UTAH

PeopleAdmin
Upgrade 2023

Staff Postings and Hiring Proposals




This session will cover:

- Overview of changes In system
Demonstration with screen shots
Resources

- Q&A
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Terminology:

- Workflow State
- Disposition
- Conditional Offer / Verbal Offer / Offer Letter
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What’s New:

- Conditional job offer process
- Candidate 2" step application
- Hiring Proposal:

- Pre-Hire checks

- Offer letter process

- Integration: once per hour!
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Demonstration
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1. Conditional Job Offer
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1. Conditional Job Offer:
Pre-Upgrade
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1. Conditional Job Offer:
Post-Upgrade

THE UNIVERSITY OF UTAH

Home Postings -

Current Status: On Campus Intervi
Application form: Staff Application

Full name: Andrea Brown-
Christensen

Address:

blah

blah

blah, UT 12345

USA - United States of America

Username: u0156176

Email:
4279431143992045413_emailad...

Phane (Primary): test
Phone (Secondary):
Pasition Type: Benefited Staff

Applicants ~ Hiring Proposals ~

Postings / ... / Applicant Review / Andrea Brown-Christensen (On Campus Interview) / Summary

= Job application: Andrea Brown-Christensen (Benefited Staff)

ew

Created by: Andrea Brown-
Christensen

Owner: Department Admin

Shortcuts ~

Search Results: Previous

Take Action On Job Application v

Keep working on this Job
application

WORKFLOW ACTIONS

Interview-Not Selected-Send
Email When Filled (move to
Interviewed- Not Selected-Send
Email When FILLED)

Interview-Not Selected- No
System Email (move to
Interviewed-Not Selected-No
System Email)

Interviewed Not Selected-Send
Email NOW (move to
Interviewed-Not Selected Send
Email NOW)

Move to Conditional Offer
Issued (move to Conditional
Offer Issued)
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1. Conditional Job Offer:
Post-Upgrade

- A screen will display asking you to enter the date the Conditional Offer
was issued:
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2. 2"d Step Application:
Pre-Upgrade
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. 2"d Step Application:
Post-Upgrade

THE UNIVERSITY OF UTAH

Job application: Andrea Brown-Christensen (Benefited Staff)

Current Status: Conditional Offer Issued
Application form: Staff Application

Full name: Andrea Brown- Created by: Andrea Brown-
Christensen Christensen

Address: Owner: Department Admin
blah

blah

blah, UT 12345

USA - United States of America

Username: u0156176

Email:
4279431143992045413_emailad...
Phone (Primary): test

Phone (Secondary):

Position Type: Benefited Staff

Department: 00410 - Human
Resources

Keep working on this Job
application

WORKFLOW ACTIONS

Send to Collect Additional
Information (move to Collect
Additional Information)

Move to Declined Offer (move

to Declined Offer (Must provide
explanation))
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. 2"d Step Application:
Post-Upgrade

THE UNIVERSITY OF UTAH

THE

UNIVERSITY

OF UTAH'

Your Applications (1)

# Home

Applications to Complete (0)
Q Search JOD’S In order to be considered for these postings, you must complete your application prior to the Closing Date
i Job Number

Job Alerts
[

R Your Bookmarked You do not have any in-process applications

Postings
[

5 Your Applications

B Your Application Completed Applications (1)

% Your Documents Confirmation  Posting Number  Status Application Date
T Number

£ Account Settings
‘ CN001999111 PRN212678 Collect Additiona December 09, 2022

® Logout Cos

?H

Information

Application
Materials

Application
Materials

Applicatior
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. 2"d Step Application:
Post-Upgrade

THE User Group:
u UNIVERSITY
OF UTAH® Department Admin v

Home Postings ~ Applicants ~ Hiring Proposals ~

Postings / ... / Applicant Review / Cosmo TEST Kramer (Additional Information Received) / Summary Search Results: Previous

= Job application: Cosmo TEST Kramer (Benefited Staff)

|Current Status: Additional Information Received ] * View Posting Applied To
Application form: Staff Application

* Preview Application
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3. Hiring Proposal, Pre-Hire Checks,
Job Offer Documentation, and Route

to HR:
Pre-Upgrade
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3. Hiring Proposal, Pre-Hire Checks,
Job Offer Documentation, and Route

to HR:

Post-Upgrade
a. Create Hiring Proposal

Home Postings ~ Applicants ¥ Hiring Proposals ~ Shortcuts ~
Postings / ... / Applicant Review / Andrea Brown-Christensen (Additional Information Received) / Summary Search Results: Previous

| Job application: Andrea Brown-Christensen (Benefited Staff)

Current Status: Additional Information Received Keep working on this Job
Application form: 2 Step Application - Staff - Applicant View application

WORKFLOW ACTIONS

Submit (move to Recommend

Full name: Andrea Brown- Created by: Andrea Brown- s :
. for Hire - MUST click on "Start

Christensen Christensen = =

Hiring Proposal" link)
Address: Owner: Department Admin

Select (move to Declined Offer
blah < 2

(Must provide explanation))
blah
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3. Hiring Proposal, Pre-Hire Checks,
Job Offer Documentation, and Route

to HR:

Post-Upgrade
b. Request Pre-Hire Checks

UTAH
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THE UNIVERSITY OF UTAH

Department Hiring Information

Patient Sensitive Job

Conditional Offer
Acknowledgement

Conditional Offer Issued
Date

Conditional Offer
Accepted Date

+ Start Date

+ Salary Offered

Salary
Acknowledgement

Transferring from
Current U of U Position

No

[ves ]

| acknowledge that | have made a conditional offer to this candidate.
This field is required.

10/13/2023 s

This field is required.

10/13/2023 s

This field is required.

10/16/2023 s

This field is required.

[ss3

Based on department's review of equity, grade ranges, quadrants, and budget.
This field is required.

M First (1st) quartile v "

| acknowledge that the salary offered is below the 4th quartile for the job grade. Ifit is within the 4th quartile,
an Approval Memo from the cognizant Vice President or Cabinet Member will be attached to this Hiring
Proposal. To view the ranges, please click here

This field is required.

No v
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Lateral Transfer

License/Certification
Required for Position

Education Verification

Acknowledgement

Screening/Verification
Requestor

Screening/Verification
Package

Screening/Verification
Chartfield

Salary Chartfield

| will disposition ALL
applicants not hired
once all targeted
openings have been
filled.

No ¥

This field is required.

|No v

Click here for Patient Sensitive position information.

Please select ¥
lis field is required.

Ifyou believe a background/drug screening is not needed, please still select a package, add a chartfield, and
add a comment in the Department Admin Comments below. HR will verify and remove package if not needed.
This field is required.

I Please select V“

A drug test is required for patient sensitive jobs.
This field is required.

Chartfield Format: BU (2 digits)}-Dept/ORG ID (5 digits)-Fund (4 digits)}-Activity/Project (5 - 8 digits)-Account (5
digits); 40 character max; Example: 01-00410-XXXX-XX)XXX00X-XXXXX Quick Chartfield Validate. If no
screening/verification is needed, enter "N/A".

This field is required.

Chartfield Format: BU (2 digits)-Dept/ORG ID (5 digits)-Activity/Project (5 - 8 digits)-Account (5 digits) Example:

O7-XXXXX-XO000000-X00K

| Please select ¥

| acknowledge that | will move all applicants that were not hired into an appropriate workflow state; e,g. Not
Interviewed or Interviewed Not Selected.
This field is required.
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3. Hiring Proposal, Pre-Hire Checks,
Job Offer Documentation, and Route

to HR:

Post-Upgrade
c. Job Offer Workflow States

UTAH
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3. Hiring Proposal, Pre-Hire Checks,
Job Offer Documentation, and Route

to HR:

Post-Upgrade
d. Submit Hiring Proposal to HR

Home Postings ~ Applicants ~ Hiring Proposals ~ Shortcuts ~
/ Benefited Staff / Human Resources Consultant / Applicant Review / Andrea Brown-Christensen(Hired) Search Results: Previous
-

Take Action On Hiring Proposal v

Keep working on this Hiring

Hiring Proposal: Andrea Brown-Christensen (Benefited Staff) #*

WORKFLOW ACTIONS

HR Pre Hire Checks (move to HR

Position Type: Benefited Staff Created by. Andrea Brown- Pre - Hire Checks)
Department: 00410 - Human Christensen UTAH
THE UNIVERSITY OF UTAH °

Current Status: Offer Accepted




4. Integration
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Resources

https://www.hr.utah.edu/serviceTeams/PeopleAdminUpdate2023.php

https://www.hr.utah.edu/contact/search.php
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https://www.hr.utah.edu/serviceTeams/PeopleAdminUpdate2023.php
https://www.hr.utah.edu/contact/search.php
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Thank You!
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