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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 liaison functions such as create a requisition and route requisition for approval.  In addition, the processes using Talent Acquisition for open-continuous and under-fill are also explained.    
Standard Staffing Processes


Create a New Requisition

Who:

Primary Personnel Liaison (PPL) or District/Personnel Liaison
Triggering Events:

Received written/verbal authorization from Supervisor.  Begin recruitment as soon as resignation notice is given.

Prerequisites:

District/Personnel Liaison or PPL has all the necessary information about the job opening, verbally or in a document (i.e., PDQ, class spec, etc.).  

Instructions / Guidelines:

Go to the login page for Talent Acquisition and enter your credentials (same credentials as the YES website):
· The Home page displays.  Click the Find Talent Menu
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· Find Talent Menu displays the following options:

· Candidates and Requisitions – Displays current requisitions

· Create Requisition – Create new requisition

· Create Requisition from Copy – Create a draft requisition from an existing job requisition

· Position Description – Not available
· Click on Create a Requisition 
Position Information Section 
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	Field Name
	Action
	Additional Information

	Date Needed
	Enter today’s date by typing the letter “T” + press tab key OR using the  “MM/DD/YYYY” format.
	Another way, click on the Calendar icon to select the date.  Today’s date automatically displays.

	Confidential or Priority Requisition
	Leave Blank.
	Priority Requisition results in the announcement automatically posting to the Hot Jobs.  Should be used for executive level or very hard to fill.  Work with HR analyst if you need a Hot Jobs posting.

	Position Code
(REQUIRED 

FIELD)
	Click the search  [image: image3.png]


 button.  “Recruiting Position” list displays.  Type in (*) and last five digits of the position number (e.g., *01234) in “Short Description” field. Click on the position in the listing. 
	You MUST confirm all supervisor links are COMPLETE and CORRECT prior to submitting the requisition.

	Agency
	Leave blank.
	Prefills with agency name once requisition is saved.

	Job
	Leave blank.
	Prefills with Job Code once requisition is saved.

	Organization Unit
	Pre-fills.
	

	Relationship To Organization
(REQUIRED 

FIELD)
	Type in appropriate Status Code noted to the right.  
Include in Notes Tab if position is anything other than full-time.
	C1 – Uncovered FT W/BN
C2 – Uncovered PT W/BN 
C3 – Uncovered PT N/BN (1/4 time EE only)
C0 – Uncovered FT N/BN

D2/D4 – Temporary FT/PT or  N/BN
B1/B2/B3 – Limited FT/PT W/BN or N/BN

	Category
	Leave Blank
	

	Work Type

	Type in FT or PT 
	Choose Full-Time (FT) or Part-Time (PT). 
Work Type MUST match Relationship to Organization

	Work Schedule
	Click on search [image: image4.png]


 button.  Select correct hours worked. 

	Displays the position’s weekly work schedule (i.e., 8 HR M-F, 10 H M-Th, etc.)

	Shift
	Input shift 1, 2, or 3
	1 – Day; 2 – Evening (5% shift); 3 – Night (10% shift differential)

	Standard Hours
	Enter the standard bi-weekly hours for the position.
	i.e., 80 for full-time; 60 for ¾ time; 40 for half-time, 20 for ¼ time, etc.

	Location
	Type in City in which job is located.
	

	Pay Rate

	Enter the hourly or annual pay rate for this position (e.g., 12.250 or 25,000) for one specific pay rate 
OR 
Leave blank if a salary range is used. 
Include salary range in NOTES tab for HR analyst.  All salary offers above mid-point must have ADOA approval prior to making job offer.
Carefully consider only listing a range if the division can negotiate salary.  Only list the maximum the division can pay (e.g., if Division can only pay to the mid-point, list mid-point salary).  Normally use the entire salary range for promotional announcements.
	Below is the link to access the four (4) salary schedules used by the divisions:

http://www.hr.state.az.us/ClassComp/CC_PrintableSalary.asp
State Service Salary Schedule – Regular list of Grades 1 – 30
SR - Special Rate Salary Schedule
C - Information Technology Salary Schedule
Alternative Salary Schedule

	Pay Rate Type
	Select the Hourly or Annual Salary option from the drop down menu.  
Leave blank if Pay Rate field is blank.
	Must match the Pay Rate field above.  
Do NOT select Monthly

	FTE
	Enter the FTE count for the position. 
If position is something other than Full-time, include in the NOTES tab. 

	1.0 for full-time

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

Must match Work Type Field

	Bonus
	Leave blank
	

	Other Compensation Info
	Leave blank
	


NOTE:  If the position is part-time, underfill, temporary, etc., this information MUST be included in either the NOTES tab or included in the job description which will be attached to the ATTACHMENTS tab. 

Opening Information Section 
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	Field Name
	Action
	Additional Information

	# Of Openings
	Type in number of openings.
	If there are multiple openings, list all position numbers in the NOTES Section Tab or attach the list in the ATTACHMENTS tab.

	Reason for Opening
	Click arrow button.  Select New Requisition.
	

	Travel Required
	YES - type in % of travel time (e.g., 50%, 25%, etc.) or YES if % of time unknown.  NO travel, leave blank.
	Analyst will confirm this information from the PDQ and speaking with the supervisor (SME).

	# Filled
	Leave blank.
	Pre-fills once the position is filled.

	Detailed Reason For Openings
	Leave blank.
	

	# Remaining
	Leave blank.
	Pre-fills as each position is filled.

	Budgeted
	Leave blank.
	

	Direct Hire
	Leave blank.
	

	Open Continuous
	Select “Yes” from the drop down arrow, if the position will be posted as Open Continuous. 
Otherwise, select “No.”
	Approved because continual recruitment is needed (e.g., large number of openings, extremely frequent turnover, etc.)


Contacts Section
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	Field Name
	Action
	Additional Information

	Hiring Manager (REQUIRED FIELD)
	Click on Arrow [image: image7.png]


 button. Resources menu appears. Type in last name of Hiring Supervisor.  Click Search button.  Click on correct name to highlight.  Supervisor’s EIN/name appears.
	If division has centralized recruiting, enter the name provided by the PPL for the division.

	HR Contact
(REQUIRED FIELD)
	Type in your EIN, (e.g., 28133 or 101033).
	

	Recruiter
(REQUIRED FIELD)
	Click on Arrow [image: image8.png]


 button.  Recruiter menu appears.  Type in last name of HRA Analyst.  Click Search button.  Click on correct name to highlight.  
	HRA Analyst’s EIN/name populates the field.

	Alternate Recruiter
	Leave blank.  
	

	Approver 1
	*Click on Arrow [image: image9.png]


 button.  Type in Approver’s last name.  Click Search button.  Click on name to highlight.  Name appears.
	NO Division Approver required, list HR Analyst in this field to notify requisition is complete.

	Approver 2
	*Follow steps for Approver 1 if a second approver is required.
	

	Approver 3
	*Follow steps for Approver 1 if a third approver is required
	


*Obtain Approval Routing process from Primary Personnel Liaison (Division HR Office).  Note: the system only allows a maximum of three (3) Approvers.

Other Information  and Quality of Candidates/Employment Service Section
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	Field Name
	Action
	Additional Information

	Screening Category
	Select the required pre-employment requirement(s) for the position, if applicable.
	i.e., Fingerprint, CPS Central Registry, Physical Exam, etc.

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

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

	“Save” Icon
	Click the Save button icon [image: image11.png]


 located on the blue toolbar.

Confirm Contact Section Names are correct.

NOTE:  The system will NOT check to ensure all information entered is correct.  It will let you save the requisition with incorrect information
	Requisition status in upper left corner changes to Draft and issues a requisition number.


Follow up Actions:

Proceed to Route Requisition for Approval once all applicable Attachments and Notes have been added to the requisition.
How to get Help:


If you need additional data to complete the steps, please contact your Primary Personnel Liaison or HRA Personnel Analyst.

Attach Documents

Allows information to be provided to Approvers and HRA Analyst.

	Field Name
	Action
	Additional Information

	Attachments Link
	Click the Attachments link to add documenation associated with the requisition. 
	i.e., Job Description, Justification To Fill, Approved list of additional positions, Org Chart, PDQ, Interview Questions, etc.
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	Field Name
	Action
	Additional Information

	Create Button
	Click the Create [image: image13.png]


 button..  Attachments Home Page appears.
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	Field Name
	Action
	Additional Information

	Type of Attachment Field
	Click the arrow button.  Requisition Document Type page appears.
	i.e., Job Description, PDQ, Org Charts, Budget Analysis, etc.
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	Field Name
	Action
	Additional Information

	Requisition Document Type
	Select the appropriate attachment type from the list..
	


	Field Name
	Action
	Additional Information

	File  Field
	Click Browse.  Find and select document from your drive.  Document fills into file name field.  Click Open Button.  File field pre-fills with document name.  
	Various types of documents may be attached (e.g., Word, Excel, PDF).

	Save Document
	Click the Save [image: image16.png]


 button to save the document as an attachment.
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	Field Name
	Action
	Additional Information

	Exit Attachments Home Page
	Click the [image: image18.png]


  back button on your browser to leave this window.
	Attachments link on requisition shows number of attachments. You may get a confirmation warning “are you sure you want to leave this page?” Click YES.


NOTE:  Once INTERVIEW QUESTIONS are complete, attach to Requisition and notify HRA Analyst interview questions are attached and ready to review.
Add Notes

Division must include at a minimum Items 1, 2 and 3 and remainder of following information, if applicable, in the NOTES tab to assist the HRA Analyst in posting the job opening:
1. Entrance Salary or Salary Range

2. Recruitment Type – Note which recruitment type:

a. External:  Both outside candidates and all state employees considered.

b. Internal Promotion:  All DES employees considered.

c. Statewide Internal Promotion:  All current State employees considered.

3. Street Address, City and Zip Code where job is located or outstationed
4. Working Job Title, if applicable

5. Additional position numbers, if applicable.  Large number of positions write, “See Attachments page for listing of position numbers”.  Attach document in Attachments page. 
6. Days to Post on Job Board – All jobs are posted on Wednesday and Friday.  A majority of jobs post for a minimum of three (3) work days, (e.g., Wednesday to Monday or Friday to Wednesday).  Jobs may be posted for longer than three work days.  If position needs to post longer than standard time, include number of days to post, (e.g., two weeks).

7. Underfill – If the position is on the approved Underfill List (Child Protective Service Specialist 1-3, Program Service Evaluator 1-3, Disability Evaluator 1-2 or Human Service Specialist 1-2), note the underfill level, (e.g., PSE 1 UF PSE 3).  
8. Position Status if other than Regular:

a. Temporary – Appointment is made for a maximum of 1,500 hours worked in any agency in each calendar year.

9. Outside Advertising – If division wants to advertise to job boards, universities, newspapers, etc., list or note assistance is requested for recruitment.

10. Include any other items necessary to post or include on job description but not included above.
· Click on Notes Link.  
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· Click the Create button
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	Field Name
	Action
	Additional Information

	Description Field
	Type in Required Posting Information.
	

	NoteText Field
	Type in applicable information shown above and any additional information not included above.
	

	Save 
	Click Save [image: image21.png]


 icon.
	

	Exit Specific Notes Page
	Click the [image: image22.png]


  back button on your browser to leave this window.
	All notes appear on the Notes home page.
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	Field Name
	Action
	Additional Information

	Exit Notes Home Page
	Click the [image: image24.png]


  back button on your browser to leave this window.
	Notes link on requisition shows number of notes.
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Route Requisition for Approval
Who:

PPL or District/Personnel Liaison 
Triggering Events:

Requisition has been completed to include any required attachments or notes.
Prerequisites:

Requisition Status shows as Draft.
Instructions / Guidelines:
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	Field Name
	Action
	Additional Information

	Actions Tab
	Click Actions drop down arrow.
	A drop-down displays.

	Request Approval
	Select Request Approval to start the approval process.  
If there are NO division Approvers, list the HRA Analyst as the only Approver.
Personnel Liaison and HRA Analyst receive email notification each time Approver is notified they have a requisition to approve.  Liaison must track if Approvers have or have not approved requisitions.
	This action triggers an email to the Approver they have a pending action in their in-basket.  

The Approver reviews and approves/rejects the requisition.  Approver can make comments.
The requisition status changes to Approval Requested until the last Approver approves the requisition.  

	Approvals Completed - Email Notifications
	System generates email to HRA Analyst and District/Personnel Liaison the requisition process is complete once all approvals have been made.
	After final approval, the requisition status changes to Pending.

	Close out of Talent Acquisition
	Click the arrow [image: image27.png])4



 button on Job Requisition page.  Click  the Sign Out button.
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Once the requisition is approved, the HRA Personnel Analyst will send three emails during the recruitment process to the Hiring Supervisor and District/Personnel Liaison as follows:

1. Prior to the Analyst announcing the requisition, supervisor emailed to start creating interview questions (which must be submitted each time), selecting interview times and panel members, if necessary.  
2. The day before the announcement closes, supervisor emailed to review the CBT course, confirming interview questions are complete and approved, and interview times are set.

3. Within 3 business days after the announcements closes, the analyst emails stating candidate resumes are ready to review.
Example of an email notification 
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4. The approval tracking status can be viewed by going back to the requisition and clicking  Approval Tracking.[image: image30.png]MyStafl  ReviewPerformance ~  TakeNotes  FindTalent v Inbasket
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5. This will open a new page that will display which approver has the requisition in their inbasket.
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Requisition is Returned (Disapproved)
Who:

Approver  

Triggering Events:

District Liaison received email notification noting requisition was returned (disapproved).

Prerequisites:

Requisition was routed for approval.  Requisition Status changes back to Draft 
Instructions / Guidelines:
· Click on Find Talent menu
· Select Candidates and Requisitions
· Requisition Dashboard appears.  

· Type in Req. # in the Job ID field- then click the white space outside of the search field (do not click enter or it will open a new search box)
· Double-click on the requisition.

· Job Requisition appears.

· Make changes/updates to requisition.

· Follow the Route Requisition for Approval instructions to start the approval process again.  
NOTE:  

The system should begin with the first Approver.  Call or email the Approver(s) (depending on which Approver disapproved the requisition) letting them know the updates have been done, the requisition is being routed for approval to them again for review and approval and ask them if they received the email instructing them to go to their in-basket to approve the requisition.
Personnel Liaison/Supervisor Review Candidates – Resume Link 
Who:

Hiring Supervisor or District/Personnel Liaison
Triggering Events:

Received email notification stating resumes are ready to review.

Prerequisites:

Interview questions should be done and approved by HRA, interview times set aside and panel member selected, if applicable.

Instructions / Guidelines:


· The Home page displays.  Click the Find Talent Menu
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· Find Talent Menu displays the following options:

· Candidates and Requisitions – Displays current requisitions

· Create Requisition – Create new requisition

· Create Requisition from Copy – Create a draft requisition from an existing job requisition

· Position Description – Not available
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· Click on Candidates and Requisitions
· The Requisition Dashboard appears 

· Type in Req. # in the Job ID field- then click the white space outside of the search field (do not click enter or it will open a new search box)
· Series of Tabs appears:

· Hiring Manager Review

· Offer
· System defaults to Hiring Manager Review tab.  Candidate names appear.  
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· Click Resume link to far right of name to review resume.  (If there is no resume link, follow the instructions for the “Personnel Liaison/Supervisor Review Resumes – Attachment or Personnel Liaison/Supervisor Review Resumes – Talent Profile” to view the resume).
· Click “X” button to close out of the resume document once resume is reviewed. Do not close the internet browser.
Personnel Liaison/Supervisor Review Candidates – Attachment 
Who:

Hiring Supervisor or District/Personnel Liaison
Triggering Events:

Received email notification stating resumes are ready to review.

Prerequisites:

Interview questions should be done and approved, interview times set aside and panel member selected, if applicable.

Candidate profile does not have a resume link to view the resume.

Instructions / Guidelines:
· Click on Find Talent Icon

· Select Candidates and Requisitions
· Requisition Dashboard appears.  

· Type in Req. # in the Job ID field- then click the white space outside of the search field (do not click enter or it will open a new search box)
· Series of Tabs appears:

· Hiring Manager Review

· Offer

· System defaults to Hiring Manager Review tab.  Candidate names appear.  
· Double-click on candidate name.  Candidate Profile page appears.
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· Click the Attachments link.  Attachments Home page appears.

· Double-click the file name containing the resume, then click the resume hyperlink.[image: image36.png]Manage Attachment
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· Click the Open button if prompted by your web browser:
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· Resume appears.  (If there is no resume in the Attachments link, follow the instructions for “Personnel Liaison/Supervisor Review Resumes – Talent Profile” to view the resume.)

· Click the “X” button to close the document once resume is reviewed.

· Click the back button on your internet browser each time to close out of the Manage Attachment, Attachments and Candidate Profile pages.

Find Candidate Contact Information – Missing from Resume

Who:

District/Personnel Liaison
Triggering Events:

Received candidate resume but contact information is missing.

Prerequisites:

None.

Instructions / Guidelines:
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	Field Name
	Action
	Additional Information

	Candidate Name
	Double-click on candidate name.  Candidate Home page appears.
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	Field Name
	Action
	Additional Information

	Contact Information Tab
	Click the Contact Information tab.  The Contact Information Section Page appears. 
	Review the page for necessary contact information.

	Exit the Candidate Home Page
	Click the [image: image40.png]


 button on your internet browser..
	


Create an Application for Employment

Who:

Personnel Liaison or HRA Analyst
Triggering Events:

A candidate has qualified for an opening.

Prerequisites:

None

Instructions / Guidelines:
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	Field Name
	Action
	Additional Information

	Candidate Name
	Double-click on candidate name.  Candidate Home page appears.
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	Field Name
	Action
	Additional Information

	Actions Tab
	Click Actions down arrow button.  Drop down displays.
	

	Create Hire Paperwork
	Click Create Document option
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	Field Name
	Action
	Additional Information

	Create Hire Paperwork Page
	Click Document Template arrow button.  
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	Field Name
	Action
	Additional Information

	Document Templates Page
	Document Templates page appears.  Click the State_Application.Click OK button.
	


[image: image45.png]JANEE DOE(135396) TESTING

B | & | Ao Remeds
El JANEE DOE @
Soutce: EMPLOYEE REFERRAL
soEseAoLcom e
'PHOENIX, AZ 85007
Resume/ OV | Cortespondence: 11 | Imtervews:3 | Screnings:0 | Notes:0 | Atachments:2

‘At A Glance




	Field Name
	Action
	Additional Information

	Attachments Link
	Click the Attachments link.  Attachments home page appears.
	

	Attachments Page
	Double click on the most recent Hire paperwork.rtf document. 
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If your browser prompts you to “save” click “save”.
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If your browser prompts you to “open”, click “open”.
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	Field Name
	Action
	Additional Information

	Manage Attachments Page
	Click the STATEAPPLICATION hyperlink
	Application for Employment displays.  Print or save the document as desired.
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	Field Name
	Action
	Additional Information

	Exit the Application For Employment
	Click the [image: image51.png]


 button on your internet browser
	

	Exit the Manage Attachment Page
	Click the [image: image52.png]


 button on your internet browser
	All attached documents appear on the Attachments home page.

	Exit the Attachments Page
	Click the [image: image53.png]


 button on your internet browser
	

	Exit the Candidate Profile Page
	Click the [image: image54.png]


 button on your internet browser
	


Email Interview Invitation to Candidate (Optional)

Who:

Personnel Liaison or HRA Analyst
Triggering Events:

Interviews are ready to be scheduled.

Prerequisites:

Candidate resumes received, reviewed and selected candidates to interview chosen.

Instructions / Guidelines:

Invitation email must be sent to each individual candidate.  Mass email notifications cannot be done.

[image: image55.png]Requisition Dashboard

sas [ ) Name + EdemaiClty  ApplcalinDate  SelecionProcess  Type Source
Recruter: : CYNTHIA AREN) 5202013 2:44:13 1 Hiing Manager Rev  Intenal  CAREER BUILDER
Hiting Manager: BUMBLEBEE  PHOENIX, AZ 850( 112112014 85213  Hirng Manager Res  Exteral POSTER
JbCode: [ ] JANEEDOE  PHOENIX, AZ850( 5712013 121555 f Hiring ManagerRev  Extemal  EMPLOYEE REFEF Resumel CV/
[ —
P —
L P

#1-TESTING

Location: DEMAGIL003

Hiring Manager: JENNIFER BOWLING
‘Status: Open






· Click on Hiring Manager Review Tab

· Double-click on Candidate name.

· Candidate Home Page appears.
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· Click on Correspondence link
· Click on Create Email button.  
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· Click on Email Template drop down button. 
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· Click Save [image: image60.png]



· Click Edit Email Text
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Email Template: INVITEINTERVIEW

To- [ kimberly.adams@azdoa.gov.
From | stefanie.munsey@azdoa.gov
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Body:
Avial ~|[ 10px -l BZTUuA | ALJAL | E | @e

You applied for the TESTING position with the State of Arizona. f you are interested in interviewing for this position, please telephone JENNIFER L. BOWLING at 602.542.7464 by 5 working days from the date of this email If we
hear from you by this date, we wil presume you are no longer interested in interviewing for this position.
Sincerely, JENNIFER L BOWLING

Aamer:





· From line:  Insert appropriate email address.

· Subject line: Invitation to Interview for (INSERT JOB TITLE) – Job ID #(Req. #)
· Body:  “You applied for the (POSITION TITLE) position with the Department of Economic Security.  If you are interested in interviewing for this position, please telephone (CONTACT NAME) at (XXX) XXX-XXXX by (INSERT DATE – MUST BE FIVE WORKING DAYS FROM DATE EMAIL SENT).  If we do not hear from you by this date, we will presume you are no longer interested in interviewing for this position.  Sincerely, “Insert appropriate name and job title”.   

· Click Actions drop down
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· Click Send button.  Email is sent to Candidate.  

· Click Back button on your browser.
· Copy of email appears in Candidate’s Correspondence home page link.
· Click Back button on your browser to exit the Correspondence Page.

· Click Back button on your browser to exit the Candidate Profile Page.
Candidate Interview Code Results 

Who:

District/Personnel Liaison or Hiring Supervisor with PPL Approval or HRA Analyst
Triggering Events:

Division has made selection and interview codes must be entered prior to Routing the Offer for Approval.  

Prerequisites:

Interviews have been completed.  All candidates with the exception of “Hiring Manager Review – NO interest” must be coded.    
Instructions / Guidelines:
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· Type in Requisition number in Job ID box

· Click on Hiring Manager Review tab. 
· Double-click on candidate name.  Candidate profile page appears.   
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· Click on Interviews button 
· Interviews Page appears.

· Click Down Arrow button above the Result column.  Drop down displays.

· Select Create option.
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· Create Interview page displays.
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	Field Name
	Action
	Additional Information

	Type
	Select interview type.
	

	Interview Date
	Enter date MM/DD/YYYY
	

	Interview Time
	Leave Blank
	

	Interviewer
	Leave Blank
	

	Location
	Leave Blank
	

	Address
	Leave Blank
	

	Status
	Select from choices in Additional Information Section to the Right.
	Candidate withdrew

Interview Considered

No Response

No Show


	Result
	Leave Blank
	

	Comments
	List Agency Acronym and Job ID # (e.g., DE535).  
	MORE NAMES REQUIRED:  If additional names need to be requested, contact your PPL.   

	Save
	Click Save [image: image69.png]


 icon on the gray toolbar.
	

	Close Update Interview Page
	Click the [image: image70.png]


 button on your internet browser
	

	Close Candidate Home Page
	Click the [image: image71.png]


 button on your internet browser..
	Interview information appears on the Interviews Home page.  The “Interviews” link number increases by one.


Route Selected Candidate Offer for Hire Approval 


Who:

District/Personnel Liaison or Primary Personnel Liaison
Triggering Events:

Supervisor has made hiring selection and requests approval to make offer.

Prerequisites:

All employment checks, (e.g., reference file checks for current and past employees, post offer physical exams, etc.) have been conducted and are included in the supervisor’s interview file.  If hiring an underfill, the approved underfill position for that employee has been obtained from the PPL prior to routing the approval.  All interview codes have been entered.
Instructions / Guidelines:
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· Type in Req. # in the Job ID field- then click the white space outside of the search field (do not click enter or it will open a new search box)
· Click on Hiring Manager Review Tab.  Right click on candidate name.  Drop down displays. 

· Select “Move to Offer”.  Candidate moves to Offer tab.  NOTE:  As soon as candidate moves to Offer tab, HRA Analyst and District Liaison receive email noting candidate was moved.
· Click the Offer tab.

· Right click Candidate name.  Pop-up displays.

· Select “Define Offer”.

· Request to Define an Offer page displays. 
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	Field Name
	Action
	Additional Information

	Effective Date
	Enter today’s date.
	Type  T + tab to default to today’s date

	Reason
	Type in OFFER.
	

	Candidate Name
	No action required.  
	This field pre-fills.

	Offer Status
	Pre-fills and says, “Pending”.  System doesn’t allow changes to this field.
	

	Title
	Pre-fills with job title.  Do not change.
	

	Recruiter
	Pre-fills - system doesn’t allow changes to this field
	

	Reports To
	Pre-fills with supervisor’s position title.
	Notify PPL ASAP if incorrect.

	Organization Unit
	Pre-fills – Do NOT change.
	

	Location
	Pre-fills – Do NOT change. 
	Notify PPL ASAP if incorrect.

	Work Type
	Pre-fills – If not type in FT or PT
	Do NOT change unless incorrect. 

	Offer Approver 1
	Required: click on [image: image74.png]


, pop-up displays. Type in First and Last Name.  Click Search button.  Click Select button.
	If unsure who the division Approver may be, contact your PPL to determine who must be listed.

	Offer Approver 2
	Click on [image: image75.png]


, pop-up displays. Type in First and Last Name.  Click Search button.  
	If unsure who the division Approver may be, contact your PPL to determine who, if anyone, must be listed

	Offer Approver 3
	Click on [image: image76.png]


, pop-up displays. Type in First and Last Name.  Click Search button.  
	The HR1253A ANALYST MUST BE the last approver in the series to confirm a legal appointment has been made. If there is no second approver, list the analyst in OfferApprover2 field. There cannot be gaps in the approver fields.

	Offer Date
	Leave blank.
	

	Offer Deadline Date
	Leave blank.
	

	Employment Start Date
	Leave blank.  
	

	Date of First Pay
	Leave blank.
	

	Salary
	Pre-fills from Requisition or input.  
	If range was used, update.

	Frequency
	Click on arrow [image: image77.png]


 button. Drop down displays.  Select the Frequency.  Must match Salary field above.
	Options:

· Hourly

· Annual

	Salary Type
	Pre-fills from Requisition.  Must match Salary and Frequency.  If incorrect, click on arrow [image: image78.png]


 button.  Drop down displays.
	Options:

· Hourly

· Annual

	Bonus
	Leave blank.
	

	Currency Code
	Leave blank.
	

	Frequency
	Leave blank.
	

	Monthly Incentive Bonus Annualized
	Leave blank.
	

	Currency Code
	Leave blank.
	

	Type of Attachment
	Click on Type of Attachment arrow [image: image79.png]


 button.  Pop-up displays.  Select correct title.
	Up to 3 attachments may be saved (e.g., Criminal background forms, resumes, Budget Analysis, etc.)

	FILE Field
	Click on [image: image80.png]


 button, select document to attach.  
	Document name fills into field.

	Comments
	List at least the following information:

1. Position Number

2. Location

3. Underfill level if applicable
	

	SUBMIT Button
	Click the Submit Button.
	Approver receives an email notification.  Email instructs Approver to check their “InBasket” to review Offer.

	Status Email Notification
	Liaison and HRA Analyst receive email once candidate status changes to Approved.  
	Division follows usual process to make job offer to candidate.


Example of Approver’s email notification
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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.





Route Selected Candidate Offer for Hire Approval is Returned (Disapproved)
Who:

Approver  

Triggering Events:

District Liaison received email notification noting that Offer was returned (disapproved).

Prerequisites:

Offer was routed for approval. 
Instructions / Guidelines:
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· Click the Offer tab.

· Right click Candidate name.  Pop-up displays.

· Select “Define Offer”.
· Existing Request to Define an Offer page displays.  Make updates or modifications to Define Offer.

· Click Submit button

· This will restart the entire approval process again. 
Email Letter to Candidates Not Selected - OPTIONAL
Who:

District/Personnel Liaison or Hiring Supervisor with PPL approval 
Triggering Events:

Notifications must be sent to each individual candidate interviewed (either by email or US mail).  Mass system email notifications cannot be done.  

Notification letters are not required for candidates reviewed but not contacted.  

Prerequisites:

Offer has been made and accepted by selected candidate.  
Instructions / Guidelines:

[image: image83.png]Hiring Manager E orers

Name & Extemal-City Appication Date  Selection Process Tye Source # of Attachments
CYNTHIA AREN: 51202013 2:44:13 F Hiring Manager Re  Internal CAREER BUILDER
BUMBLEBEE  PHOENIX AZ850( 112112014 85218 / Hiting Manager Rey  Extenal POSTER

JANEEDOE  PHOENIX, AZ 850( 5/7/2013 12:15:55F Hiring Manager Rev  External EMPLOYEE REFEF Resume/ OV 3






· Click on Hiring Manager Review Tab
· Double-click on Candidate name.
· Candidate Home Page appears.
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· Click on Correspondence link

· Click on Create Email button. 
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· Click on Email Template field arrow button. 
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· Email Templates page displays. Click on CANDIDATE REJECTED item.  
· Click Save  icon.
· Click Edit Email Text button.[image: image87.png]Send Email
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Thank you for your interest in TESTING. We have selected another candidate for the position. We encourage you to c
feel you qualify.
SincerelyHuman Resources






· From line:  Insert appropriate email address.

· Subject line: Your Interview for (POSITION TITLE) (Job ID XXXX)
· Body:  “Thank you for interviewing for the (POSITION TITLE) position with the Department of Economic Security.  We have selected another candidate for the position.  We encourage you to continue reviewing job openings on www.azstatejobs.gov and apply for all positions in which you are interested and feel you qualify.  Sincerely, “Insert Appropriate name and job title”.   

· Click on Actions, then Send button.
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· Email is sent to Candidate.  
· Click Back button on your browser
· Copy of email appears in Candidate’s Correspondence.
· Click Back button on your browser to exit the Correspondence page.

· Click Back button on your browser to exit the Candidate Profile page.

Disposition Candidates Not Selected

Who:

District/Personnel Liaison or Hiring Supervisor with approval
Triggering Events:

The candidate has an appropriate Interview Code Result attached to his/her profile.  The only candidate not requiring a disposition code is “Hiring Manager Review – NO interest”.  Divisions are strongly urged to code these individuals as well.
Prerequisites:

Do NOT disposition any candidate until after the Interview Code activity has been completed for each candidate, the selected candidate has accepted the job offer and notification letters of not being hired are sent.  
Instructions / Guidelines:
· Type in Req. # in the Job ID field- then click the white space outside of the search field (do not click enter or it will open a new search box)
· Click on Hiring Manager Review tab. 
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· Right click on applicant’s name, drop down displays.  Several options appear. 
· Select Disposition Candidate  
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· Disposition Candidate  page displays
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· Click on arrow [image: image92.png]


 button, “Disposition Reasons” page displays. 
· Type the first letter of one of the appropriate interview codes listed below (e.g., I for Interview Considered – Not Selected) in the Candidate Disposition Reason field.  Click on the appropriate option.  
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Below are the only codes you may use:

Interview Considered – Not Selected

Letter/Email Sent – No Response

Phone Screen – Candidate Withdrew

Phone Screen – Salary Requirements too High (Candidate wants more money)

Hiring Manager Review – No Interest (While not required, it is strongly urged to complete this code)

Candidate Failed Reference Check

ALL Candidate Decline codes are used ONLY when a job offer is made and the candidate turns down the job.

NEVER USE THE FOLLOWING CODE TO DISPOSITION ANY CANDIDATE:

Phone Screen – No Response 

If you cannot reach a candidate, you must send email or letter inviting to interview.  You cannot leave voicemail or message with anyone else or disqualify because they didn’t answer the phone.

· Click the OK button.  Applicant profile moves to the Disposition tab.
Create Requisition From Copy
Who:

Primary Personnel Liaison (PPL) or District/Personnel Liaison
Triggering Events:

Received written/verbal authorization from Supervisor.  Begin recruitment as soon as resignation notice is given.

Prerequisites:

Position has been posted in the past.  All information on previous requisition is still valid or will be updated.  

Instructions / Guidelines:


Go to the login page for Talent Acquisition and enter your credentials (same credentials as the YES website):
· The Home page displays.  Click the Find Talent Menu
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· Find Talent Menu displays the following options:

· Candidates and Requisitions – Displays current requisitions

· Create Requisition – Create new requisition

· Create Requisition from Copy – Create a draft requisition from an existing job requisition

· Position Description – Not available

· Find Talent menu displays.  Select “Create Requisition from Copy”
· Create a Draft Requisition from an Existing Job Requisition” Dialog box appears.

· Type in Requisition # to copy and hit OK key OR Select the Arrow button in the “From Job Requisition” field.  The “Job Requisition” page appears.  Scroll down until you find the Requisition number.  Click on the Requisition. Requisition # fills into the field.  Hit the OK button.  
· Select “Find Talent” icon.  Click “Candidates and Requisitions”.
· Go to the search box and in the“Status” box select “Draft” then click outside the box. Look for newest “draft” requisition.
NOTE:  Delete any attachments that are not applicable to this requisition.  Once the requisition is approved, the job description and pre-screening questions tabs will pre-fill with information from previous announcement.  Items included in the NOTES section do not copy onto the new requisition. If the requisition is being created due to an Approver rejection, Liaison must copy and paste the NOTES onto the new requisition.
Attach Email to Attachments Page
Who:

Primary Personnel Liaison, District Liaison or HRA Personnel Analyst
Triggering Events:

Need to attach an email to the Attachments page. 

Prerequisites:

None.
Instructions / Guidelines:
All emails must be saved and converted to (HTML) format before they can be attached to the requisition.

Convert email to (HTML) file 

· Go to email to be attached.

· Click “File” tab from toolbar.

· Select “Save As” from drop down menu
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· System should default to personal drive.  Do NOT save to the hard drive (C).  

· Go to “Save as Type” and select “HTML”.  Be sure to write down or remember the file name.

· Click “Save” button.  

· Follow instructions to Attachment Documents to attach to the document.

Click the Contact Information Tab





Select Create Document





Click the Arrow





Click STATEAPPLICATIONthen OK,





Click the Attachments link





Double-click the last line on the page





Click the STATEAPPLICATION 	link to open document.
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