you add the specific
salary or hourly rate and select a Compensation Plan. The
example is for a salaried position.

1. Click the Add button in the Salary section.

Total Base Pay

Total Base Pay
® 0.00 USD Annual was USD Annual

Guidelines

Total Base Pay Range
® 22,880.00 - 64,056.00 USD Annual added

Salary

I

Hourly

Add

Allowance

Add

Back
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Job Application Process: Offer HCM
r N

Compensation v

2. For Compensation Plan, enter General Salary Plan.

Enter in the appropriate Amount. o
Total Base Pay

4. The Total Base Pay and Guidelines will auto-populate
from the Job Requisition and the Salary.

w

Total Base Pay

5. Ifitis not a Fixed Term Position, click Next and skip to || ®?30.00000Usd Annual was USD Annual
Step 11.

Guidelines

(Compensation Plan QA Vv

r

[
a X General Salary Plan
Compensation Package

Total Base Pay Range ® General added
22,880.00 - 64,056.00 USD Annual

Total Base Pay Range
® 22,880.00 - 64,056.00 USD Annual added

Grade
Apply FTE% ® Website Developer added
Yes Grade Profile
I Amount * @ Website Developer Level 1 Salary added
50,000.00
L
L
Salar
Currency * y
X USD - = Assignment Details X 7

@ 50,000.00 USD Annual added

*
Frequency Plan Name

® General Salary Plan added

% Annual

Effective Date

® 11/22/2021 added
> Additional Details

. N Add
Assignment Details

50,000.00 USD Annual
Hourly
o GE
Back @

\_ [
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Job Application Process: Offer

HCM

Fixed Term Compensation

6. IfitisaFixed Term position,
click the caret next to Additional
Details.

7. Enter the Expected End Date.
8. Click the Check Mark icon.

9. Click Next.

10. Click Submit.

E v Additional Details

Compensation Plan

X General Salary Plan

Total Base Pay Range
22,880.00 - 64,056.00 USD Annual

Apply FTE%
Yes

Amount *

‘ 50,000.00

Currency *

X USD -

Frequency *

X Annual

Bl

0 Expected End Date
‘ Mu/DD/YYYY [

Compensation Element
Salary Pay - Academic Pay Enabled

Grade
Website Developer

Grade Profile
Website Developer Level 1 Salary

Assignment Details

50,000.00 USD Anzgal
Back °

—_—

34 minute(s) ago

Start

Details

Target Hire Date (Job Requisition)

Compensation

Total Base Pay

Total Base Pay
® 50,000.00 USD Annual was USD Annual

Guidelines

Total Base Pay Range
@ 22,880.00 - 64,056.00 USD Annual added

Compensation Package
® General added

)
Submit ] Save for Later Close

===

e S P

Initiate Offer for  Kierstin Michelle Bible (

e — ]
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Job Application Process: Offer HCM

Approvals

After the Offer has been submitted, it goes through several approvals: the Hiring Manager (shown), Department Head,
Position Budget Specialist and the Compensation Partner. They all follow the same steps:

1. Click onthe Inbox Item “Offer for -
Job Application”. Inbox

2. Review the information.

3. If the information in the Offer is
Correct’ they CI iCk Approve, Viewing: All v Sort By: Newest v v
a e . S For Job Application: Kierstin Michelle Bible (Internal) - RO006807 Commu

o Offer for Job Application: Kierstin Michelle Bible
4. Lfe.tr;(e):_/rseeciesg Tﬁ;:}/lgligcﬁ(hgi :jeBdasC.I;(O (C025554) s Overall Process  Offer for Job Application: Kierstin Michelle Bible (Internal) - R0O006807
’ . 7 minute(s) ago

Overall Status In Progress
Add Approvers a

Details to Review

Actions Archive Review  Offer for Job Application: Kierstin Michelle Bible (Internal) - RO00

7 minute(s) ago

(Internal) - RO0O06807 Communication Specialist

They can aISO add approve rs at thiS For Offer for Job Application: Kierstin Michelle Bible (Infernal) - ROO|
point. Effective Date 11/22/2021
5 C I iCk Add Approve rs Total Base Pay Range  22,880.00 - 64,056.00 USD Annual

Totals 2 items

6. Select the appropriate approvers.
7. Click Submit.

Current

Compensation Basis

Total Base Pay

Add Approvers Bl ] | T e .

The next step in the process will not happen until the additional approvals are done.

Default Weekly Hours 40
Additional Approvers 1 bearch :
Scheduled Weekly Hours 40

Chancellor

Comment
FTE 100%

Compensation Partner

Dean/AVC e Sl

HR Partner I “ Send Back | I Add Approvers

Management Chain

Vice Chancellor
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Job Application Process: Offer

HCM

After the Compensation Partner has approved the offer, it will return to the Recruiting Coordinator for Job Requisition
to generate the Offer Letter. This document comes from a template that is built into Workday. Key information for
the job profile is auto-populated and it is editable, so you can make changes as necessary. You will also see directions
on how to edit the letter for specific situations, so be sure to scroll through the entire template to look at all the
directions. Do NOT send the offer letter outside of Workday.

Generate the Offer Letter

1. Click on the Inbox Item to “Generate
Document for Offer”.

2. Make appropriate edits, being sure to scroll
down to see the entire letter.

3. Bold text (gray or orange) indicates possible
edits/additions.

NOTE: This is the only place the offer letter
is editable. If mistakes are found later, i.e.,
misspelled name, grammar issues, etc., it
will have to be kicked back to the Recruiting
Coordinator for Job Requisition for edits.

TIP: If you want to share the letter with
anyone else, click View PDF and download
the letter. To share an editable version, copy/
paste into a Word document.

4. Once the letter is ready, click Submit.

/ Inbox

Actions Archive

Viewing: All v Sort By: Newest

Generate Document for Offer (UAF): UAF - Offer
Letter

36 second(s) ago e

v

° Save for Later Cancel j

Generate Document  Generate Document for Offer (UAF): UAF - Offer Letter (==

36 second(s) ago

Document Name UAF - Offer Letter

Display Preference  English (United States)

Document #f| Fomat v B I U A& v a <
10/29/2021

Kierstin Michelle Bible

12 Millsap Circle
Bella Vista , Arkansas 72715

]
@

Dear Kierstin Michelle Bible ,

| am pleased to offer you the Website Developer (Exempt) position in the

UAF | CVEG | Civil Engineering Administration (Sandy Thomas) (S0005286) department at the
University of Arkansas, Fayetteville, effective 11/22/2021 [add end-date, if applicable]. [add this
istatement if applicable: This offer is contingent upon the satisfactory completion of a fadd only the
checks that apply (criminal backg, ], sex ler registry, drug ing, ial history,
Motor Vehicle Record] check, determination of satisfactory is at the sole discretion of the
University]. The request to complete required background checks will come from HireRight (the
university's third-party background check vendor) and will be sent to the email address that you
used to apply. Please follow the instructions in the email and submit the requested information at
your earliest convenience. You will be a 12 month ( it or ified) and [position per-
centage] appointed employee with a base salary of $50,000.00 . This offer assumes that you can
provide proof of legal authority to work in the United States on your first day of employment. [add if
applicable: This position is weather/event essential personnel.] [add if applicable: Your position is
a provisional position with the University of Arkansas and is funded through a grant or contract.
Annual position renewal is contingent upon continued grant funding and satisfactory job
performance.]

The University fringe benefits offered to employees appointed for half-time or greater include (de-
pending upon choice and qualification) group health insurance, group life insurance, group dental
insurance, vision insurance, retirement plan options (TIAA or Fidelity Investments), Social
Security/Medicare, and short-term and long-term disability insurance. New employees must enroll 4

View PDF Change Display Preference

a

Process History

Sandy Thomas
Generate Document- Awaiting Action

enter your comment
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Job Application Process: Offer

HCM

Review the Offer

The Recruiter for Job Requisition (Central HR) now reviews the offer.

1. The Recruiter for Job Requisition receives an Inbox Item on the Offer.
NOTE: The Inbox Item does not say “Review”, which can be misleading.

2. They click on the document link to view the Offer Letter.

3. After clicking on the document link, the offer letter appears
on the UAF letterhead, which is how it will appear to the

candidate.

Other reviews, including Eligibility for Rehire, Minimum
Qualifications, etc. will also be completed by the Recruiter for
Job Requisition at this time. If you create or send the Offer Letter
outside of Workday, none of the required reviews and approvals will

be completed.

-

Inbox

Actions Archive

Viewing: All Sort By: Newest

Offer for Job Application: Kierstin Michelle Bible
(Internal) - RO006807 Communication Specialist
(0025554)

2 minute(s) ago

Print Generated Document

Review Documents for Offer for Job Application: Kierstin Michelle
Specialist (C025554) [-+-

2 minute(s) ago

10/29/2021

Kierstin Michelle Bible

12 Millsap Circle

Bella Vista, Arkansas 72715

Dear Kierstin Michelle Bible,

| am pleased to offer you the Website Developer (Exempt) position in the UAF | CVEG | Civil Engineering
Administration (Sandy Thomas) (SO005286) department at the University of Arkansas, Fayetteville

effective 11/22/2021 This offer is contingent upon the satisfactory completion of a [add only the checks
that apply (criminal background, sex offender registry, drug screening, financial history, Motor
Vehicle Record] check, determination of satisfactory is at the sole discretion of the University].
The request to complete required background checks will come from HireRight (the university's third-
party background check vendor) and will be sent to the email address that you used to apply. Please
follow the instructions in the email and submit the requested information at your earliest convenience

You will be a 12 meonth nen-classified) and 100% appointed employee with a base salary of $50,000.00
. This offer assumes that you can provide proof of legal authority to work in the United States on your
first day of employment.

The University fringe benefits offered to employees appointed for half-time or greater include (depending
upen choice and gualification) group health insurance, group life insurance, group dental insurance,
vision insurance, retirement plan options (TIAA or Fidelity Investments), Social Security/Medicare, and
short-term and long-term disability insurance. New employees must enroll within 31 days of appointment
date for desired participation. You will be required to provide documentation of dependent eligibility if you
will be covering a spouse and/or dependents on University health, dental and vision insurance. You will
receive your benefits enroliment tasks in Workday to complete your enroliment. If you need assistance
with your benefits enrollment, please contact Human Resources (Administration Building, Room 222) at
479-575-5351. Benefits will become effective the first of the month following the hire date and completion
of enroliment. Current appointed employees changing positions who are already enrolled in the fringe
benefits should contact the Benefits office in Human Resources to confirm if your benefits will change
Detailed information on University of Arkansas benefits can be found on the University of Arkansas
System benefits website: https://benefits.uasys. edu/.

In all instances, this offer and the terms and conditions of your employment are subject to all applicable
policies of the Board of Trustees of the University of Arkansas System and of the institution. Also, this
letter and applicable policies of the University contain the entire understanding between us, and there are
no agreements, whether written or oral, regarding your employment other than those contained in this
letter.

Your supervisor will be Sandy Thomas, HEI Program Coordinator (Exempt).

Documents
Document E UAF - Offer Letter 10/29/2021.pdf
Comment ‘
Don't Accept Save for Later C¢
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Job Application Process: Offer HCM

4. To approve, click Submit.
5. To make corrections:
e Enter inaComment concerning issues.
e Click Don’t Accept.
If approved, the Offer Letter goes to Central HR and the Hiring Manager for review. For faculty, the Academic HR
Lead will be an additional reviewer.

The approving role receives an Inbox Item “Offer for Job Application”. They review the letter and either click Don’t
Accept (with the appropriate comments) or approve and click Submit. An Inbox Item then goes to the Provost for
review. They will follow the same process listed above (Steps 1 through 5) to either Submit or Don’t Accept.

Inbox
Actions Archive
Print Generated Document
Viewing: All v Sort By: Newest v R

Review Documents for Offer for Job Application: Kierstin Michelle Bible (Internal) - RO006807 Communi
Offer for Job Application: Kierstin Michelle Bible A Specialist (0025554}
(Internal) - RO006807 Communication Specialist
(0025554) 2 minute(s) ago
2 minute(s) ago
Documents

& UAF - Dffer Letter 10/29/2021.pdf
Document

Comment Offer letter needs correction on Hire Date)

I ] | Don't Accept | Save for Later Cancel
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Job Application Process: Offer HCM

The Hiring Manager and the Department Head can send the Offer Letter back for edits. Request for edits will be
directed to the Recruiting Coordinator for Job Requisition, who will receive an Inbox Item called “Review Redirect”.

Review Redirect : )
Review Redirect Redirect Review Documents for Offer for Job Ay

The Recruiting Coordinator for Job Requisition will:
Step Details

1. Open the Inbox Item “Review Redirect” (not shown). Sandy Thomas - Offer by

. . iti di fi b L .
2. Read the View Comments section and note what changes For K Eﬁ:ﬁ;@iﬁm natortordob  mmunication speci
should be made in the Offer Letter. Overall Process  J{ ~ Micah Pur - Consolidated 1) - ROO06807 Comn

Approval by Department Head

3. Under Redirect Actions, click in Send Back. OverallStatus I | onsolidated

Approval by Position Budget

4. Select the Generate Document option. This will roll the pocument B | Specialis

process back to the Generate Document step. Michele Burns - Consolidated
. . Approval by Compensation
5. Adjust the Offer Letter as necessary and resubmit (not shown). Partner

Redirect Actio Sandy Thomas - Generate
e Document

' o Send Back Search

enter your comment

a

I View Comments (1)

Kierstin Michelle Bible on behalf of
Sandy Thomas

I Offer letter doesn't have correct hire date.

Process History

@ Sandy Thomas
Offer by Recruiting Coordinator for Job Requisition— Submitted

Sandy Thomas
Propose Compensation Offer/Employment Agreement- Automatic Complete

Save for Later Cancel
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Job Application Process: Offer HCM

The offer letter is then sent to the candidate, who receives an Inbox Item to “Review Offer Letter” (external candidates
must create a Workday account, while internal candidates will already have one). Do NOT use email to send offer letters
when a candidate has gone through the recruitment process in Workday.

NOTE: The Recruitment Plan should be utilized as SOON as the job is posted,

To accept the offer:

4 Inbox R
1. Check the | Agree box.
2. Click Submit. Actions Archive Review Offer Letter
NOTE: AIthOUgh the Offer is e a1 R Ti— _ (Rce(\]rizesvgggcuments for Offer for Job Application: Kierstin Michelle Bible (Internal) - R
accepted by checking the “| Agree”
o) o . eview Offer er: Kierstin Michelle Bible (Internal) - second(s) ago
box, it is a good practice for the R ol o
candidate to download, sign and e Documents

attach the offer letter.
To negotiate changes to the offer:

UAF - Offer Letter 10/29/2021.pdf
Document

Signature Statement By clicking “I Agree”, you are agreeing that you have reviewed and ad

3. Leave a detailed Comment. a - QE]
4. Click Don’t Accept. d

Possible Additional Steps for
Candidate

External candidates may have
additional steps:

Drop file here

or

Select files

e Change Personal Information Comment

e Change Government

Identifiers a o

If candidates miss these steps, their | | [ e S o
offers will not continue through the
process.

%
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Job Application Process: Ready for Hire HCM

After the candidate has accepted the offer, it goes back to the role that extended the offer (either the Hiring Manager
or the Recruiting Coordinator for Job Requisition). They then have the option to either accept the offer or counter the
offer. In the event of a counteroffer, the Recruiting Coordinator for Job Requisition is responsible to coordinate with
the Hiring Manager, make any necessary changes and generate a new offer letter. Any changes in salary will require
additional approvals.

4 Inbox h
Ready for Hire
1. The Recruiting Coordinator for Job Requisition — Arcive
receives an Inbox Item “Offer for Job Vg Al [ sotop et v [
Appl ICatIOn * Offer for Job Application: Kiers‘?in I\.Aichelle .Bil?le Jok
2- CIiCk Move Forward. glcr:\;;rsnsa;)“iROOUSBDTCommunlcailonSpemails“t A h ” bl
. 1 minute(s) ago Kierstin Michelle Bible Job f
3. Select Ready for Hire. e (Internal) (C025554) .
NOTE: This will create a “Ready for Hire” Inbox For:ROESTY Communicaion Seaci Date
Item for the Recruiter (Central HR). (Cactions ) sour
4

Resume

Summary

Overview

Recruiting History

Screening

Questionnaire Results

Background Check ‘
Reinitiate Offer

Counter Offer by Manager

Counter Offer by Recruiting Coordinator for Job Requisition
(
1 g

et idfer i Bat e ol b a e

Ready for Hire

(q - - J
Decline = St
\ — /
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