Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information: The Request to Recruit can be entered into Tiger Talent by either the hiring
manager or the Human Resources (HR) partner.

Staff Hire Request

Important Information: The approval process for a staff Request to Recruit involves the budget officer
and two levels above the hiring manager.

STEP 1 (Staff Hire)

Access the Tiger Talent web site.
Log in to Tiger Talent using your
Clemson user ID and password.

Clemson University,

Usernam
[ |

Password

If you are experiencing problems with this %gin, please contact

the CCIT Customer Support Center by emailing ITHELP@clemson.edu

or calling (864) 656-3494 for assistance.
Reset Your Password

STEP 2 (Staff)

Click the Actions hyperlink
and click Begin New Hiring
Action to begin a new
request to recruit.

Tiger Talent
CLEMSON'S ONLINE HIRING SY

A Three-phase Hiring Process

Request

Tiger Talent, a web-based system for navigating the hiring process at Clemson University, provides
real time tracking of current and previous hiring actions. Of the three phases of the hiring process, only
phase 1 (Request) is currently functional in Tiger Talent. Phases 2 (Recruit) and 3 (Hire) will be
included in future releases.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES

Request to Recruit

Important Information: It is important to enter the correct hiring manager’s email address into the Tiger
Talent Request to Recruit because the two levels of approvals required for the transaction are automatically
populated based on the hiring manager’s supervisor and that supervisors supervisor.

STEP 3 (Staff)

STEP 4 (Staff) Enter the hiring manager’s
2 ° email address.
Select Refill (for existing positions) Tlgel' Ta].ent Note: When the address is

or New Position. entered, the name will

Select Non-Faculty to recruit for a EST TO RECRU'T OR automatically display.

classified or administrative unclassified
position.

Request Information

Hiring Managefgmail Example: joe3@clemson.edu
* R ired

Individual who will make the hirin in most cases this should be the supervisor

Hiring Manager Name' g Awaiting input

I'mrequestinga @ Refil @ New Position
© Faculty @ Non-Faculty | STEP 5 (Staff)
Position Type @ | Select a Type Select the type of positon for which you

* Required

-
. . Regular Full Time Equivalent (FTE)
Waiver of Posting (2] Intermittent (INT) down menu
Temporary Grant Position (TGP) .
Temporary (TMP)

wish to recruit from the Position Type drop-

Waiver? Time Limited Position (TLF)

Important Information: There are three hiring options: 1) refill a position with no changes, 2) refill a
position with changes or 3) request a new position.

e If requesting to refill an existing position without any changes from the previous incumbent’s job

information, select “No Changes.”
e If requesting to refill an existing position but also requesting changes to the position from the

previous incumbent’s job information, select “With Changes.”
e Intermittent positions must be requested by selecting “New Position.” A request to fill an intermittent

position cannot be entered as a refill.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

STEP 5B (Staff)
Proposed Position Data If refilling an existing position, enter the
Previous Employee's Email Address Example: joed@clemson edu K prev!ous employee S emal.l address "? the Q
. Previous Employee’s Email Address field.
Business Title Example: Adminisirative Assistan
Full/Part Time Select a Status

* Required

Standard Hours
* Required

Department #

* Required

Department Name Awaiting Department Number

Office Location @
* Required

Office Phone @ Example: (123) 456-7890
* Required
Supervisor Email Example: Janed@clemson edu
* Required

Important Information: When the previous employee’s Clemson email address is entered, information on
the employee’s two most recent positions will display.

STEP 5C (Staff)

Click the radio button to the
left of the position being
refilled.

Click Select.

Which job data for Johnson,Susanna M would you like to use?

Warning this will overwrite “Incumbent Information” and "Proposed Changes” fields you have already fill

Employee ID  Jobcode Posn # Department Dep

AH3500 Program Coordinator | 00003526  Human Resources 0337 01/01/2014

041835 AG1000 Human Resource Mgr | 00003548  Human Resources 5337 11/3072011

Select Mone

Important Information: The previous employee’s position information will display. At this time, please
review the position information for accuracy.

Office of Human Resources 12/18/2015 Page 3 of 29



Quick Reference: CLEMS()N

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information: Waivers are approved by the Office of Human Resources (OHR) once the request
to recruit has been submitted. The Office of Human Resources reviews the business reason for each waiver
request to ensure the following:

o there are no other qualified internal candidates interested in applying for the position
e this is not an underrepresented job code
e the individual was not waived into her/his current position

Waiver of Posting 2] STEP 6 (Staff)
If an employee is being waived into the position, click
WaIVer? ) ves, Thisis a waiver. e— “Yes. This is a waiver.”
o, This s not  waver 'Indlcate whether or not the employee being waived
is a current employee.

& Yes. The individual being waved s a curent empioyee | EMEET the name of the employee being waived into to
the position. (The system will display a list of names
that are similar to the name you are typing. Select the
correct name.)

Enter the business case for waiving the position.

© No, The individual being waived is not a current employ]

Waiver Name Example: John Doe

* Required

Business Case State your business case for waiving the g

* Required

1500 Characters left

Walvers will be verified and approved by the Office of Human Resources. Waived candidate must have an application in the system that has been updated
within the past year

A warning message will pop up reminding you to
ensure that the applicant has a recent application

on file and that a background check request is
Waiver Delay Warning required.

To help speed up the process for all Waiver Requests please ensure the
candidate has a recent application on file in PeopleSoft with their most current
salary information. Please also ensure you submit a background check request
for any MNon-Clemson University employee using the link below prior to
submitting your request:

hitp://iwww clemson_edu/employment/forms/background/

Close
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Grant Funding (2]

STEP 7 (Staff) -
Select Yes if the position is ~ |GrantFunded Position? 4 veq This is a grant funded position.
Grant Funded.

If grant funded, complete all

fields in the Grant Funding Principal 'nvesft,:f';f::: SRR
section. If grant funded, these
Principal Processing # Principal Processing fields are required.
* Required
Funding Organization Funding Organization
* Required

. STEP 8 (Staff)
Fundlng Account(s) 9 Click Add Account to enter
the Account String.

Add Accounts  # Account String Percent Options
Add Account Percent Total: 0.00%
Funding Account(s) @

Add Accounts #  Account String Percent Options

1 Account Example: 1234 Percent Example: 35.23 £ (%

Fund Example: 12
Department Example: 1234 STEP 9 (Staﬁ)
Enter the Account String and click Save

Program Changes.

Click Add Account to add additional
Account Strings.

Note: the percent total must equal 100

percent.

Class

Project

e

Add Account Percent Total: 0.00%
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Proposed Position Data

‘
Business Title Example: Administrative Assistant
* Required
Full/Part Time Select a Status STEP 10 (Staff)
e If refilling an existing position, review the
Standard Hours Example: 37.5 position information.
* Required
Department # R If recruiting for a new position, enter the
ptambebeie S Uit position information.
S
Department Name Awaiting Department Number Note: the supervisor’s name will
automatically populate when the email

Office Location @ Example: 123 Sikes Ha address is entered.

* Required
Office Phone @ Example: (123) 456-7890
* Required
Supervisor Email Example: Janed@clemson.edu

* Required —

Supervisor Name Awaiting Supervisor Email

STEP 11 (Staff)
Maximum Budgeted Example” $1 Lﬁ'ﬂ'ﬂ— Enter the maximum budgeted allocation (provided by the budget
Allocation @ officer).
* Required Select the Work County from the drop-down menu.
Work County Select a Couy u

* Required

Justification for Position @ D the positio]  STEP 12 (Staff)
" Required (— Provide justification for requesting the position in the Justification
for Position textbox. See Important Information below.

m
]
o
=
=
(T
J
Wl

1500 Characters left

Internal Comparisons @ Provide internal po

* Required Campus Life, jgmit

STEP 13 (Staff)
Provide the internal positions or employees performing similar work
for comparison.

250 Characters left

Important Information:

Examples for Justification for Position include: 1) The volume of accounting work has significantly
increased due to an increase in the number of related organizations and 2) John Doe is retiring effective
January 2015, and this is a position that needs to be refilled.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES

Request to

Recruit

Posting

STEP 14 (Staff)

If the position posting is internal only, click “Yes. This is an
internal only posting.”

Enter justification in the Internal Posting Information test box.

Internal Posting @

Internal Posting Justification
* Required

@ Yes, This is an Intern@l only posting.

© No, post for this requel}f outside the university.

Justification for internal ol goosting

STEP 15 (Staff)
Enter the requeste

is required.)

posting. (A minimum of five days

d dates of
400 Characters left

Requested Dates of Posting
* Required

Interview Committee

Members
* Required

Skills Test

| posting will be s& he Office of Human Resources for validation and is subject to

approval

Example: 12/14/2015 to Example: 12/21/2015

Min. of 5 bus. Days. 1-2 weeks rg

STEP 16 (Staff)

Siampe Jonn Do dmmy ENter the Interview Committee member _*

names. Click the plus icon to add
additional members.

© Yes, This request requires skills fesi(s).
@ No, This request does i s testis)] STEP 17 (Staff)
All available skills tests are located here Click “Yes. This request requires

Office of Human Resources

skill test(s)” if skills tests are
required for the position.
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Quick Reference:
Tiger Talent -

Request to Recruit

CLEMSON

HUMAN RESOURCES

Important Information:

University Affirmation Action Clause.

If you select “Other Advertisement Medium,” enter the location of the job posting. The Office of Human
Resources will contact the hiring manager to confirm the posting.

Each advertisement is subject to OHR approval and, by default, will include the Jeanne Clery Act and_Clemson

Advertising Medium

TIP:

To view a complete listing of the
advertising packages, select the
Advertising package link. The advertising
mediums listed are paid by the
department; however, all job posting will
automatically post to the free Diversity,
Veteran, and Social Media advertising
packages.

None

Academic

Business/ Professional

(5260)

(S425)

STEP 18 (Staff)

Select the desired advertising
medium for the job posting. If the
position is an internal posting, select
“None” to indicate there will not be
an advertisement for this position.

Engineering ($390)
Finance and Accounting  (5390)
Information Technelogy (S365)
Medical / Healthcare (5235)
Trades | Technical (3320)
Jotal Cost 50

Other Advertisement Medium

Advertisement

STEP 19 (Staff)
Enter the specific language to be used

for the external advertisting in the
Advertisement textbox.

5000 Characters left

Office of Human Resources

12/18/2015

Page 8 of 29


http://clerycenter.org/summary-jeanne-clery-act
http://www.clemson.edu/campus-life/campus-services/access/documents/policies/aa-eeo.pdf
http://www.clemson.edu/campus-life/campus-services/access/documents/policies/aa-eeo.pdf
http://media.clemson.edu/humanres/recruiting/portal/Packages.pdf

Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

STEP 20 (Staff)
Browse to locate and upload the position description and enter
additional information related to the position in the Position

b Description Information textbox.

Word document & PDF only

Attach Position Description(s)

* Required
TIP:
Yol can access a ﬂ *Position Description template located here
copy of the Positon Jsition Description Please include any additional information related to this position and attach the Position
Description template. Information Description
* Required

250 Characters left

rtify | have received all required approvals for my Budget Genter to move forward with this request.

STEP 21 (Staff)
Click the certification acknowledgement
and click Submit.

Important Information:
The system will validate entered information and will highlight missing or invalid entries. Enter or correct any
information in highlighted fields, and click Submit to process the request to recruit.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

After you submit the necessary information

for a request to recruit, you will be taken
" | back to the home page, which will now show
that the submission was successful.

Success! Your request has been submitted.

Tiger Talent

CLEMSON'S ONLINE HIRING SYSTEM
A Three-phase Hiring Process

it

Tiger Talent, a web-based system for navigating the
hiring process at Clemson University, provides real time
tracking of current and previous hiring actions. Of the
three phases of the hiring process, only phase 1
(Request) is currently functional in Tiger Talent. Phases
2 (Recruit) and 3 (Hire) will be included in future
releases.

Important Information:
From this point, you will receive emails containing information regarding the transaction’s progress through the
hiring process.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Review Staff Request to Recruit

Important Information:

Submitted transactions can be viewed at any time by logging in to Tiger Talent, where hiring managers have
access to a summary page that shows the request to recruit, market analysis, and commitment form’s progress
throughout the hiring process. If a transaction needs to be changed, please contact OHR’s Recruitment unit.
Changes to a submitted transaction cannot be made using Tiger Talent.

STEP 22 (Staff)

To view a transaction’s progress, click Summary on the Tiger
Talent homepage.

Select the position you want to view by clicking the position title
hyperlink.

Show Requests in this status: & Aclve & inaclive O Aclive 7 I

Position Pracess Departmant Rt
Tiite -2 0 s Tirret Currant Step % Hiring Manager £ D ¥ Departmént Nama I

€

E By P e By J Filter By 51 Filter By Last Step |~

00124 [ Oo-Tima | CC Review L Cnedy M % Eng & Science Education el

O Time | First Approval Pending  Slringfeliow Pars Farquhar 0811 Crvil Engineéring ]

[ Co-Time | First Approval Pending  Slringfeaow Pans Famuhar 0811 Civi Engintering 5038

3 [ On-Time | Privasst Approval Husson Scolt M ] Chismical Enginastring 5037
O Tima | Pravast Appeoval WcAlister Teresa L (000 Chémical Engnesring 536

00007428 UGT400 = Frowcest Appeoval Morgan Angela G 1323 Fnance 3

| Oo-Time | Dean Approva Con Christopher L 0TS Mathermatcal Soences L]

00001998 LGTYOD | On-Time | Dean Appriva Morgan Angela G 1383 Finance 33

E Commitment Approva Ramasubramanian MK 0621 Methanical Enginesring 532

Important Information:
Once the Request to Recruit has been submitted and approved, the HR partner will be notified to create a job
opening. Click HERE to access the Quick Reference: Creating a Job Opening (Requisition).
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Quick Reference: CLEMS()N

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information:

After the job opening is created and a job opening number is assigned, the HR partner will receive an email
detailing the position information that includes a link to Tiger Talent. Accessing this link will allow the HR partner
to view the Tiger Talent transaction.

Sample Email Notification

Pozition Information

Type of Hire:

Target Openings:

Tempaorary

5

JTob Druration: 12 Months
e - STEP 23 (Staff)
Hiring Manager: fohnson Susanea M Access the HR partner work list using the link
Submitted by: SUSANNT contained in the approval email or by logging
Submission Date: 06/03/2015 03:20:23 PM in to Tiger Talent.
Reference Number: 15
Business Title: Benefits Counselor I
Tustification for Position: test
Tob Code: AGS000
FullPart-time: Full Time
Department #: 5337
Department Name: Human Basources
Supervisor's Name: Johnson, Susanna M
Budgeted Max Salary: $35,000.00 |
Position Description: MewPozsihonDeseription ] docx
Position Deseription: 0ldPositionDeseription].doex
Comments:
Approve
Action Required:

Plsase review the comments above and the position mformation in the table. If you fael thers have been changes from the proposed request that warrant reapproval, please notify Hirmg Manager
and Supervizor prior to creating a requisition. If no changes are required, log in to Tizer Talent via this link (using your Clemson usemame and password) to approve or deny the transaction.

Approval Process Reminders:
You will receive a reminder email after 24 hours if action 15 not taken within that imsframe. In order to avoid delays i the process, if you have not taken action withn 48 hours, a notification
will be sent to your supervisor so that he/she may approve or deny the request on your behalf

Thank you in advance for your timely response to this message.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information: The approval process for a faculty Tiger Talent Request to Recruit transaction involves the
budget officer, any ad hoc approvers that have been added, the dean, the provost and the Office of Human Resources.

Faculty Hire Request

STEP 1 (Faculty Hire)

Access the Tiger Talent web site.
Clemson University Logl Log in to Tiger Talent using your Clemson
user ID and password.

Username

U

Password

N «—

If you are experiencing problems with this login, please contact
the CCIT Customer Support Center by emailing ITHELP@clemson.edu

or calling (864) 656-3494 for assistance.
Reset Your Password

STEP 2 (Faculty)

I e s Click the Actions hyperlink

Ben i Hiong Action ( and click Begin New Hiring
s o Action to begin a new request

Tiger Talent to recruit.
CLEMSON'S ONLINE HIRING SYSTEM

A Three-phase Hiring Process

—

Request

Tiger Talent, a web-based system for navigating the hiring process at Clemson University, provides
real time tracking of current and previous hiring actions. Of the three phases of the hiring process, only
phase 1 (Request) is currently functional in Tiger Talent. Phases 2 (Recruit) and 3 (Hire) will be
included in future releases.
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Quick Reference:
Tiger Talent -

Request to Recruit

CLEMSON

HUMAN RESOURCES

Important Information: It is important to enter the correct hiring manager’s email address into the Tiger
Talent Request to Recruit because the two levels of approvals required for the transaction are automatically
populated based on the hiring manager’s supervisor and that supervisors supervisor.

STEP 4 (Faculty)

Select Refill (for an existing position)
or New Position.

Select Faculty to recruit for a faculty

Tiger Tale
JEST TO REC

STEP 3 (Faculty)

Enter the hiring manager’s email
address.

Note: When the address is
entered, the hiring manager’s
name will automatically display.

or special faculty position.

Request Informatio

Example: joe3@clemson.edu

Individual who will make the hiring decision, in most cases this should be the supervisor

Hiring Manager Awaiting input

I'm requesting © Refil @ New Position

@ Faculty @ Non-Faculty STEP 5A (FaCUIty) . . .
e é ! Select the type of positon being recruited
Selmwpf . - from the Position Type drop-down menu.

Position Type @

* Required

Regular Full Time Equivalent (FTE)
Intermittent (INT)

Temporary Grant Position (TGP)
Temporary (TMP

Time Limited Position (TLP)

Waiver of Posting (2]

Waiver?

Important Information: There are three hiring options: 1) refill a position with no changes, 2) refill a

position with changes or 3) request a new position.
e To request to refill an existing position without making any changes from the previous incumbent’s job

information, select “No Changes.”
e To request to refill an existing position with changes to the position from the previous incumbent’s job

information, select “With Changes.”
e To request an intermittent position, select “New Position.” A request to fill an intermittent position

cannot be entered as a refill.
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Quick Reference:
Tiger Talent -

CLEMSON

HUMAN RESOURCES

Request to Recruit

Proposed Position Data

STEP 5B (Faculty)

If refilling an existing position, enter the
Previcus Employee's Email Address Example. joe3@cles o previous employeels email address' Q
* Required -
Business Title Example: Administrative Assistant
* Reguired

FulliPart Time

* Required

Select a Status

Standard Hours
* Required

Department #
* Reguired

Department Name  Awaiting Department Number

Office Location @

* Required

Office Phone @ Example: (123) 456-7890

* Required

Supervisor Email Example: Jane
* Required

Important Information: When the previous employee’s Clemson email address is entered, information on
the employee’s two most recent positions will display.

STEP 5C (Faculty)

Click the radio button to the
left of the position being
refilled.

Click Select.

Which job data for Johnson,Susanna M would you like to use?

Warning this will overwrite “Incumbent Information” and "Proposed Changes” fields you have already

Employee ID  Jobco Posn # Department DeptlD  Pos Classification
@ AH3500 Pragram Coordinatar | 00003526  Human Resources 5337 01/01/20 C
041835 AG1000 Human Resource Mgr | 00003548  Human Resources 5337 1173072011 C

Select Mone

Important Information: The previous employee’s position information will display. It is important to
review the position information for accuracy.
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Quick Reference: CLEMS()N

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information: Waivers are approved by the Office of Human Resources once the request to
recruit has been submitted. OHR reviews the business reason for each request to ensure the following:

o there are no other qualified internal candidates interested in applying for the position
e this is not an underrepresented job code
e the individual was not waived into her/his current position

Waiver of Posting 2]
Haivers STEP 6 (Faculty)
F e ves Tssavaner o If the position is being waived, click “Yes. This is a
© No, This is not a waiver. waiver.”

Indicate whether or not the employee being waived
® Yes, The individual being waived is a current employee. | IS @ current employee.

Enter the name of the employee being waived into
the position.

Enter the business case for waiving the position.

© No, The individual being waived is not a current employe

Waiver Name Example: John Doe

* Required

Business Case State your business case for waiving the g

* Required

1500 Characters left

Waivers will be verified and approved by the Office of Human Resources. Waived candidate must have an application in the system that has been updated
within the past year

A warning message will pop up reminding you to
ensure the applicant has a recent application on file
and that a background check request is required.

Waiver Delay Warning

To help speed up the process for all Waiver Requests please ensure the
candidate has a recent application on file in PeopleSoft with their most current
salary information. Please also ensure you submit a background check request
for any MNon-Clemson University employee using the link below prior to
submitting your request:

hitp://iwww clemson_edu/employment/forms/background/

Close
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Quick Reference:
Tiger Talent -
Request to Recruit

CLEMSON

HUMAN RESOURCES

Grant Funding @

Grant Funded Position?_ ...

@ Yes, This is a grant funded position.
STEP 7 (Faculty) ; g P
Select Yes if the position is © Mo, This is not a grant funded position.

Grant Funded.
Principal Investigatnr Frincipal Investugator
* Required

Complete all fields in the

Grant Funding section if the Principal Processing # Principal Processing
* Required

position is grant funded. !

Funding Organization Funding Organization
* Required

If grant funded, these
fields are required.

. STEP 8 (Faculty)
Funding Account(s) @ Click Add Account to enter

the Account String.

Save Changes

Add Account

Add Accounts  # Account String Percent Options
Add Account Percent Total: 0.00%
Funding Account(s) @
Add Accounts #  Account String Percent Options
1 Account Example: 1234 Percent Example: 35.23 £ (%
Fund Example: 12
o STEP 9 (Faculty)
Department | Example: 1234 Enter the Account String and click Save
Program Example: 123 Changes'
: — Click Add Account to add additional
class | Examoe 123 Account Strings.
E - Note: the Percent Total must equal 100
Project Example: 1234567 percent'

Percent Total: 0.00%

/

Office of Human Resources 12/18/2015

Page 17 of 29




Quick Reference:
Tiger Talent -
Request to Recruit

CLEMSON

HUMAN RESOURCES

Faculty Market Analysis @

Faculty Titles

Discipline
Appeintment Term

Commitment Entry

¥ou can preview the automatically generated

Professor
Associate Professor
Assistant Professor

Senior Leclurer

[ Lecturer

Associale Dean

Aszistant Dean

[0 Associate Provost

Dean

[[] vice Provost

Fost Doctoral Feliow

Other

Select a Category

Select 3 Discipine

Selecl a Type

@ My Budget Officer will enler the commitment

The Hiring Manager wil enler the commitment

STEP 10A (Faculty)

Select up to three faculty titles for market analysis.
Choose the Category, Discipline and Appointment Term

from the drop-down menus.

Click the “here” hyperlink to preview the market analysis
for the titles you selected.

¥

market anaysis hene

=1

Faculty Market Analysis @

Faculty Titles
* Required

Nonstandard Position Details

Commitment Entry

Professor
Associate Professor
Assistant Professor
Senior Lecturer
Lecturer

Associate Dean
Assistant Dean
Associate Provost
Dean

Vice Provost
Post Do

Other
* Maximum 3 selections

*Complete this field only If this is a nonstandard position

@ My Budget Officer will enter the commitment.

@ The Hiring Manager will enter the commitment.

You can preview the automatically generated market analysis here

STEP 10B (Faculty)

If the desired title is not listed, select
Other and enter the requested title
and a brief description of the
position’s functions and/or
responsibilities in the Non-Standard
Position Details comments box.

Important Information: Examples of titles that may be included in the “Other” category are endowed chair,
department chair and postdoctoral student. Nonstandard position details are reviewed by the Office of Human

Resources, and a market analysis is provided to the hiring manager via email.

Office of Human Resources

12/18/2015

Page 18 of 29




Quick Reference:
Tiger Talent -

Request to Recruit

Example of a Market Analysis report.

CLEMSON

HUMAN RESOURCES

12114/2015 03:50:25 PM

External and Internal Summary

The extemal competitive market range reflects Clemson's Research High Camegie Classification.
Data sources are: Oklahoma State University Faculty Survey, AACSB, and CUPA.

External Market Data for: Professor

Engineering
Bioengineering And Biomedical Engineering
Professor
9 Month

Competitive Range

Minimum

25th %tile| Average |75th %file |Maximum

$101,898

125,621 $149,343| $175,471

$201,599

Salary justification is required for salary offers higher than the
average of the competitive range

Name

Comparison #1
Comparison #2
Comparison #3
Comparison #4

Internal Comparisons:

Dept. Name: Bioengineering

Job Title

Professor
Professor
Professor
Professor

Base
Salary Suppl.

$126466  S17.647
$122232  §18513
$120664 S0
$119,016 S0

Total
Salary

5144113
5140,745
5120664
5119016

Faculty
Rank Date

2003-08-15
2015-08-15
2015-08-15
2014-08-15

Bioengineering

Commitment Entry

STEP 11 (Faculty)

Choose either the budget officer or hiring manager as who will
enter the Commitment Form data. The person indicated will be
notified when the Commitment Form is available for completion.

@ My Budget Officer will enter the commitment.

© The Hiring Manager will enter the commitment.

You can preview the automatically generated market analysis here

Office of Human Resources
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Proposed Position Data
—
Business Title Example: Administrative Assistant
* Required
Full/Part Time Select a Status |—|
* Required
STEP 12 (Faculty)
Standard Hours Example: 37.5 If refilling an existing position, review the
e position information.
Department # Example: 5337
* Required If recruiting for a new position, enter the

” 2= | position information.
Department Name Awaiting Department Number

Note: the supervisor’'s name will

Office Location @ Example: 123 Sikes Ha . .
- Required automatically populate when the email
address is entered.
Office Phone @ Example: (123) 456-7890
* Required
Supervisor Email Example: Janed@clemson.edu
* Required

Supervisor Name  Awaiting Supervisor Email

Maximum Budgeted Example Hl\ STEP 13 (Faculty)

A"“‘?‘;“"_G: Enter the maximum budgeted allocation (provided by the
! budget officer).
Work County Select a Couk Select the Work County from the drop-down menu.

* Required r

Justification for Position © STEP 14 (Faculty)
e & Provide justification for requesting the position. (See Important
Information below.)

m
]
o
=
=
[
J
Wl
=

1500 Characters left

Internal Comparisons @ Provide

* Required Campus Life. ismit

STEP 15 (Faculty)
Provide the internal positions or names of employees performing
similar work for comparison.

250 Characters left

Important Information:

Examples for Justification for the Position include: 1) The volume of accounting work has significantly
increased due to an increase in the number of related organizations, and 2) John Doe is retiring effective
January 2015, and this is a position that needs to be refilled.

Office of Human Resources 12/18/2015 Page 20 of 29



Quick Reference:
Tiger Talent -
Request to Recruit

CLEMSON

HUMAN RESOURCES

STEP 16 (Faculty)

box.

Click Yes (the system defaults to No) if the position posting is internal only.
Enter a justification for internal only posting in the Internal Posting Information test

Posting

Internal Posting @

Internal Pnsting Justification
* Required

STEP 17 (Faculty)

Enter the requested dates of
posting. (A minimum of five days
is required.)

approval

Requested Dates of Posting Example: 12/14/2015

* Required

@i Yes, This is an Internal only postin

400 Characters left

e Office of Human Resources for validation and is subject to

Example: 12/21/2015

Min. of 5 bus. Days. 1-2 weeks rg

Example: John ZJn:ee

Interview Committee

Members
* Required

STEP 18 (Faculty)

Enter the Interview Committee member
names. Click the plus icon to add
additional members.

skills Test .

@ Mo, This request

This request requires skills test(s).

All available skills tests are located here

ige skills test(s)

STEP 19 (Faculty)
Click Yes if skills tests are

Office of Human Resources

12/18/2015

required for this position.
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Quick Reference: CLEMS()N

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information:

If you select “Other Advertisement Medium,” enter the location of the job posting. The Office of Human
Resources will contact the hiring manager to confirm the posting.

Each advertisement is subject to OHR approval and, by default, will include the Jeanne Clery Act and_Clemson
University Affirmation Action Clause.

Aduenjsmg Medium None
Academic ($260)
Business/ Professional (34235)
IIP:_ ete listing of th Engineering (5300) STEP 20 (Faculty)
0 view a complete fisting of the _ Select the desired advertising
advertising packages, select the Finance and Accounting  (3390) —

medium for the job posting.

Information Technelogy  ($365) (If this is an internal posting, select
“None” to indicate there will not be
an advertisement for this position.)

Advertising package link. The advertising
mediums listed are paid by the

department; however, all job posting will Medical | Healthcare (5235)
automatically post to the free Diversity,

Trades | Technical ($320)

Veteran, and Social Media advertising
packages. Total Cost s0

Other Advertisement Medium

STEP 21 (Faculty)

Enter the specific language to be used
( for external advertisements in the
Advertisement textbox.

Advertisement

5000 Characters left

Office of Human Resources 12/18/2015 Page 22 of 29
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

STEP 22 (Faculty)
Browse to locate and upload the position description, and enter
additional information related to the position in the Position

b Description Information textbox.

Word document & PDF only

Attach Position Description(s)

TIP: * Required

You can access a ) *Position Description template located here
copy of the Positon
Description template.

Position Description
Information

ease include any additional information related to this position and attach the Position

escrption

* Required

250 Characters left

1 ify | have received all required approvals for my Budget Center to move forward with this request.
ﬁ == STEP 23 (Faculty)

Click the certification acknowledgement
and click Submit.

Important Information:

The system will validate entered information and will highlight missing or invalid entries. Enter or correct
any information in highlighted fields, and click Submit to process the request to recruit.
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

After you submit the necessary information

for a request to recruit, you will be taken
| back to the home page, which will now show
that the submission was successful.

Success! Your request has been submitted.

Tiger Talent

CLEMSON'S ONLINE HIRING SYSTEM
A Three-phase Hiring Process

Recruit

Tiger Talent, a web-based system for navigating the
hiring process at Clemson University, provides real time
tracking of current and previous hiring actions. Of the
three phases of the hiring process, only phase 1
(Request) is currently functional in Tiger Talent. Phases
2 (Recruit) and 3 (Hire) will be included in future
releases.

Important Information:

From this point, you will receive emails containing information regarding the transaction’s progress through the
hiring process.

Office of Human Resources 12/18/2015 Page 24 of 29



Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Important Information:

Submitted transactions can be viewed at any time by logging in to Tiger Talent, where hiring managers have
access to a summary page that shows the request to recruit, market analysis and Commitment Form’s progress
through the hiring process. If a transaction needs to be changed, please contact OHR’s Recruitment unit.
Changes to a submitted transaction cannot be made using Tiger Talent.

STEP 24 (Faculty)

To view a transaction’s progress, click Summary on the Tiger
Talent homepage.

Select the position you want to view by clicking the position title
hyperlink.

Show Requests in this statusi @ Acive & inaciive O Acive O In

Pracess Departmant ,, Rt
Tirritt Current Slep Hiring Manager : b ¥ Department Hame

Position

£

L

m
¥

&
L

Filter By Last Step |~

m LG Revew Lt Cinedy M 8o Eng & Science Education ]

O Time | First Approval Pending Siinglefiow Pans Famuhar 01 (vl Engineenng 5039

| OnTime | Firsl Approval Pendsng Sinngledow Pans Famquhar 0011 Gl Enginering M

L | On-Time | Friovist Approval Husson Scott M ] Chemical Engineéring 5037
[ Oo-Time | Provast Appenval McAdisher Teesa L B0 Chemical Enginesring K035

00001998 UGT00 m Prowast Appeoval Mongan Angela G 1953 Enance 38

O Time | Dean Approva Cox Christopher L 1] Mathematcal Sriences 5034

0000138 LAGTOD  Cn-Time | Desan Approva Mangan Angela G 1323 France 5033

 Co-Time | Commitment Approval Aamasubramanian M K 0821 Mechanical Enginesring 5032

Important Information:
Once the Request to Recruit has been submitted and approved, the HR partner will be notified to create a job
opening. Click HERE to access the Quick Reference. Creating a Job Opening (Requisition).
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Quick Reference:
Tiger Talent -
Request to Recruit

CLEMSON

HUMAN RESOURCES

Important Information:

After the job opening is created and a job opening number assigned, the HR partner will receive an email
detailing the position information, which will include a link to Tiger Talent. Accessing this link will allow the HR
partner to view the Tiger Talent transaction.

Sample Email Notification

Position Information

Type of Hire:

Target Openmgs:

Temporary

5

Job Duration: 12 Months

Pay eroup: 1H STEP 25 (Faculty)

N P Acce_ss thg HR partner work Ii§t using the_link
T —— contained in the approval email or by logging

Submitted by: SUSANNT in to Tiger Talent.

Submission Date:

06/03/2015 03:20:23 FM

Reference Number: 13
Business Title: Benefits Counselor I
Tustification for Position:  test
Job Code: AGS000
FullPart-time: Full Time
Department #: 5337
Department Name: Human Resources
Supervisor's Nama: Johnson, Susanna M
Budgeted Max Salary: $35,000.00
Position Deseription: MewPoszitionDeseription] docx
Position Description: DldPositionDescription] . docx
Comments:
Approve
Action Required:

Plzaze review the comments above and the position mformation in the table. If you fael thers have been changes from the proposzed request that warrant reapproval, pleaze notify Hirmg Manager
and Supervisor prior to creating a requisition. If no changes are required, log in to Tiger Talent via this link (using your Clemson usemame and password) to approve or deny the transaction.

Approval Process Reminders:
You will receive a reminder smail after 24 hours if action iz not taken within that timeframe. [n order to avoid delays in the process, if you have not taken action within 48 hours, a notification

will be zent to your supervizor so that he'she may approve or deny the request on your behalf

Thank you in advance for your timely response to thiz meszage.

12/18/2015 Page 26 of 29
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Quick Reference: CLEMS()N

Tiger Talent - FOAN RESOURGES
Request to Recruit

Linking a PeopleSoft Job Opening to Tiger Talent

Important Information: When a Tiger Talent transaction is submitted, the HR partner will receive
notification via email from OHR to create a job opening. Click HERE to access Quick Reference: Creating a
Job Opening (Requisition). After the job opening is created, return to the Tiger Talent transaction and enter
the job opening number. This will link the Tiger Talent Transaction to its complimentary PeopleSoft
transaction, allowing the Tiger Talent information to be viewed during the offer letter process.

Sample Email Notification
Position Information
Type of Hire: Temporary
Target Openings: 5
Job Duration: 12 Months
Paygroup: 1IH
Hiring Manager: Johnson Susanna M
Submitted by SUSANNI
Submission Date: 06/03/2015 03:20:23 PM STE P 1
ReferemcsNumber. 15 After creating the job opening, click the
Brusiness Titl Benshits Counselor link in the email, or log in to Tiger Talent.
Tustification for Position: test

Tob Cods: AGS000
Full Part-time: Full Time
Department 4 5337

Department Name: Human Resources
Supervisor's Name: Joknson, Susanna M

Budgeted Max Salary $35,000.00 |

Position Description. NewPositionDescription] doex
Position Description. OldPositionDescription].doex
Comments;
Approve
Action Required:

Please review the comments above and the position information in the table, I you fesl there nave been changes from the proposed raquest that warrant rsapproval, pleass notify Hiring Manager
and Supsrvisor prior fo creating  requisition. [f 5o changes are required, log in to Tiser Talent via this link (using your Clemson username and password) to spprove or deny the transaction.

Approval Process Reminders:
You will recsive 2 reminder email after 24 hours if action is not taken within that timeframe. In order to aveid delays in the process, if you have not taken action within 48 hours, 3 notification
will be sent to your supsrvisor so that he/she may approve or deny the request on your behalf

Thank you in advance for your timely response to this message.

Office of Human Resources 12/18/2015 Page 27 of 29


https://www.clemson.edu/employment/TT/
https://www.clemson.edu/employment/TT/
http://www.clemson.edu/employment/HR_Upgrade_Information.html

Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Begin Hew Hining Action STEP 2 . .
HR Partne! Click the Actions link and select HR

fctive 4 Partner from the drop-down menu to view
Request to Hi Summary \ssgi ¢ your work list.
2 . ’ HR Partner

|
STEP 3
Click the title hyperlink to open
the transaction.
Title $  Position# $  Current § G $ Ref# $
Filter By Title osition#  Filter By Status E Filter By Step E Filter By Hiring Manager Filter By
Administrative Assistant 00008713 On-Time Create Requisition 3cott Tyler Roman 1
Koo 1011 oy
HR Partner Worklist @
Request to Hire Administrative Assistant
Proposed Position Description
Pre-Hire - Estimated Date of Completion: Dec 17, 2013
Request Initiated: 1211412015 Request Type: Full Time Employee - Position Type: Refl
Non-Faculty Hiring Manager: Scoft, Tyler Roman
Title: Administrafive Assistant  Position Number: (0008713 Waiver/Posted: Posted
Skills Test Required: Mo Department Number: 3337 Department Name: Human Resources
Jobcode: AATS00 Maximum Budgeted §123.00 Previous Employee's 049762
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Quick Reference: CLEMSON

Tiger Talent - FOAN RESOURGES
Request to Recruit

Proposed Position C STEP 4 Requisition Entry

Click the Requisition Entry tab.
Enter the Job Opening number from

Requisition Entry PeopleSoft in the Job Requisition field.

Job Requisition # 8625 v 4 l
* Required

Internal Posting MNIA

Posting Dates Oct 12, 2015 to Oct 20, 2015

STEP 5
1. Susanna Johnsaon Click Save to send the transaction to

Interview Team
r OHR'’s Recruitment unit for review.
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Quick Reference:
Tiger Talent — Approvals

FACULTY TIGER TALENT APPROVAL PROCESS

CLEMSON

HUMAN RESOURCES

officer receives notification via email to complete the Commitment Form.

the provost.

Important Information: When a request to recruit has been submitted, the hiring manager or budget

The request to recruit transaction for regular faculty requires the following approvals: hiring manager if
budget officer completes the Commitment Form (and vice versa), ad hoc approvers, dean, provost, and then
Office of Human Resources. Temporary faculty transactions require the same approvals with the exception of

Sample Email Notification
The pee-Bire rogueit Lt
added an thry are aulamat

1o i

Position Information

Tupe of Hire Time Limited
Hiting Manager Con Chrinepher 1
Submimed b EWaARE

Submissiom Date 1 ROEZ015 03: 1401 PM

Referencr Number M
Busines Tide Lecrer

Fastification for Position: A seplacement is needed to cover Spaing 201
Full Time

T

Mathemasical Sciences
Suporvises’s Mame Cox, Christepher 1
Budgeted Max Salary bRl e ]
Wlver Name Teay Nguyven
Market Anabve Mardiont Agafiuin

Action Required:

Appron al Proceu Reminders:

el sppeeven(i) on vour behald

STEP 1 (Faculty: hiring manager/budget officer)
Click the link to Tiger Talent to view the Commitment
Form.

Click the Market Analysis link to view the market
analysis for this position.

Plrase review the above information = bog im to Tige Talomt wia ths ik fuaing vouw Clemsca Usivmty mamname and panmand} 1o mie the commitzont dats and Serther approver(inl

1n oeder 10 avend dday s the pooccid, i vou hive oof 1alkes st within 24 hoers from the dme this cmail wai s, vous seporvior will be astificd do that be'ibe miy colee the comsirsiost dita and the

Thask yeu in advance for yous tmely scban i respease pe this requen. Should vea kive iny queiien of coboerss, please cearsct your HE Parser

31, s

Teach undergraduase Math Sciences course

VW ]

The Thper Talens lumding page URL is higs

Clicking the Tiger Talent link will direct you to the Worklist

Office of Human Resources

displaying the requested position information.

12/18/2015
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Quick Reference: CLEMSON

Tiger Talent — Approvals HUMAN RESOURCES

Important Information: The act of completing the Commitment Form is considered approval; thus, if the
hiring manager completes the Commitment Form, the budget officer will be notified for Commitment Form
approval, and vice versa, before moving on to the remaining approvers.

The request to recruit information displays

Commitment Approval for
ASS|Sta nt Pr‘ofesz STEP 2 (Faculty: hiring manager/budget

officer)

Click the Commitment hyperlink to view
the commitment information.

Note: You can view the Market Analysis
by clicking the Market Analysis hyperlink.

Market Analysis

Commitment

Pre-Hire Request Data

Type of Hire: Full Time Employee
Tracking Number: 3

Business Title: Assistant Professor
Paosition Justification test

Full/Part-time: Full Time
Department #: 0722

Department Name: Ed & Org Leadership Dev
Office Location Tillman Hall

Hiring Manager: Brown. Joshua H
Budgeted Salary: $100,000.00

Important Information: The Commitment Form will open in a second browser window.

Office of Human Resources 12/18/2015 Page 2 of 11



Quick Reference:
Tiger Talent — Approvals

CLEMSON

HUMAN RESOURCES

Pre-Hire Request Data
Typer of Hir

Tracking Mumber:
Busmess Title
Puosition Justification
FulliPart-time
Department #
Department Name:
Office Location

Hining Manager

Full Time Employes
3

Assistant Prolessor
st

Full Time

o722

Ed & Org Leadership Dev
Tillman Hall

Brown Joshua H

Total Commitment Amount: $575,195.00

STEP 3 (Faculty: hiring
manager/budget officer)
Review the funding
information for each fiscal year

Budgeted Salary 100,000 00 and any Included notes-
Salary
S s After review, return to the first

College $40,000.00 $40,000.00 browser window to approve or

Provost 340,000 00 340,000 00 deny the Commltment Form

Department £10.000.00 £10,000.00 )

Other 30 00 30 00

Funding Par FY 590,000 00 590,000 00

Supplemeants

Total Funded Y15 FY16

College $20.000.00 510,000.00 51000000

Frovost S0 00 S0 00 30 00

Department 50.00 50.00 50.00

Other 50.00 S0.00 £0.00

Funding Per FY $20,000.00 $10.000.00 $10,000.00

STEP 4 (Faculty: hiring manager/budget
Approver Name Action Date Offlcer)
. Select Approve or Deny from the drop-
Previous approvers Susanna M Johnson Approved on Oct 7, 201 down menu
are displayed with - ) —
the status of their Joshua H Brown No Action Tak Cllf:k Approve or Deny to finalize the
l action.
approval. Tyler Roman Scott
Select Action Apprave / El
* Required

Are you sure you want

gf approve this commitment?

Important Information: “Approve” forwards the Commitment Form to the next approver. “Deny” returns
the Commitment Form to the person who created it for revisions.

Office of Human Resources

12/18/2015
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Quick Reference: CILEMSON

Tiger Talent — Approvals HUMAN RESOURCES

The hiring manager will be notified via email when
Sample Email Notification approvals for the Commitment Form and request |
Thank yoy sion Profes) - ¢ recruit have been completed. pd:

+  FLSA status
+  Classification
+  Market-based compensation

No further action is needed from you at this point; however, vou will receive email notifications to keep you informed on the progress until the request is approved for posting. You may also view the
progress by accessing Tiger Talent.

Your request will also be routed to vour HR partner, whom you may contact with any questions.
Targeted Timeline:
+ A refill request should take six days or less to complete (from submission to job posting); however, tumaround times are targets, and, as such, they are dependent on approvers taking action in a

timely manner.
+ A new hire request should take eight days or less to complete (from submission to job posting).

Important Information: Approvers will be notified via email when their approval is needed.

Sample Email Notification

The pee-Bire rogueit Lt 1o enler 1he commitment dald a3 well 21 any further coquoed sppeoven The Deas asd Provon dhodd sof ke

added i Bery are auti

Position Information

T s e STEP 5 (Faculty: ad hoc approvers, dean and provost)
el e Click the link to Tiger Talent to view the Commitment
Submimed b EWaARE Form.

Submissica Date 1 ROEZ2015 03:06 01 PM

Refrence Mumber HiM

Busias Tide Lecruses

hustification for Posgion: A replacement is needed to cover Spring 2016 coune baad for o Lectmrer who bas ieominaied emgld®ment Dec 31, 2015, Teach mndapraduase Maih Scences conne

Full Time

T

Mathemazical Sciences
Cuprisers Name Con. Christepher 1

Budgeted Max Salary bRl e ]

Wlver Name Teay Nguyven
Market Anabve Mardon Agafvuin
Artion Required;

Please review the sbove information a4 bog i to Thger Talent via this Tk fusing vouw Clemsss Usivenéty mamrsime and panrword} 1o mie the commitzent dats and ferther spproverin)
Approial Procein Reminders:
1n oeder 10 avend dday s the pooccid, i vou hive oof 1alkes st within 24 hoers from the dme this cmail wai s, vous seporvior will be astificd do that be'ibe miy colee the comsirsiost dita and the
e appeerven(i) on your behalf

Thask yeu in advance for yous tmely scban i respease pe this requen. Should vea kive iny queiion of conoerss, please cearsct your HE Parser

The Tiper Taleas lumding page URL is higs woww clemen sdu smplovment TT
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Quick Reference: CILEMSON

Tiger Talent — Approvals HUMAN RESOURCES

The request to recruit information displays

Commitment Approval for
Assistant Professor

STEP 6 (Faculty: ad hoc approvers,

‘ <~ dean and provost)
!::;;;2::’1 “S Click the Commitment hyperlink to
review the commitment information.
e bt Click the Market Analysis hyperlink
Type of Hie: Full Time Emplayes to review the Market Analysis.
Tracking Number: 3
Business Title: Assistant Professor
Paosition Justification test
Full/Part-time: Full Time
Department #: 0722
Department Name: Ed & Org Leadership Dev
Office Location Tillman Hall
Hiring Manager: Brown. Joshua H
Budgeted Salary: $100,000.00

Important Information: Clicking the commitment and market analysis hyperlinks will open a summary of
the information in a second browser window.

Office of Human Resources 12/18/2015 Page 5 of 11



Quick Reference:
Tiger Talent — Approvals

CLEMSON

HUMAN RESOURCES

Previous approvers
are displayed with
the status of their
approval.

Approver Name

Susanna M Johnson

Joshua H Brown

Tyler Roman Scott

* Required

Action Date
Approved on Oct 7, 2015, 01:10

Mo Action Taken

STEP 7 (Faculty: ad hoc approvers,
dean and provost)

Select Approve or Deny from the drop-
down menu.

Click Approve or Deny to finalize the
action.

No Action

Select Action l Approve k

Are you sure you want tgfapprove this commitment?

Important Information: “Approve” forwards the Commitment Form to the next approver. “Deny” returns
the Commitment Form to the person who created it for revisions.

Sample Email Notification

7) for the position P

+  FLSA status
+  Classification
+  Market-based compensation

progress by accessing Tiger Talent.

Targeted Timeline:

timely manner.

Approvers will be notified via email when the approvals for
the Commitment Form and request to recruit have been

completed.

No further action is needed from you at this point; however, vou will receive email notifications to keep you informed on the progress until the request is approved for posting. You may also view the

Your request will also be routed to vour HR partner, whom you may contact with any questions.

+ A refill request should take six days or less to complete (from submission to job posting); however, tumaround times are targets, and, as such, they are dependent on approvers taking action in a

+ A new hire request should take eight days or less to complete (from submission to job posting).

Clicking the Tiger Talent link will direct you to the Worklist
displaying the requested position information.

Office of Human Resources
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Quick Reference:
Tiger Talent — Approvals

CLEMSON

HUMAN RESOURCES

the hiring process can be viewed.

cannot be made using Tiger Talent.

Important Information: Approvers can view transactions at any time by logging in to Tiger Talent. A
summary page showing the request to recruit, market analysis, and Commitment Form’s progress through

Note: If changes are needed, please contact OHR’s Recruitment unit. Changes to a submitted transaction

Pre-Hire Request Summary @

STEP 8 (Faculty)

After logging in to Tiger Talent, click on
Summary to view a list of all of your
transactions.

Request to Hire Assistant Professor

Market Analysis
Commitment

A
v

Title Position # ¢  Current Status P

Filter By Title Filter BB Iter By Status '5

Filter By Step

Administrative Assistant 00008713 Create Requisition

W “ 1-111(1) » [l

STEP 9 (Faculty)
Click on the job title hyperlink for the
transaction you want to view.

Y Hiring tianager

Scott, Tyler Roman 1

A summary page for the

HR Partner Worklist @

transaction is displayed.

Request to Hire Administrative Assistant

Proposed Position Description

Pre-Hire - Estimated Date of Completion: Dec 17, 2015

75% Complete

Request Initiated: 12/14/2015 Request Type: Full Time Employee - Position Type: Refill
Non-Faculty Hiring Manager: Scott, Tyler Roman
Title: Administrative Assistant Pesition Number: 00008713 Waiver/Posted: Posted
Skills Test Required: No Department Number: 5337 Department Name: Human Resources
Jobcode: AATS00 Maximum Budgeted $123.00 Previous Employee's 048762
Office of Human Resources 12/18/2015 Page 7 of 11
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Quick Reference: CILEMSON

Tiger Talent — Approvals HUMAN RESOURCES

STAFF TIGER TALENT APPROVALS

Important Information: The request to recruit transaction for staff (both regular and temporary) requires
approval by the hiring manager, two levels above the hiring manager and the Office of Human Resources.

The request to recruit can be entered by either the hiring manager or the HR partner. If the hiring manager
enters the request, approval is assumed. If the HR partner enters the request, the hiring manager will be
notified via email that their approval is needed. Once the hiring manager approves the transaction, the
request will proceed to the next approvers.

Sample Email Notification

Tvpe of Hire: Full Time Emplovee

Hiring Manager: Bvme III Jos
STEP 1 (Staff: approvers)

Submitted by: JBYRNE Click the link to Tiger Talent to view
the Request to Recruit.

Submission Date: 12/16/2015 02:
Reference Number: 7
Business Titl tive Assistant

Hyperlink to the
Justification f§ Market Analysis

Full Time

5337

Full/Part-time:

Department #:
Department Name: uman Fesources
Supervisor's Name: e III Joseph J
Budgeted Max Salarv: 530 800.00
Market Analvsis Market Analvsis
Action Required:
Noaction i required. You can revie the zbove mformation by logging i to Tiger Talent via this bk (using you Clemmson Unpversity usemame and passwond),

The Tiger Talent landing page URL is htps: uchiha clemsy e Dev Pontl

Office of Human Resources 12/18/2015 Page 8 of 11
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Tiger Talent — Approvals

CLEMSON

HUMAN RESOURCES

The request to recruit information displays

Approval for

Administrative Assistan sre 2 st approvers)

Click the Commitment hyperlink to
view the commitment information.

Type of Hire
Tracking Number
Business Tithe
Position Justheaton
FulliPar-time
Depantsent #
Depatmeant Namea
Office Location
Hiring Manager

Budgeted Salary

Full Tirrse Employes

3

4591
Full Tierse

araz

Ed & Ovg Leadership Dev

Tillman Haill

Brown Joshua H

Note: Review the Market Analysis
by clicking the Market Analysis
hyperlink.

Previous approvers
are displayed with
the status of their
approval.

Approver Name
Susanna M Johnson
Joshua H Brown

Tyler Roman Scott

Action Date

Approved on Oct 7, 20

STEP 3 (Staff: approvers)

Select Approve or Deny from the drop-
down menu.

Click Approve or Deny to finalize the
action.

Select Action Approve

* Required

Are you sure you want

i approve this commitment?

Important Information: “Deny” terminates the transaction. If denied, a new Request to Recruit will need
to be entered in Tiger Talent to move forward with recruiting for the position.

Office of Human Resources

12/18/2015
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. . The hiring manager will be notified via email when
Sample Email Notification " .
rthe positon] - approvals for the request to recruit have been completed.

+  FLSA status
+  Classification
+  Market-based compensation

No further action is needed from you at this point; however, vou will receive email notifications to keep you informed on the progress until the request is approved for posting. You may also view the
progress by accessing Tiger Talent.

Your request will also be routed to vour HR partner, whom you may contact with any questions.
Targeted Timeline:

+ A refill request should take six days or less to complete (from submission to job posting); however, tumaround times are targets, and, as such, they are dependent on approvers taking action in a

timely manner.
+ A new hire request should take eight days or less to complete (from submission to job posting).

Important Information: Approver can view transactions at any time by logging in to Tiger Talent. A

summary page showing the request to recruit, market analysis, and Commitment Form’s progress through
the hiring process can be viewed.

Note: If changes are needed, please contact OHR’s Recruitment unit. Changes to a submitted transaction
cannot be made using Tiger Talent.

STEP 4 (Staff: approvers)
After logging in to Tiger Talent, click
on Summary to view a list of all of your

. transactions.
Pre-Hire Request Summary @
Request to Hire Assistant Professor

Market Analysis

Commitment

STEP 5 (Staff: approvers)
7 % 3 Click on the job title hyperlink for
Title ¢  Position # ¢  Current Status ¢  Current Step . .
= the transaction you want to view.
Filter By Title Filter By Position M e —
Administrative Assistant e 00008713 Create Requisition Scott, Tyler Roman 1

M « 1-111(1) » M

Office of Human Resources 12/18/2015 Page 10 of 11
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Tiger Talent — Approvals

HR Partner Worklist @

A summary page for the

transaction is displayed.

CLEMSON

HUMAN RESOURCES

Request to Hire Administrative Assistant

Proposed Position Description

Pre-Hire - Estimated Date of Completion: Dec 17, 2015

75% Complete

Request Initiated: 12/14/2015 Request Type: Full Time Employee - Position Type: Refill
Non-Faculty Hiring Manager: Scott, Tyler Roman
Title: Administrative Assistant Pesition Number: 00008713 Waiver/Posted: Posted
Skills Test Required: No Department Number: 5337 Department Name: Human Resources
Jobcode: AATS00 Maximum Budgeted $123.00 Previous Employee's 048762
Office of Human Resources 12/18/2015 Page 11 of 11
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Overview

Clemson’s hiring process requires that an interview evaluation be submitted via PeopleSoft for every
candidate interviewed for a job opening. It is the responsibility of the hiring manager to write the
evaluation, which should contain input from all members of the interview committee. The evaluation
can be entered into PeopleSoft (CUBS) by either the hiring manager or the Human Resources (HR)
partner. This document outlines the steps involved in entering an interview evaluation into PeopleSoft
(CUBS) for faculty and staff positions.

Summarize Interview Evaluation Forms

Using the Interview Evaluation form, each member of the interview team gives the hiring manager a complete interview
evaluation for each candidate. The hiring manager summarizes the interview evaluations into a single evaluation and
either enters the information into PeopleSoft or submits it to the HR partner for entry. The summarized interview
evaluation should match the evaluation format available in PeopleSoft.

Enter an Interview Evaluation
Step 1: Log into PeopleSoft: (A) enter your Clemson user ID, (B) enter your Clemson password and (C) click Sign In.

Step 1A

T — _
Step 1B
i

Page 2 of 5
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Step 2: Select (A) Main Menu, (B) Recruiting and then (C) Browse Job Openings.

Home

Workdist Add to Favorites Sign out

Personalize Content | Layout

Step 2C

Step 2A Main Menu v‘
Search Menu:
= S ® # | Advanced Search
h 1 Self Senvice »
Manager Self Service 3
Step 2B § Recruitin 3 Administration »
Workforce Administratid 3 Employee Referrals 3
V 1 Benefits 3 Postings b
3 Payroll for North Ameriq 1 Reports v
3 Warkforce Developmer| &3 CUReports »
(1 Organizational Develop 5 Recruiting Home
(3 administer Training B Browse Applicants
31 SetUpHCM D Browse Job Openings
(3  Enterprise Component| 2 search Applicants
3 Worklist E  search Applications
C3  Tree Manager D Search Job Openings
[ Reporting Tools B create Applicant
3 PeopleTools D Create Job Opening
B careers B Applicant Lists
[El usage Monitoring B Interview Calendar
= Change My Password B Pending Approvals
[E uyPersonalizations B saved searches
E My System Profile
D My Dictionary
E My Feeds

Step 3: Select the posting title to access the job opening.

Browse Job Openings

gmReturn | #§§ Recruiting Home | § Browse Applicants | gy Search Job Openings | 53 Create Job Opening

Ferson

Filter by
£

Department

Search job openings

010 Open X] |

9 matches found

Job Openings

My Association

Team Member (8)
Created by Me (1)

Job 1D

Posting Title

Administrative Coord |

Campus Recreation (2
Human Resources (2)
Development (1)

Law Enforcement & Safe
Michelin Career Center (1)
Mare

Student Services Mar |

Student Services Mgr |

Clear All Filters

Recruiting

N Department Business Unit
Dewvelopment CLMSMN
Campus Recreation CLMSMN
Campus Recreation CLMSM

Page 3 of 5
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Step 4: Under the Applicants tab, (A) click Other Actions, (B) then choose “Recruiting Actions” and (C) “Create Interview
Evaluation.”

Applicants || Applicant 3earch | Applicant Screening || Acivity & Atachments | Details
Al Applied Revigwed Gereen Route Inteview Offer Hire Hold Reject
(69) (0] 0) (0) (0 0) (0) (1 (68) 0)
Applicants 2 nd | viewl | & B Fist 1250080 O Last
i i - Mark :
Select  Applicant Name ApplicantID  Type Disposition Applicafion Resume  Interest Reviewed Route Print
0 Vigiadlen 107 Blerd  Hol 0 Fitats B & ~OherAdions Step 4A
0 HarBashan WS Blmd  Hod i e ns
0 Step 4C reate Itendew Bvaluation el
MeaganBrockington 92636 Edemal  Hold i iong ¢ Elions
0 e ‘ Prepare Job Offer Hopeant e
[ Chad Camphel 3789 Edenal  Hold 0 atgfe d M Edt Aplcation Dt tians
O RodlCowy 78 Blknd  Hod i X B ¥ ctogeim 6 Oheradions
O CuistpterCofey 10857 Bemal  Hol 0 X B Woem—y 8 <Oherdin

Note: Once on the interview evaluation page, verify the Name, Applicant ID, Job Posting Title and Job Opening ID.
Step 5: Enter (A) the interview date and (B) the interview type.

Step 6: Provide a recommendation by selecting (A) an overall interview rating and (B) a recommendation from the
provided options: Make Offer or Not Chosen.

Step 7: Enter an interview rating for each of the following categories: Technical Skills, Education/Training, Work
Experience, Organizational Skills, Training, and Communication Skills.

Additional Information: For each category, the applicant is rated by selecting one of the following options: Not Applicable,
Unsatisfactory, Marginal, Superior or Satisfactory. Each rating has an accompanying score, ranging from zero to three,
that automatically populates in the “Score” field next to the corresponding comment box.

Page 4 of 5
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Step 8: Select Submit to save the interview evaluation.

Interview Evaluation
Step 8 Submit | SaveasDraft | | g=Retun Personalize
Name Virginia Allen Job Posting Title Human Resource Mar |
Applicant ID 109079 Job Opening ID 12047
Status 010 Active Job Opening Status 010
EYNuation Interview Ratings Find  First ‘&' 1-of6 ' Last
Step 5A terview Date 10/22/2015 B Category Technical Skills A
Interview Type v Step 5B Interview Rating v Step 7
mmendation Comment &
Step 6A verall Rating -
ecommendation - Step 6B
Comments [ ¢
Category Education/Training
Interview Rating - score 0
@ Comment @l
Category Work Experience
Interview Rating - Score 0
Comment [
¢
RECOMMENDATION:

POTENTIAL PROBLEM:
Interview evaluation entered in the wrong applicant’s

When you access the interview evaluation page,
verify the Name, Applicant ID, Job Posting Title and

application record.
Job Opening ID.

Page 5 of 5
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STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

ORACL |

User ID
Password

Sclect a Language

B Enable Accesgilility Mode

STEP 2
Search Menu: Navigate to Recruiting >
® Search Job Openings.

-
-

Reporiing Tools L4
PeopleTools L4

My Personalizations

\ 0O  self Service
(3  Manager Self Service [

% Recruiting D Recruiting Home
5 workforce P.dministratin% Browse Job Openings
(30 Benefits Search Job Openings
C3  Payroll for Morth Amerid El  create Job Opening
3  organizational Develop El  interview Calendar
83 setupHCM El  Pending Approvals
8 workiist y
==
=
E
E

My Dictionary

LU

Office of Human Resources 12/12/2015 Page 1 of 3
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Search Criteria (7

Job Posting Title

Job Opening ID Q,
STEP 3 ] Status | Open v]
Enter the Job Opening Category | v
number in Job Opening ID. | Mest Recent Activity | v/
Click Search. Job Opening Type | v]
Hot Job | v]
My Association | v|
Hiring Manager Q.
Recruiter Q
Created By Q
Business Unit Q
Department
Position Number Q
Recruitment Contact v
Search Clear

Important Information: Each member of the interview team submits a completed interview evaluation
for each candidate to the hiring manager. The hiring manager summarizes the interview evaluations into a
single evaluation and either enters the information into PeopleSoft or submits it to the HR partner for entry.
The summarized interview evaluation should match the evaluation format available in PeopleSoft.

STEP 4
. . . STEP 5
Click Other Actions to the right of

h i P h ich Choose Recruiting Actions.
the applicant for whom you wish k... oy uu @ B 5

Applicants ! . s luati Click Create Interview
5 . 0 enter an evaluation. | Evaluation.
dert  Applcant Hame o —————————Te— Interiew
0 umbe 6B Bend e S G R
0 Jaele 166368 Eiternal Wor Resiew D L}'L}'L}x Eﬁ ~OtherAc Recruiting Actions Crate It Blatn
D bt E G lReie 0 K B oo AplanAos g
O JshuaTony il Empiojee Moy Reiew 0 th}x Eﬁ +Other Aciong Edt Applcafon Dezls
B laeWod B Bend  Likedse 0 X Dbl Edt Digaston
Sodtdl  DesclAl Y GiOupAdions
i i Dra ] ™
{eRetm | {8 RecingHome | ESeauh o perings | ¢ Preios | e 8 Cesle e | Chne | 4 Reesh | ddNee | (o Caeory | >> TopofPage

Office of Human Resources 12/12/2015 Page 2 of 3
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Important Information: Be sure to verify the Name, Applicant ID, Job Posting Title, and Job
Opening ID.

STEP 6
Enter the requested information in
the Evaluation and

Interview Evaluation . .
Recommendation sections.
Submit | | Save asDraft | | {aRefum Personalize
Hame Joshua Tongy Job Posting Title Administrative Assistant
Applicant ID 60775 Job Opening 1D 10
Status 010 Actve Job Opening Status 01§ STEP 7
Enter the Interview Rating for each
Evalllaion R cate_gory in the Interview Ratings
section.
Intarview Date 111812015 Categol R
mtemewwpe |||te|"|”e\'||'Rfmﬂi Score
Recommendation Comment [[ETE] El
) Mot Applicable
Overall Rating v Sasfadony
Recommendation v Superior
Unsatisfactary
I - " {
STEP 8 ¢
Click Submit to save the interview
evaluation. Category EducationTraini
Interview Rating v Score (0
@ Comment B

Office of Human Resources

12/12/2015
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Important Information: If you are selected for a position at Clemson University, you will
receive email notification that a job offer is available for your review. The instructions below will
assist you in accessing the offer.

STEP 1A
Access your job offer by clicking
Dear Mr. Wakefield, the hyperlink included in the email
Congratulations! We are delighted to extend to you an offer of employment for the position below. notification.
e

Job Opening ID: 100159 Administrative Assistant

The details of vour job offer can be viewed by selecting the link. This job offer will expire on 2015-12-07

DIRECTIONS:

1. Select the below link to access our careers site.

2. Sign In to access vour account using vour User Name and Password.

3. Select the My Notifications link at the top of the page.

4_In the Notifications list select the 'Job Offer’ link.

5. Review the offer details and follow the instructions to accept or reject the job offer.

https://cubshrweb.nat.clemson.eduw/psp/ps EMPLOYEEHRMS/c'HRS HRAMHRS APP SCHJOB.GBL7Page=HRS APP SCHJOB&Action=U&FOCUS=Applicant

Thank vou.

This email was automatically generated. Please do not respond. If vou need assistance or have further questions about your job offer. please contact vour recruiter directly.

STEP 1B

Navigate to the Clemson Website by going
to http://www.clemson.edu/employment/
and clicking on Employment Opportunities.

| % Employment: Clemson Un... % 1| e
= &

D @ wwnw.clemson.edu/employment/

gm0y

YL ELR LS

'R SELF SERVICE

EMPLOYMENT
QOPPORTUNITIES

Office of Human Resources 12/12/2015 Page1of4
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STEP 2
Log In using your user ID and

Job Search

and access our online career tools

Filter by

Recruiting Location
Barre 1stFloor (53)
Strode Tower (35)
REC (16)
Lehotsky 261 Forestry (13)
Sirrine Hall (13)
Mare:

Department
PSA Fiscal Unit (33)
Dean Arch, Arts & Humani_(31)
Ag & Environmental Scien_(12)
Stu Athlete Enrichmant P_(11)

Pee Dee Resrch & Educatio..(9)

) Sign In | New User

password.

You can search and review jobs from this page without creating an account with us. When you are ready to apply, registering only takes a minute. Your online account allows you to upload your resume, apply for jobs

Keywords Search Tips

Search Reset Search Save Search Mare Opfions

Apply Without Selecting a Job (7

262 matches found. Only the first 100 results can be displayed
Search Results

Sort By | Posted Date v

First ‘&' 1-250f100 '}/ Last
Adminisirative Assistant- 100190

u Department: PSA Fiscal Unit | Job Family: Staff | Location: Barre 1st Floor | Job Function: Staff | Posted Date: 12/03/2015

Administrative Assistant- 100191

)" Department: PSA Fiscal Unit | Job Family: Staff | Location: Barre 1st Floor | Job Function: Staff | Posted Date: 12/03:2015

Administrative Assistant- 100192

' Department: PSA Fiscal Unit | Job Family: Staff | Location: Barre 1st Fleor | Job Function: Staff | Posted Date: 12/03/2015

cruiting Location

REC (15)

Lehotsky 261 Forestry (12)
Sirrine Hall (11)

Riggs Hall {7}

Fluor Daniel EIB (6)
Mare...

Main Menu + > Careers
= Go Tigers! All ~ | Search
bearch Job Search | My Notifications
by Keywords

STEP 3

Click My Notifications on the
Careers page.

| My Activities | My Favarite Jobs | My Saved Searches | My Contact Information

Search Tips

Search Reset Search Save Search More Options

Apply Without Selectinga Job (2
121 matches found. Only the first 100 results can be displayed.
Search Results

B Info Tech Systems Architect - 14594
Department: COE Next Gen Computing | Job Family: [T | Location: Fluer Daniel EIB | Job Function: Staff | Posted Date: 11/00

My Notifications

STEP 4

| My Notifications () | My Activities | My

Return to Previous Page

Click View Offer in My
Job Offers / f .
View Offer Job Title Job 1D Status NOtI Icatlons'

B

Wiew Offer eldministrative Assistant 145689 MNew Jervey Athletic Center  11/02/2015  11/07/2015
Notifications
Subject Status Received Delete
You have a job offer: Administrative Assistant (Job ID 14569) MNew 110212015 245FM ﬁ'

Job Search | My Noliﬁcalionso | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources
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We'd like to hire you for the following position:

Posting Title Administrative Assistant

lob Oneninn It 14580

STEP 5 15
Click the Offer Letter hyperlink to 15
review the job offer details. This will
open the offer letter as a PDF
document.

ur recruiter.

If you have any questlns, please contact your recruiter for assistance.

Step 1 - Review O Information
Type ils
Document Offer Letter

Job Offer Job Search | Iy Notifications @) | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

STEP 6

Review all other attachments.
Documents marked Action Required
must be completed and returned to
Clemson University in person or by
uploading them here.

STEP 7

Step 2 - Acknowled

Comments

Accept Reject

Step 3 - Return Completed Documents

Mo completed documents have been added

& acknowledge that | have reviewed and understand the job offer details for the positio

Check the acknowledgement stating you
have reviewed and understand the job offer.
Click Accept to accept the job offer OR
Reject to decline the offer.

STEP 8
Click Upload documents if you
want to submit documents

Choose File

here.
Send Selected to Recruiter Upload Documents
Return to Previous Page Job Search | My Motifications o | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

File Attachment

overletter.txt | Click Upload.
Upload Cancel

Click Choose File and select
the file you want to upload.

Office of Human Resources 12/12/2015 Page 3 of4
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Important Information: You will be prompted to rename the file (if desired).

Document Description

Description | Cover_Letter.txt

View Document click OK to upload the
oK ; document.

STEP 10

If you want to change the file
name, enter the new file name
in the Description text box and

Step 3 - Return Completed Documer

File Name Description

Cover_Letter.txt

TeMure_Agreement b

Send Selected to Recruiter Upload Ddcuments

STEP 11

Select the documents you want to submit to
Clemson University and click Send Selected to Nelete
Recruiter.

You can delete documents by clicking the
corresponding trash can icon.

Note:

Dear Test Attach, will display.

A confirmation message of your acceptance

Your application status has been changed to 071 Offer Accepted for Job Opening (100159) Administrative Assistant.

(This message was automatically generated. Please do not respond.)

browser’s pop-up blocker is off.

Important Information: If the offer letter does not appear after you hit Print, check that your

Office of Human Resources

12/12/2015
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Important Information: Once an offer letter has been created and requires approval, you will be
notified via email. Using the link in the email, log into PeopleSoft using your Clemson user ID and
password. PeopleSoft will open displaying the Offer Details screen.

Prepare Job Offer

¢aRetum | ﬁRecrumngHome

Applicant Name Test.J-Byrne

Offer Details (7
Offer Details | Approvals
Job Opening 14521
Position Number 00000614
Job Code CB7500
Hiring Manager 053843
Recruiter 033045
Status 006 Pending Appraval
Reason

Created By Michael Carr
Tiger Talent

Job Offer Components %

Payment

Posting Title Student Services Morl
Job Opening Status 070 Offerin Progress
Job Title Student Senvices Morl

Student Senvices Morl
Student Semvices Morl
Student Senvices Morl
Michael Carr

Joshua Brown

STEP 1

Review the offer letter by selecting the link
under the Attachments section. The letter will
open as a Word or PDF document.

nalize

Position Number Student ServicT Mar!

Applicant ID 168341

Business Unit CLMSN
Offer Date 10/30/2013
Start Date 11/06/2015
Offer Expiration Date 11/04/2015
Applicant Type External Applicant
Registered Online Yes

Preferred Conact Not Specified

Notify Applicant

Offer Letter 7

Find | ViewAl  First ‘& 1of1 &/ Lag

Save a5 Draft
@ Submitfor Approval

[Z]Post

post

[B-Add Revised Ofer

[ Delete Offer
£ EditOfler

*Component *(iffer Amount Mode Currency Frequency Letter Staff- 30+ Hours Date Printed 10/30/2015
(zenerate Letter Uploadg etter Email Applicant
Base Salay 40000005F Cash  USD Annual i
Attachments (7
Relocation 2000005 Cash  USD One-Time i
L . Action
Type Description Details ]
Recommended Salary Range (7
Attachment Offer Letter 2015-10-30-12.04.19.0000001... m
Comments (7 Find |ViewAl  First (4 1of1 b Last
Add Applicant Attachment Add Organizational Attachment
E]
Added By
Last Updated By
Office of Human Resources 12/12/2015 Page 1 of 2
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Offer Details %

STEP 2
If the offer letter does not need
editing, select the Approvals tab to

Offer Details

Apprmralse
CU Offer Approval Process

Job Offer:Pending

Route based on Offer Amoun

Self Approved
CarrMichael
Hiring Manag

f 103015 -

C

08 PN

Submit

P£nding

approve. (See instructions below if

the letter needs editing.)

Enter any comments (additional

information for the applicant).

Click Submit.
T EE—

Thomas,Erin Michael
Budget Approver

Comments Text j

Statusi Select..

.........

Important Information: The offer letter will continue through the approval process.
Once all approvals are received, the division’s HR partner will post the job offer. PeopleSoft will
notify the final candidate that an offer has been extended and is available for review.

If the offer letter requires changes or edits:

routed through the approval process.

Edit the letter and email a revised version to your division's Human Resource (HR)
partner. You will be notified when the revised letter is ready for approval.

When the letter is ready for approval, the HR partner will upload the letter to be

Office of Human Resources 12/12/2015
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The process by which a hire is entered into PeopleSoft is dependent on 1) the type of position, 2) whether a
job opening was created for the position and 3) the individual’'s employment history with Clemson University.
This document outlines the steps Human Resources (HR) partners perform to enter various types of hire
transactions in PeopleSoft.

When a new, existing, or returning faculty or staff member accepts a new position at Clemson University, the HR partner
must determine what type of hire entry is appropriate for the individual.

Additional Information: The types of hire entries include:
Manage Hires

e Add a Person

e Rehires

e Add Employment Instance

Please note: Guidance for processing non-paid workers and promotions/demotions and transfers is available in
separate documents. For non-paid workers (contingent workers or persons of interest) see the Processing a Non-
Paid Worker user guide. For promotions/demotions and transfers is the Promotions/Demotions and Transfers
quick reference.

Manage Hire is the hire type used when a job opening has been created for the position. See the Manage Hires section
(page 3) for more information.

e Job openings are generally created for the following position types when the position will be posted and
recruited for: faculty or staff full-time equivalent (FTE), time-limited (TLP), temporary-grant (TGP), temporary
or intermittent.

Add a Person is the hire type used when a position is not posted and a job opening has not been created. See the Add a
Person section (page 16) for more information.

e Add a Person is generally used for a student hire or an employee who is being waived into a position. Add a
Person can be used to complete a hire entry for the following types of position when the position was not

Processing a Hire Transaction: Revised 12/09/2015 Page 2 of 49
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posted or recruited for: faculty or staff full-time equivalent (FTE), time-limited (TLP), temporary-grant (TGP),
temporary or intermittent.

Rehire is the hire type used when the individual being hired into the position has previously worked for Clemson
University and a job opening has not been created for the position. See the Rehire section (page 28) for more
information. Note: If a job opening has been created, please use Manage Hires to process this hire transaction.

Add Employment Instance is the hire type used to add an additional job for an employee who is already employed by
Clemson University. See the Add Employee Instance section (page 37) for more information.

e Add Employment Instance is generally used for student employees who are working multiple part-time jobs
across several departments.

Manage Hires

Step 1: To hire a faculty or staff member through Manage Hires, log in to PeopleSoft using your (A) Clemson user ID and
(B) password, then click (C) Sign In.

Step 2: Navigate to Main Menu > (A) Workforce Administration > (B) Personal Information > (C) Manage Hires.

earch Menu:

hger Self Service

uiting ransaction by Name to start the process

Workforce Administrati

Benefits

Time and Labar 08 PersonalInformatian §
83 Job Information
3 smartHR Template

3 workforce Reports

Payroll for North Ameri

Organizational Develop|

v v v ¥

‘Waorkforce Monitoring
Set Up HCM 4
Worklist

D Manage Hires
D Modify a Person

Persg

»
Reporting Tools 3
»

065! i
PeopleToals D Person Organizational Summary

Recruiting
Solutions

Recruiing

My Personalizations Hire

e o O O

My Dictionary

Additional Information: You will be directed to the Manage Hires page.

Processing a Hire Transaction: Revised 12/09/2015 Page 3 of 49
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Step 3: Select “Source” from the Select Transactions Where drop-down menu.
Step 4: Select “Recruiting Solutions” from the Equals drop-down menu and click Refresh.

Additional Information: A list of candidates ready to be hired will appear in the Hire Transactions section.

Manage Hires

The following Hire Trans g ready to be processed. Select a Transaction by Name to start the process.

Manage Hires

*Select Transactions Where Source -

*Equalsg Recruiting Solutions - Refresh

Hire Transactions

Select ST Status

T Person ID Type of Hire Source Submitted By

Smart HR Transactions

Select All Deselect All

Cancel Selected Transactions

Step 5: Click the hyperlink for the name of the candidate to be hired.

Manage Hires
*Select Transactions Where Source -

*Equals Recruiting Solutions - Refresh

Hire Transactions

Select Start Date Status Name Person ID Type of Hire Source Submitted By
02/07/2012 Requested Deleon Gray Hire gsgﬁg&g Vivian L Morris I:I
04/26/2012 Requested Richard Fobair Step 5 @ gslﬂtﬁ'g;”sg Vivian L Morris 1
090312012 Requested  liya Safro Hire REuE] Vivian L Morris
06/28/2012 Requested  vincent cacioppo Hire gsﬂ;‘g‘j‘? Vivian L Marris

Additional Information: You will be taken to the Manage Hires Detail page.

Processing a Hire Transaction: Revised 12/09/2015 Page 4 of 49
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Step 6: Under the Job section, review the position information to ensure that you have accessed the correct position.

Step 7: (A) Select “Hire” from the Type of Hire drop-down menu and (B) enter the effective date the employee will
begin work in the Desired Start Date text box. (If rehiring a previous employee, enter their Clemson Employee 1D number
in the Empl 1D text box.)

Step 8: If hiring a new employee, select Create new Org Instance in the Org Instance section. If rehiring a previous
Clemson employee, select Use existing Org Instance.

Step 9: If hiring a new employee (no work history with Clemson University), select Create New Assignment to create a
new position record. If rehiring a previous Clemson employee, select Use Existing Assignment.

Additional Information: The offer letter details, as well as any specific comments related to the candidate, will be included
in the Hire Information section.

Step 10: Click Add Person to have the employee’s personal information defaulted into the PeopleSoft record.

Additional Information: If the employee’s personal information is on file or was included on their application, the
biographical details will automatically populate into the PeopleSoft record. If the employee’s personal information is not
on file, you will need to enter this information into the PeopleSoft record.

Job

Recruiter Name  \jlliam Fred Robinson Jr

Step 6 |
P Job Opening ID 11757 Tiger Talent

L Job Opening Lecturer

Position Lecturer

Job Code Lecturer
Business Unit CLMSM
Department General Engineering

Applicant Type External - Previous Employee

*Type of Hire (Invalid Value) - Step 7A
Step 7B *Desired Start Date [08/13/2012 ]
Empl 1D 031890 View Person Org Summary

Employee |D Verified

rg Instance

@ Create new Org Instance 5
Step 8 Use existing Org Instance
ployment Record
@ Create New Assignment 5
Step 9 Use Existing Assignment

re Information
View Job Offer Letter
Hire Comments

Add Person
Select this button in order to pull the person’s personal
Recruiting Solutions. Step 10 Add Person

4
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Step 11: Under the Biographical Details tab, enter today’s date. Note: you will be able to change the effective date to

the date of hire in the Job Data section.

Step 12: The Display Name will show the name listed on the application. If the display hame does not match the name
on the employee’s social security card, you will need to edit the name in PeopleSoft such that they are exactly the same.
To edit the name, click Add Name and complete the appropriate fields.

Biographical Details Contact Information Regional Organizational Relationships
Person ID NEW
Mame Ralph Kramden Find | View Al First ‘A 1of1 ‘& Laslt
*Effective Date 10/16/2015 [ Step 11 X i=
"Format Type English -
Display Name Add Mame Step 12
—
N

Step 13: In the Biographic Information section, enter all requested information.

Step 14: In the Biographical History section, select the Gender, Highest Education Level and Marital Status.

Step 15: In the National ID section, select “Social Security Number” from the National ID Type drop-down menu. Enter

the social security number (no dashes) in the National ID field.

Biographical Details Contact Information Regional Organizational Relationships
Person ID MEW
MName Find | View All First ‘4’ 10of1 ‘P’ Last
*Effective Date [10/16/2015 [54 [ [=]
*Format Type English -
Display Name [EasaRmey|
Biographic Information
Date of Birth Elvears 0 Months 0
Step 13 Birth Country |USA Q United States
Birth State QL
Birth Location
Biographical History Find | View All First ‘&' 1of1 ‘&' Last
*Effective Date [10/16/2015 El (#1[=]
*Gender Unknown -
SteD 14 *Highest Education Level A-MotIndicated -
*Marital Status Lnknown - As of [
] Full-Time Student
National ID Personalize | Find | View Al | £ | [ First ‘4’ 10of1 "} Last
*Country *National ID Type National 1D Prima 1D
usA @ Social Security Number - Step 15 [ =]
Processing a Hire Transaction: Revised 12/09/2015 Page 6 of 49
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Step 16: Select Add Address Details and then Add Address to enter the employee’s address information. Enter all
requested address information in the Edit Address section and click OK. At least one home address must be listed.

Step 17: Select from the Phone Type drop-down menu and enter the telephone number. At least one number must be

checked as preferred.

Step 18: Select from the Email Type drop-down menu and enter the email address. Do not check a preferred email
address as PeopleSoft will automatically generate a business email address overnight.

Biographical Details Contact Information Regional QOrganizational Relationships
EmplID NEW
Current Addresses Personalize | Find | View All | 22 | E First ‘4 1of1 ‘b Last
%‘?;:SS As Of Date Status Address
Home 10/16/2015 A Step 16 [+ =]
Phone Information Personalize | Find | viel Al | 21 First ‘4/ 10of1 ‘B Last
*Phone Type Telephone Extension Preferred
Step 17 - ] [+ [=]
Email Addresses Personalize | Find | View All | @ First ‘&' 10of1 & Last
*Email Type *Email Address Preferred
Step 18 - = [+ [=]
V /
Edit Address
Country United States
Address 1 N
Address 2
Address 3
City State Q
Postal
County
Ok Cancel
Processing a Hire Transaction: Revised 12/09/2015 Page 7 of 49
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Step 19: Click the Regional tab, then enter (A) the ethnic group and (B) the military status, if known.

vE=S ysa

Ethnic Group

Biographical Details Contact Information |} Organizational Relationships

egulatory Region |USA

Find | View All First ‘4’ 10f1 ‘&' Last

[+[=]

Find | View All First (4) 10f1 &' Last

Date Entitled to Medicare FE

Citizenship (Proof 2)

Eligible to Work in U.S.

Step 19A Ethnic Group
Histary

Effective Date

Citizenship (Proof 1)

Step 19B Military Status

litary Discharge Date Edit Discharge Date

Step 20: Click the Organizational Relationships tab, check Employee and click Add Relationship.

Choose Org Relations,
| Employee

| Contingent Worke
[[1 Person of Interest

Add Relationship

Biographical Details Contact Information Organizational Relationships

Select Checklist Code

Person ID MEW

Processing a Hire Transaction: Revised 12/09/2015
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Step 21: Click the Work Location tab and enter the Effective Date (Hire Date) the employee will begin work. If hiring a
new employee, this should match the effective date provided in the personal information.

Step 22: Verify/select the Action and Reason from the Action and Reason drop-down menus.

e If hiring a new employee (no work history with Clemson University):
0 Action = Hire
0 Reason = New Hire, Temporary Assignment, Temporary Grant or Time-limited (based on the type of
position being hired into)
e If hiring a previous Clemson employee
0 Action = Rehire
0 Reason = Rehire
e If hiring a current employee into a different position:
0 Please refer to the Promotion/Demotion and Transfer user guide for instructions.

Step 23: Verify the position number.

Work Location Find First ‘& 1of1 &/ Last

ffective Date [10/26/2015 Bl Go To Row +][=]

ctive Sequence 0 *Action Hire -
Step 22
HR Status Active Reason -

Payroll Status Active ob Indicator Primary Job -

Calculate Status and Dates
Current m

Step 23 Position Number Q

Position Entry Date E|
Position Management Record
*Requlatory Region US4 United States
*Company
*Business Unit | CLMSN CLMSN
*Department
Department Entry Date

*Location

PLPEBLHLPL

Establishment ID Date Created 10/26/2015

Last Start Date 10/26/2015
Expected Job End Date

=

Last Updated By Kelly C Burgess Last Update Date/Time 10/26/2015 12:33:23PM
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Step 24: Click the Job Information tab. Verify that the Job Code, Reports To, Regular/Temporary, Full/Part, Classified Ind
and Standard Hours fields are correctly populated. Verify the listed supervisor.

Step 25: Choose the appropriate employee class from the Empl Class drop-down menu.

Additional Information: Do not change the FLSA or EEO class information.

Job Information (2 Find First ‘&) 10of1 & Last

Effective Date 0516/2015

Effective Sequence 0 Action Enter Review Rating
HR Status Active Reason Enter Review Rating
Payroll Status Active Job Indicator Primary Job
Current
*Job Code LA7500 Q Field Specialist Il
Entry Date [11/16/2014 [
Supervisor Level Q,
Supervisor ID Q
Reports To 00001215 @ Field Specialist Supy 003888 James T Gilchrist
ular/Temporary Regular - *Full/Part Full-Time -
Step 25 Empl Class Classified -
*Classified Ind Classified -
Standard Hours (2
Standard Hours 40.00 Work Period CU_W | Q cuU weekly

FTE 1.000000
[C] Adds to FTE Actual Count?

Contract Number (7

UsA

*FLSA Status Monexempt - Work Day Hours
*EEQ Class Mone ofthe Above -
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Step 26: Click the Payroll Information tab and choose the applicable Pay Group from the options provided using the
magnifying glass.

Pay groups include:

12H—applicable for positions being paid by the hour

121 —applicable for positions being paid an annual salary

FED—applicable for positions designated as federal

INT—applicable for intermittent positions where the majority of the work time is spent teaching
9MA—applicable for positions set up as 9-month (i.e., faculty)

Payroll Information (2 Find First ‘4" 1of1 ‘*/ Last

Effective Date 05/16/2015

Effective Sequence 0 Action Enter Review Rating
HR Status Active Reason Enter Review Rating
Payroll Status Active Job Indicator Primary Job
Current
Payroll System Payroll for North America
Payroll fi orth America (2
Step 26 Pay Group |12L @, 12 Month Annual with Lag

Employee Type |S Q, salaried Holiday Schedule |CU @, CU Holiday

Tax Location Code |001 @, Clemson University

FICA Status Subject -

Step 27: Click on the Compensation tab and select the Rate Code.

e NAANNL is used to establish an annual base salary rate.
e NAHRLY is used to establish an hourly base salary rate.

Step 28: Enter the Comp Rate, which is either the employee’s annual salary or the hourly rate (if paid by the hour).
Step 29: Ensure the Frequency is the same in the Compensation section and the Pay Components section.

Step 30: Click Calculate Compensation.

- Find rst A k t
EMective Date DIMS2015 G To Row
Effecinve Sequence [ Action Hine
HR Stahis Acke Reasan
Payroll SIS A ol Indicator Prmady Job

Compansation Rale 0.003 kbl
Comparative Inflormation

Pay Rates

Dofauit Pay Companants

Pay Components Fist 4 Jof1 & Last
WAIALS
"Rate Code feq Comp Rate
] |

Calcudate Cormnpensaban

Step 30
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Step 31: Click on the Employment Data tab and verify (A) the Business Title and (B) the Position Phone number.

Organizational Instance ¢

Crganizatonal Instance Red 0 Onginal Start Date 09052015 Owerrige
Last Start Date First Start Date
Termination Date Years Months: Days
Org Instance Service Date 0052015 Override “ 0 1 9

Organizational Assignment Data 7

Instance Record

Last Assignment Start Date 09052015 First AgAgnment S1art GV0S2015
Asshgnimy
HomeMos! Monaths  Days
Company S5e B 0905 5 Owerrsde e -]
Benefits Ser SHS2015 Override o 8
Seniority Pay Cak 215 Ovarmide g g
Probation W
Professional Experence Date W Last Venficatig W
Business Titke Assisiant Prodessor Position Phone B84B55-3151
Step 32: Click on the CU Business Addr tab and enter the business address.
Employment Information Cu Business Addr
Emily Smail Employee Empl ID 060012 EmplRcd # 1

Business Address
Address 1:336 McMillan Rd.
Address 2:
Address 3:
City: |Clemson State:|SC &}
Postal Code: | 29634
County:|39 Q\ Pickens

Last Updated By: TABITHH Harvey, Tabitha McCall
Last Update: 08/03/15 11:56:59AM
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Step 33: Choose the Earnings Distribution tab and enter the account codes.

Step 34: Select either “By Percent” or “By Amount” as the Earnings Distribution Type.

Step 35: Enter the Percent of Distribution or the Amount for each account code.

Step 36: Click Edit Account Code to enter the combination code.

Step 37: To add additional account numbers, click the plus icon and enter the account information.

Additional Information: The earnings distribution must equal 100 percent or the full amount of the overall salary.

Earnings Distribution Type (% Find First ‘4 1of1 ‘& Last
Effective Date 09/05/2015 Cololow
Effective Sequence 0 Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Current m
Compensation Rate USD Work Period CU Weekly
Standard Hours 37.5 1sation Frequency Annual
*Earnings Distribution Type By Percent Step 34
Job Earnings Distribution (2 Find First ‘&' 10of1 &) Last
[+ [=]
Earnings Distribution
*Earnings Code a
Compensation Rate Standard Hoyrs
Percent of Distribution 100.00
Combination Code Edit Account Code Step 36

N

Step 38: Select the Benefits Program Participation tab and enter (A) the Effective Date (Hire Date) and (B) the
appropriate Benefit Program Participation code. The program code will dictate the benefits, leave options and retirement
options available to the employee. The Benefit Program options include:

9MO for 9-Month faculty members

GRD for any graduate students

GST for faculty and staff on a grant

NEL for undergraduate students, adjunct employees or others who are not eligible for any type of
benefit

STA for employees in an FTE position

e TLR for employees in a time-limited position

e TMP for employees in a temporary or intermittent position

Benefit Status (2 Find First ‘4’ 10of1 ‘' Last

-~

Benefit Record Humber [0 + Go To Row

Effective Date 09/05/2015

Effective Sequence 0O Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Current ]
“Benefits System Base Benefits A Benefits Employee Status Active
Annual Benefits Base Rate Husop ACA Eligibility Details Clemson ACA Type

Benefits Administration Eligibility (7

BAS Group ID (s}
Elig Fid 1 Elig Fid 2 Elig Fid 3
Elig Fid 4 Elig Fid 5 Elig Fid 6
Elig Fid 7 Elig Fid 8 Elig Fid @
rticipation (% Find | View All First ‘4’ 10of1 ‘&' Last
Step 38A *Effective Date [10/19/2015  |[5]) =]
*Benefit Program @ Step 38B

N

Additional Information: Ensure the effective date in the Benefits Program Participation section matches the effective date
in the hire record.
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Step 40: Select the CU Review/Tenure Status tab to enter the new employee’s next review date or tenure information.

Step 41: If you are hiring a staff member into an FTE position (classified or administrative unclassified) enter the “Next
Review Date.” This date should be one year from the date of hire if this is a new staff member.

Step 42: If you are hiring a tenure-track faculty member, update the faculty tenure status by entering the Clemson
Faculty Rank Date and Clemson Faculty Rank. Choose the appropriate tenure status and penultimate/post-tenure review
date. If the faculty member already has tenure established, enter the Clemson Tenure Date.

CU Review Rating / Tenure Status Find First ‘&) 10of1 &' Last

Effective Date 07/01/2015 Effective 0 Go To Row
Sequence

CU Review Rating

Rating Model cgp Review Rating Q, Review Date El Hext Review Date [#]

CU Tenure Status / Data

Clemson Faculty Rank Date E{J Penultimate/Post-Tenure Review Date | Eg
Clemson Faculty Rank - i
Step 42 ty Longevity #
Tenure Status - Longevity Year [#]
Clemson Tenure date El
Job Data Employment Data Earnings Distribution Benefits Program Participation CU Review/Tenure Status

Step 43: Click Ok to be taken to the vault matching page. The employee’s ID number and personal information appear
on the page.
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Step 44: Click Find to determine if a CUID already exists for this employee.

Step 45: If a match is found, verify the birthdate and social security number to ensure the found CUID belongs to this
individual. If so, click the radio button and click OK to link the employee ID and Clemson ID number.

Step 46: If no matches are found, click Create New Identity in Vault.

CU Vault Match Identity Page

Cwerride
“Empl 1D: [PO0011 |y

First Name: Jason Middle Initial: M
1 Last Name: Berry Gender: M
Last 5 of SSN: 62906 Postal Code: 02135
DOB: 19741224 Email Address: cuhr@
4 Find Clear Step 46
% Match First Name Last Name rr:':flg:e Gender Last5ofssy LDate of Birth Email Address CU Xid

(yyyymmadd)

Additional Information: If it is necessary to enter an ACA Override Type for this employee, please refer to the ACA
Override Type quick reference for instructions.
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Add a Person

Add a Person is the hire type used for the following position types when they are not posted: regular classified, faculty,
administrative, unclassified, temporary, time-limited, and temporary positions. Add a person is also used for student hires
(both undergraduate and graduate), intermittent hires, and non-paid workers (contingent and person of interest).

Step 1: To access Add a Person to hire a faculty or staff member, log in to PeopleSoft using your (A) Clemson user 1D
and (B) password, then click (C) Sign In.

Step 2: Navigate to (A) Main Menu > (B) Workforce Administration > (C) Personal Information > (D) Add a Person.

Step 2A q r\-1ainrv1enuv| > Workforce Administration = > Job Information = > Job Data

Search Menu: v

- b

)Y 0 self Service
S,
°

eo Manager Self Service 4
Recruiting Empl ID 008077
Workforce Administrati - pris/Pro L]
£ Benefits {3 Personal Informati Biographical 4
£3  Payroll for North Amerid 3 Job Information rganizational Relationships L4
31  Workforce Developmerg =1 SmartHR Template nal Relationships '
3 Organizational Development 4 G ship '
3 SetUp HCM N D Add aPerson
4 Enterprise Components 4 D Manage Hires
03 Worklist N D Maodify a Persan
9 Reporting Tools ¥ Lview Dat D Person Organizational Summary
3  PeopleTools » 5 Badge
E  wyPersonalizations
El  wyDictionary
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Step 3: Click Add Person to enter the employee’s personal information into the PeopleSoft record.

Add a Person

Person ID [EW

Add Person h

Search for Matching Persons

Additional Information: You will be directed to the Biographical Details page.
Step 4: Under Biographic Information, enter all requested information.
Step 5: Under the Biographical History section, select the Gender, Highest Education Level and Marital Status.

Step 6: Under the National ID section, select “Social Security Number” from the National ID Type drop-down and enter
the social security number (no dashes) in the National ID field.

Biographical Details Contact Information Regional Organizational Relationships
Person ID MNEW
Name Find | View All First ‘4’ 10of1 ‘* Last
“Effective Date [10/16/2015 [5i1 [#1[=]
*Format Type English -
Display Name
Biographic Information
Date of Birth Elvears 0 Months 0
Step 4 Birth Country (USA Q United States
Birth State a
Birth Location
Biographical History Find | Wiew All First &' 1of1 &' Last
~Effective Date [10/16/2015 5 F=
*Gender Lnknown -
Step 5 *Highest Education Level A-MNotIndicated -
*Marital Status Unknown - As of =]
[ Full-Time Student
National ID Personalize | Find | view Al | 52 | e First ‘4’ 10of1 ‘b Last
*Country *National ID Type National 1D Prima 1D
USA @, Social Security Number - Step 6 [+] [=]

N
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Step 7: Select Add Address Details then Add Address to enter the employee’s address information. Enter the address and
click OK. At least one home address must be listed.

Step 8: Select from the Phone Type drop-down menu and enter the telephone number. At least one number must be
checked as preferred.

Step 9: Select from the Email Type drop-down menu and enter the email address. Do not check a preferred email
address, as PeopleSoft will automatically generate a business email address overnight.

Biographical Details Contact Information Regional Organizational Relationships
EmplID NEW

Current Addresses Personalize | Find | View All | @I E First ‘&' 10of1 & Last
#:;:SS As Of Date Status Address

Home 10/16/2015 A [+ [=]

Phone Information Personalize | Find | VieM Al | 1] First ‘4’ 1of1 ‘*' Last
*Phone Type Telephone Extension Preferred

- ] [+ [=]

Email Addresses Personalize | Find | View All | ] First ‘&' 10of1 & Last

Preferred

= [ =]

*Email Type *Email Address

Edit Address

Country United States
Address 1

Address 2
Address 3
City State s}
Postal
County

OK Cancel
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Step 10: Click the Regional tab, and enter (A) the ethnic group and (B) the military status if known.

Biographical Details Contact Information | Regional Organizational Relationships

Person ID NEW

Eysa
Ethnic Group Find | View All First (&' 10of1 ‘&' Last
egulatory Region USA @, United States E =]
Step 10A Ethnic Group Q
[ primary
History Find | View All First (4) 10f1 &' Last
Effective Date Date Entitled to Medicare FE
Citizenship (Proof 1) Citizenship (Proof 2)
[¥] Eligible to Work in U.S.
Step 10B Military Status -

litary Discharge Date Edit Discharge Date

Step 11: Click the Organizational Relationship tab, and check Employee then click Add Relationship.

Biographical Details Contact Information Regional Organizational Relationships

Person ID MEW
Choose Org Relations

] Employee
] Contingent Worke
[T Person of Interest

select Checklist Code -

Add Relationship
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Step 12: Click the Work Location tab and enter the Effective Date (Hire Date) the employee will begin work. If hiring a
new employee, this should match the effective date provided in the personal information.

Step 13: Verify/select the Action and Reason from the Action and Reason drop-down menus.

e If hiring a new employee (no work history with Clemson University):
o Action = Hire
0 Reason = New Hire, Temporary Assignment, Temporary Grant or Time-limited (based on the type of
position being hired into)
e If hiring a previous Clemson employee
0 Action = Rehire
0 Reason = Rehire
e If hiring a current employee into a different position:
0 Please refer to the Promotion/Demotion and Transfer user guide for instructions.

Step 14: Verify the position number.

Work Location Find First ‘& 1of1 &/ Last

ffective Date [10/26/2015 Bl Go To Row +][=]

ctive Sequence 0 *Action Hire -
Step 13
HR Status Active Reason -

Payroll Status Active ob Indicator Primary Job -

Calculate Status and Dates
Current m

Step 14 Position Number Q

Position Entry Date E|
Position Management Record
*Requlatory Region US4 United States
*Company
*Business Unit | CLMSN CLMSN
*Department
Department Entry Date

*Location

PLPEBLHLPL

Establishment ID Date Created 10/26/2015

Last Start Date 10/26/2015
Expected Job End Date

=

Last Updated By Kelly C Burgess Last Update Date/Time 10/26/2015 12:33:23PM
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Step 15: Click the Job Information tab. Verify that the Job Code, Reports To, Regular/Temporary, Full/Part, Classified Ind
and Standard Hours fields are correctly populated. Verify the listed supervisor.

Step 16: Choose the appropriate employee class from the Empl Class drop-down menu.

Additional Information: Do not change the FLSA or EEO class information.

Job Information (2

Effective Date 0516/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

*Job Code |LATS00 a,

Entry Date [11/16/2014 [

Supervisor Level Q,

Supervisor ID Q

Reports To 00001215 Q

ularTemporary Regular -

Step 16 Empl Class Classified -
*Classified Ind Classified -

Standard Hours (2
Standard Hours
FTE

40.00
1.000000

[C] Adds to FTE Actual Count?

Contract Number (7

UsA

*FLSA Status Monexempt
*EEQ Class Mone ofthe Above

Find

Action Enter Review Rating
Reason Enter Review Rating

Job Indicator Primary Job

Field Specialist Il

Field Specialist Supy 003888 James T Gilchrist
*FulllPart Full-Time -

Work Period CU_W | Q cuU weekly

- Work Day Hours

) Last

First ‘4

10f1

Current
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Step 17: Click the Payroll Information tab and choose the applicable Pay Group from the options provided using the
magnifying glass.

Pay groups include:

12H—applicable for positions being paid by the hour
121 —applicable for positions being paid an annual salary
FED—applicable for positions designated as federal

INT—applicable for intermittent positions where the majority of the work time is spent teaching
9MA—applicable for positions set up as 9-month (i.e., faculty)

Payroll Information % Find

t @ 1071 @ Last
Effective Date 05/16/2015

Effective Sequence 0 Action Enter Review Rating

HR Status Active Reason Enter Review Rating

Payroll Status Active Job Indicator Primary Job

Current @
Payroll System Payroll for North America
Payroll fi orth America (2
Step 17 Pay Group | 12L G, 12 Month Annual with Lag
Employee Type |S @, salaried Holiday Schedule CLU @, CU Holiday

Tax Location Code 001 Q, Clemson University

FICA Status Subject
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Step 18: Click on the Compensation tab and select the Rate Code.

e NAANNL is used to establish an annual base salary rate.
e NAHRLY is used to establish an hourly base salary rate.

Step 19: Enter the Comp Rate, which is either the employee’s annual salary or the hourly rate (if paid by the hour).
Step 20: Ensure the Frequency is the same in the Compensation section and the Pay Components section.

Step 21: Click Calculate Compensation.

Compensation i Find First ‘&' fof1 &' Last
EMective Date DIMS2015 Go To Row
Efiective Saquence [ Action Hing
HR Stalia Achve Reason

Payroll Status Adhe JobIndicator Pnmady Job

Cusffant :._1

Compensation Rate 0.003] ush 1o "Frequency MCL annual

Comparative Information

b Pay Rates (7

Cafauit Pay Companonts

Pay Components
CURLS Conirols Changes
“Rate Code Soq

Frequens Perceant

Calcutate Compensation

Step 21

Step 22: Click on the Employment Data tab and verify (A) the Business Title and (B) the Position Phone number.

Organizational Instance 7

Chganizabonal instance Rcd 0 Onginal Start Date 02052015 Overnide
Lasi Starl Date First Start Date
Termination Date Years Months  Days
Org Instance Service Date 0052015 Owvarride o 9

Organizational Assignment Data 7

Instance Record

Last Assignmeni Siari Date 09052015 First AgAygnment Start 0052015
AsSAgNIT,
HomeHos gliion Home Months  Days
Company Se @ 090052015 Ovarride w a
Benefits Ser QE05/2015 Override “".-u )
Senirity Pay Calc QS0 15 Override o
Probation G
Prolessional Expersence Date’ W Last Venficatig i
Business Titke AssiSlant Professor Position Phone B64/656-3151
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Step 23: Click on the CU Business Addr tab and enter the business address.

Employment [nformation Cu Business Addr

Emily Smail Employee Empl 1D 060012 EmplRcd# 1

Business Address
Address 1:/236 McMillan Rd.
Address 2:
Address 3:

ci

ity: Clemson State:|5C Q
Postal Code: |29634
County: |29 Q, Pickens

Last Updated By: TABITHH Harvey, Tabitha McCall
Last Update: 08/03/15 11:56:59AM

Step 24: Choose the Earnings Distribution tab and enter the account codes.
Step 25: Select either “By Percent” or “By Amount” as the Earnings Distribution Type.
Step 26: Enter the Percent of Distribution or the Amount for each account code.

Step 27: Click Edit Account Code to enter the account, fund, department, program code, class field and project grant
numbers.

Step 28: To add additional account numbers, click the plus icon and enter the account information.

Additional Information: The earnings distribution must equal 100 percent or the full amount of the overall salary.

Earnings Distribution Type (2 Find First ‘4 1of1 ‘& Last
Effective Date 09/05/2015 Cololow
Effective Sequence 0 Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Current m
Compensation Rate USD Work Period CU Weekly
Standard Hours 37.50 ion Fri y Annual
*Earnings Distribution Type By Percent Step 25
Job Earnings Distribution (2 Find First ‘&' 10of1 &) Last
[+ [=]
Earnings Distribution
*Earnings Code a
Compensation Rate Standard Hoyrs
Percent of Distribution 100.00
Combination Code Edit Account Code Step 27

N
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Step 29: Select the Benefits Program Participation tab and enter (A) the Effective Date (Hire Date) and (B) the
appropriate Benefit Program Participation code. The program code will dictate the benefits, leave options, and retirement
options available to the employees. The Benefits Program Participation options include:

e  9MO for 9-Month faculty members
e GRD for any graduate students
e GST for faculty and staff on a grant
e NEL for undergraduate students, adjunct employees or others who are not eligible for any type of
benefit
e STA for employees in an FTE position
e TLR for employees in a time-limited position
e TMP for employees in a temporary or intermittent position
Benefit Status (7 Find First ‘4 10of1 ‘® Last
Benefit Record Number o 7 Go To Row
Effective Date 09/05/2015
Effective Sequence 0 Action Hire
HR Status Active Reason

Payroll Status Active Job Indicator Primary Job
Current ]

“Benefits System Base Benefit: -
Y ase Benefts Benefits Employee Status Active

Annual Benefits Base Rate Fuso ACA Eligibility Details Clemson ACA Type

Benefits Administration Eligibility (7

BAS Group ID (s}
Elig Fid 1 Elig Fid 2 Elig Fid 3
Elig Fid 4 Elig Fid 5 Elig Fid 6
Elig Fid 7 Elig Fid 8 Elig Fid @
= = rticipation (% Find | View All First ‘4’ 10of1 ‘&' Last
Step 29A *Effective Date [10/19/2015  |[51] F =
*Benefit Program @ Step 29B

N

Additional Information: Ensure that the effective date in the Benefit Program Participation section matches the effective
date in the hire record.
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Step 30: Select the CU Review/Tenure Status tab to enter the new employee’s next review date or tenure information.

Step 31: If you are hiring a staff member into an FTE position (classified or administrative unclassified) enter the Next
Review Date. This date should be one year from the date of hire if this is a new staff member.

Step 32: If you are hiring a tenure-track faculty member, update the faculty tenure status by entering the Clemson
Faculty Rank Date and Clemson Faculty Rank. Choose the appropriate tenure status and penultimate/post-tenure review
date. If the faculty member already has tenure established, enter the Clemson Tenure Date.

CU Review Rating / Tenure Status Find First ‘&' 1of1 ‘2’ Last

Effective Date 07/01/2015 Effective 0 Go To Row
Sequence

CU Review Rating

Rating Model ~sp Review Rating a, Review Date 5] Next Review Date [#]

CU Tenure Status / Data

Clemson Faculty Rank Date [ Penultimate/Post-Tenure Review Date | El
Clemson Faculty Rank i
Step 32 ity - Longevity #
Tenure Status - Longevity Year El
Clemson Tenure date El
Job Data Employment Data Earnings Distribution Benefits Program Participation CU Review/Tenure Status

Step 33: Select Ok to be taken to the vault matching page. The employee’s ID number and personal information appear
on the page.
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Step 34: Select Find to determine if a CUID already exists for this employee.

Step 35: If a match is located, verify the birthdate and social security number to ensure the found CUID belongs to this
individual. If so, click the radio button and click OK to link the employee ID and Clemson ID number.

Step 36: If no matches are found, select Create New Identity in Vault.

CU Vault Match Identity Page

Cwerride
“Empl 1D: [PO0011 |y

First Name: Jason Middle Initial: M
1 Last Name: Berry Gender: M
Last 5 of SSN: 62906 Postal Code: 02135
DOB: 19741224 Email Address: cuhr@
4 Find Clear Step 36
% Match First Name Last Name rr:':flg:e Gender Last5ofssy LDate of Birth Email Address CU Xid

(yyyymmadd)

Additional Information: If it is necessary to enter an ACA Override Type for this employee, please refer to the ACA
Override Type quick reference for instructions.
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Rehire
Rehire is used to hire a faculty, staff or student who had previously been employed by Clemson University, when no job
opening has been created for the position.

Step 1: To access Rehire to hire a faculty or staff member, log in to PeopleSoft using your (A) Clemson user ID and (B)
password, then click (C) Sign In.

Step 1B

Step 2: Navigate to (A) Main Menu > (B) Workforce Administration > (C) Job Information > (D) Job Data to access the
employee’s record.

Step 2A Main Menu = » Workforce Administration = > Job Information + » JobData

<

Search Menu: Vv

* A

» <

& » O EmplID 008077
@

i) orts/Proces "0 L]
1 Benefits bl Information L4
£3  Payroll for North Amerig -  Job Information iew Job Information
3  Workforce Developme 3 SmartHR Template = JobData
3 Organizational Development 4 D Add Employment Instance
3 SetUpHCM » D Add Contingent Worker Instance
3 Enterprise Components 4 D Current Job
03 worklist 4
0 Reporting Tools ¥ pview Date Bl Next Review Date|
3 PeopleTools »
D My Personalizations
El myDictionary
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Step 3: In the Search Criteria section, enter the employee’s Empl ID, Name, National ID or Clemson University XID
number.

Step 4: Click Search to see the employee’s job record.

Additional Information: If your search results in more than one record, verify the information on the record you select.

Job Data

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Keyword Search

Search Criteria

Empl 1D begins with «
Empl Red Mbr = -
Mame (LN,FN) begins with

LastName begins with «
FirstName begins with
Mational ID begins with

Clemson University ID (XID) begins with «

[Clinciude History [T correct History [ Case Sensitive

N

o
Step 4 >Search Clear Basic Search & Save Search Criteria

vV
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Step 5: Click the plus icon on the Work Location tab to add a new history row.
Step 6: Enter the Effective Date (Hire Date).

Step 7: If the hire date is the same as the previous termination date, change the effective sequence to one number
about the previous row.

Step 8: Choose (A) Rehire as the Action and (B) Rehire as the Reason from the drop-down menus.
Step 9: Verify the position number and title.

e If hiring into a temporary assignment, temporary grant, or time-limited position, enter the
position nhumber.
e If hiring a student or intermittent employee, enter the department number.

o
Find First ‘&) 10of1 &/ Last
*Effective Date [[10/27/2014 [51) Go To Row #[=]
Effective Sequence 0 *Action Rehire -
HR Status Active Reason | Rehire ¢
Payroll Status Active ator Primary Job -
Current (]
Position Number a,
Position Entry Date
Position Management Record
*Regulatory Region [USA Q, United States
Company CU Clemson University
*Business Unit|CLMSN Q, CLMSN
*Department 0919 Q Environmental Engr & Earth Sci
Department Entry Date [10/27/2014 El
“Location RSCHPK342  |Q Research Parki342 Computer Ct
Establishment ID|0001 Q Clemson University Date Created 10/27/2014
Last Start Date 10/27/2014
Expected Job End Date [
LastUpdated By Kevin Lee Wakefield Last Update DateTime 10/27/2014 4:06-30PM
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Step 10: Click the Job Information tab and verify the information in the Job Code, Regular/Temporary, Full/Part,
Classified Ind and Standard Hours fields. Verify the supervisor’s information.

Step 11: Choose the appropriate Employee Class from the drop-down menu.

Additional Information: Do not change the FLSA or EEO class information.

Job Information (2

Effective Date 0516/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

*Job Code |LATS00
Entry Date [11/16/2014
Supervisor Level

Supervisor ID

poLopE P

Reports To 00001215

ularTemporary Regular -

Step 11 Empl Class Classified -

*Classified Ind Classified -
Standard Hours (7
Standard Hours 40.00
FTE 1.000000
[C] Adds to FTE Actual Count?

Contract Number (7

USA

*FLSA Status Monexempt
*EEO Class Mone ofthe Above

Find

Action Enter Review Rating
Reason Enter Review Rating

Job Indicator Primary Job

Field Specialist Il

Field Specialist Supv 003888 James T Gilchrist
*FulllPart Full-Time -

Work Period CU_W | Q cuUWeekly

- Work Day Hours

First ‘&) 10of1 & Last

Go To Row

Current
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Step 12: Click the Payroll Information tab and choose the applicable Pay Group from the list provided.
Pay groups include:

12H—applicable for positions being paid by the hour

121 —applicable for positions being paid an annual salary

FED—applicable for positions designated as federal

INT—applicable for intermittent positions where the majority of the work time is spent teaching
9MA—applicable for positions set up as 9-month (i.e., faculty)

Payroll Information (2 Find First ‘4" 1of1 ‘b Last

Effective Date 05/16/2015

Effective Sequence 0 Action Enter Review Rating
HR Status Active Reason Enter Review Rating
Payroll Status Active Job Indicator Primary Job
Current
Payroll System Payroll for North America
Payroll fi orth America (2
Step 12 Pay Group | 12L G, 12 Month Annual with Lag

Employee Type |S @, salaried Holiday Schedule |CU @, CU Holiday

Tax Location Code [001 CQ, Clemsaon University

FICA Status Subject -

Step 13: Click on the Compensation tab and select the Rate Code.

e NAANNL is used to establish an annual base salary rate.
e NAHRLY is used to establish an hourly base salary rate.

Step 14: Enter the Comp Rate, which is either the employee’s annual salary or the hourly rate (if paid by the hour).
Step 15: Ensure the Frequency is the same in the Compensation section and the Pay Components section.

Step 16: Click Calculate Compensation.

nsaton Fingd Firsf ‘& 1of1 & Lasi
EMective Date [OD52015 Go To Row
Effective Seguence Acton Hing
HR Siatus Achve Reason
Payroll Status Acive Job Indicator Primasy Job
1 i ]
Compansation Rate ooof V@I “Frequency X annua
Comparative Infermation
Pay Rates
Datault Pay Companants
Pay Components Pa Fist ‘& 1001 & Last
WHIALS
“Rate Code Seq Comp Rate Frequenc
4 0 - a 4, 3=
Calcudate Cormnpensaban
Step 16 > =
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Step 17: Click the Employment Data tab and verify (A) the Business Title and (B) the Position Phone number.

Organizational Instance 7

Organizational Instance Rod 0 Onginal Start Date 02052015 Override
Last Starl Date First Start Date
Termination Date Years Months  Days
Ovg Instance Service Date 0052015 Ovarride ks 0 1 9

Organizational Assignment Data 7

Instance Record

Last Assignmeni Siari Date 09052015 Firsi AgAygnment Start 0052015
AsShgITY
HomaMHos Monihs Days
Company Se g 0 £ Override " a
Benefits Ser 052015 Override ke 3
Senirity Pay Cad o i Override o g
Probation &
Prolessional Expersence Date’ W Last Venficaiig i
Business Titke AssiSTant Professor Position Phone B64/656-3151
Step 18: Click on the CU Business Addr tab and enter the business address.
Employment Information Cu Business Addr
EI'I1I|)‘ Small Employee Empl ID 060012 EmplRcd# 1

Business Address
Address 1:/236 McMillan Rd.
Address 2:
Address 3:
City: |Clemson State:|5C Q
Postal Code: 29634
County: |29 Q, Pickens

Last Updated By: TABITHH Harvey, Tabitha McCall
Last Update: 08/03/15 11:56:59AM
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Step 19: Choose the Earnings Distribution tab and enter the account codes.
Step 20: Select either “By Percent” or “By Amount” as the Earnings Distribution Type.
Step 21: Enter the Percent of Distribution or the Amount for each account code.

Step 22: Click Edit Account Code to enter the account, fund, department, program code, class field, and project grant
numbers.

Step 23: To add additional account numbers, click the plus icon and enter the account information.

Additional Information: The earnings distribution must equal 100 percent or the full amount of the overall salary.

Earnings Distribution Type (2 Find First ‘4 1of1 ‘& Last
Effective Date 09/05/2015 Cololow
Effective Sequence 0 Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Current m
Compensation Rate USD Work Period CU Weekly
Standard Hours 37.50 ion Fri y Annual
*Earnings Distribution Type By Percent Step 20
Job Earnings Distribution (2 Find First ‘&' 10of1 &) Last
[+ [=]
Earnings Distribution
*Earnings Code a
Compensation Rate Standard Hoyrs
Percent of Distribution 100.00
Combination Code Edit Account Code Step 22

N
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Step 24: Select the Benefits Program Participation tab and enter (A) the Effective Date (Hire Date) and (B) the
appropriate Benefit Program code. The program code will dictate the benefits, leave options and retirement options
available to the employee. The Benefit Program code options include:

e 9MO for 9-month faculty members
e GRD for any graduate students
e GST for faculty and staff on a grant
[ ]
benefit
e STA for employees in an FTE position

e TLR for employees in a time-limited position

NEL for undergraduate students, adjunct employees or others who are not eligible for any type of

e TMP for employees in a temporary or intermittent position

Benefit Status (2

-~

Benefit Record Humber [0 +

Effective Date 09/05/2015
Effective Sequence 0O
HR Status Active
Payroll Status Active

“Benefits System Base Benefits
Annual Benefits Base Rate
Benefits Administration Eligibility (7
BAS Group ID (s}
Elig Fid 1
Elig Fid 4

Elig Fid 7

Action Hire

Reason

Job Indicator

Husp

Elig Fid 2
Elig Fid 5

Elig Fid 8

Primary Job

icipation F
Step 24A *Effective Date |10/19/2015 [54]
*Benefit Program @ Step 24B

Find First ‘@& 1of1 &' Last

Go To Row

Current ]

Benefits Employee Status Active

ACA Eligibility Details Clemson ACA Type
Elig Fid 3
Elig Fid 6
Elig Fid @
Find | View All First ‘&' 1of1 &' Last

F =

N

Additional Information: Ensure the effective date in the Benefit Program Participation section matches the effective date

in the hire record.
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Step 25: Select the CU Review/Tenure Status tab to enter the new employee’s next review date or tenure information.

Step 26: If you are hiring a staff member into an FTE position (classified or administrative unclassified) enter the Next
Review Date. This date should be one year from the date of hire if this is a new staff member.

Step 27: If you are hiring a tenure-track faculty member, update the faculty tenure status by entering the Clemson
Faculty Rank Date and Clemson Faculty Rank. Choose the appropriate tenure status and penultimate/post-tenure review
date. If the faculty member already has tenure established, enter the Clemson Tenure Date.

CU Review Rating / Tenure Status Find First ‘&) 10of1 &' Last

Effective Date 07/01/2015 Effective 0 Go To Row
Sequence

CU Review Rating

Rating Model cgp Review Rating Q, Review Date El Hext Review Date [#]

CU Tenure Status / Data

Clemson Faculty Rank Date E{J Penultimate/Post-Tenure Review Date | Eg
Clemson Faculty Rank - i
Step 27 ty Longevity #
Tenure Status - Longevity Year [#]
Clemson Tenure date El
Job Data Employment Data Earnings Distribution Benefits Program Participation CU Review/Tenure Status

Additional Information: If it is necessary to enter an ACA Override Type for this employee, please refer to the ACA
Override Type quick reference for instructions.
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Add Employee Instance (Add Additional Job)

Add Employee Instance is the hire type used when hiring an existing employee into an additional job. This is mainly used
for students.

Step 1: To access Add employee Instance, log in to PeopleSoft by entering your (A) Clemson user ID and (B) password,
then click (C) Sign In.

Step 1B

Step 2: Navigate to Main Menu > (A) Workforce Administration > (B) Personal Information > (C) Person Organizational
Summary to determine the next employment record number to use.

Search Mgy vV
% °
% LY ¢
<~ selrsenica\, % ,
Manager Self § "0 »
Recruiting ¥l ) iree (0 4 e ) Last
3 workforce Administ CU Reports/Processes i
£ Benefis O pessiaimsioy | 5 Blowephical
3 Payroll for North Ameri 3 JobInformation [ Organizational Relationships
£ Workforce Developmer| () SmartHR Template 1 Personal Relationships
(3 Organizational Development 3 08 citizensnip
3 setUpHCM N [E  AddaPerson
(3 Enterprise Components » [E] manage Hires
3 Worklist N D Modify a Person /—
3 Reporting Tools R [El  Person Organizational Summary § Step 2C
1 PeopleTools » E| Badge \_
[E  wyPersonalizations
[E wyDictionary

Processing a Hire Transaction: Revised 12/09/2015 Page 37 of 49




CLEMSON

HUMAN RESOURCES

Step 3: In the Search Criteria section, enter the employee’s Empl ID, Name or National ID.
Step 4: Click Search to see the employee’s job history.

Additional Information: If your search results in more than one record, verify the information to be sure you select the
correct record.

Find an Existing Value

Search Criteria

st°p3 Empl ID begins with « |
MName begins with
LastMame begins with -
Second Name begins with -
Alternate Character Mame begins with «
Middle Mame begins with «
Mational ID begins with «

[Clcase sensitive

——N

l
Step 4 > Search Clear Basic Search [@ Save Search Criteria

Step 5: Click View All to see all Empl Rcd Nbr’'s (Employment Record Numbers).

Employment Instances Find | View All First ‘&' 10f1 &/ Last
ORG Instance 0 Last Hire 04/07/2014 Termination Date 04/07/2014
HR Status Inactive Payroll Status Terminated

Assignments Personalize | Find | 2V | L First ‘& 10of1 &) Last
Empl Date Last Business Last Asgn
Rcd HomelHost HR Status Payroll Status Stnd Hre\Wk Empl Class . Department Term Date
Nbr Change Unit Start

0 Home Inactive Terminated 5.00 U 04/07/2014 CLM3SMN 0737 04/07/2074  04/07/2014
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Step 6: Navigate to (A) Main Menu > (B) Workforce Administration > (C) Job Information > (D) Job Data to access the

employee’s record.

Step 6A Main Menu ~
Search Menu:
® -
6}‘0 Self Service
6’0 Manager Self 5 \S;‘%
Recruiting G'O L4

i
i
i
1
&
S|
i
i
i
i
El
E|

Workforce Administrati
Benefits

Payrall for Morth Ameri (&
Workforce Developmen| &

Job Information
Smart HR Template

S
%
%

eports/Proci 60

nal Information

> Workforce Administration = > Job Information = > Job Data

Empl ID 008077
L ]
3

eview Job Information

Organizational Development
Set Up HCM

Enterprise Componenis
Worklist

Reporting Tools
PeopleTools

My Personalizations

My Dictionary

3

3

L3

3

-

(I e T

Job Data
Add Employment Instance
Add Contingent Worker Instance

Current Job

pview Date

] Next Review Date|

Step 7: Enter (A) the employee’s Empl ID and (B) the next Empl Rcd Nbr.

Step 8: Click Add Relationship.

Step 7B

Empl Rcd Nbr

Empl ID

0

Add Relationship

d Employment Instance
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Step 9: Click on the Work Location tab to begin entering the position information.
Step 10: Click the plus icon to add a new row and enter the Effective Date (Hire Date).

Step 11: If the hire date is the same as the previous termination date, change the effective sequence to one number
about the previous row.

Step 12: Choose Hire from the Action drop-down menu.
Step 13: Choose Additional Job from the Reason drop-down menu.

Step 14: (A) If hiring into a temporary assignment, temporary grant or time-limited position, enter the position
number.

OR

(B) If hiring a student or intermittent employee, enter the department number.

*Effective Date |12/01/2015 El
Effective Sequence 0 *Action Hire
UR Status Active Reason Additional Job .\ vi
Payroll Status Active *Job Indicator Primary Job -
Current
Position Number Q
Position Entry Date E{J
Position Management Record
*Regulatory Region |USA Q. United States
Company CU Clemson University
*Business Unit CLMSN Q, CLMSN
Step 14B *Department 0737 Q PRTM Outdoor Labaratory
artment Entry Date 12/01/2015 El
*Location |OUTDO1 Q Outdoor Lab
Establishment ID|0001 Q Clemson University Date Created 12/01/2015
Last Start Date 12/01/2015 Termination Date
Expected Job End Date E‘]
Last Updated By Kristie Michelle Nieves Last Update Date/Time 08/05/2014 11:33:26AM
Job Data Employment Data Earnings Distribution Benefits Program Participation CU Review/Tenure Status
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Step 15: Click the Job Information tab and verify the information in the Job Code, Regular/Temporary, Full/Part,
Classified Ind and Standard Hours fields. Verify the supervisor’s information.

Step 16: Choose the appropriate employee class from the Empl Class drop-down menu.

Additional Information: Do not change the FLSA or EEO class information.

Job Information (% Find First ‘4" 10of1 ‘b’ Last

Go To Row

Effective Date 05/16/2015
Effective Sequence 0
HR Status Active
Payroll Status Active

Action Enter Review Rating
Reason Enter Review Rating

Job Indicator Primary Job

Current

*Job Code |LATS00 Field Specialist 1l
Entry Date [11/16/2014
Supervisor Level

Supervisor ID

oL pE P

Reports To|00001215 Field Specialist Supv 003388 James T Gilchrist

ularTemporary Regular - *FulllPart Full-Time -

Step 16 Empl Class Classified -

*Classified Ind Classified -
Standard Hours (2
Standard Hours 40.00

FTE 1.000000

Work Period CU_W | Q cU Weekly

[C] Adds to FTE Actual Count?

Contract Number (2

UsA

*FLSA Status Monexempt -
*EEO Class Mone ofthe Above -

Work Day Hours
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Step 17: Click the Payroll Information tab and choose the applicable Pay Group from those provided.

Pay groups include:

12H—applicable for positions paid by the hour

121 —applicable for positions paid an annual salary

FED—applicable for positions designated as federal

INT—applicable for intermittent positions where the majority of the work time is spent teaching
9MA—applicable for positions set up as 9-month (i.e., faculty)

Payroll Information (2 Find First ‘4" 1of1 ‘*/ Last

Effective Date 05/16/2015

Effective Sequence 0 Action Enter Review Rating

HR Status Active Reason Enter Review Rating

Payroll Status Active Job Indicator Primary Job

current E)
Payroll System Payrall for North America
Payroll fi orth America (2
Step 17 Pay Group |12L @, 12 Month Annual with Lag
Employee Type |S Q, salaried Holiday Schedule |CU @, CU Holiday

Tax Location Code 001 Q, clemson University

FICA Status Subject
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Step 18: Click the Compensation tab and select the Rate Code.

e NAANNL is used to establish an annual base salary rate.
e NAHRLY is used to establish an hourly base salary rate.

Step 19: Enter the Comp Rate, which is either the employee’s annual salary or the hourly rate (if paid by the hour).
Step 20: Ensure the Frequency is the same in the Compensation section and the Pay Components section.

Step 21: Click Calculate Compensation.

Compensabion Find First ‘&' fof1 &' Last
Effective Date DOD52015 Go.To Row
Effective Sequence [ Action Hire
HR Stalus Actve Reason
Payrol Stahis Adthve Jobindicator Primary Jab
sttt :._1
Compensation Rate 0.003] ush 1o Frequency MCL annual
Comparative Information
b Pay Rates (7
Cafauit Pay Companonts
Pay Components Persd First 1ol Lasi
CumLs Conirals Changes Come
“Rate Code srq Comp Rate Larrency Frequency Percent
2 9 | a 4, Hl=
Calcutate Compensatian
Step 21

Step 22: Click the Employment Data tab and verify (A) the Business Title and (B) the Position Phone number.

Organizational Instance ¢

Crganizatonal Instance Rod 0
Lasi Start Date
Termination Date

Org Instance Service Date 0052015

Organizational Assignment Daia 3

Instance Record

Last Asssgnment Start Date

Home
g 0052015
Benefils Ser Qo052015

Seniority Pay Calc
Frobation

Professional Exparanos Date’

Business Titke

ASSIS

tanl Professor

Onginal Start Date 09052015 Ovrarmnide
First Start Date
Years Months Days
Ovarride “ 1] 1 g
First AgAygnment Start DS2Z015
Months Diays
Override y’ a
Ovarride g g
Override o

Last Vernhcatig

4B56-3151

Position Phone 66
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Click on the CU Business Addr tab and enter the business address.

Employment [nformation Cu Business Addr

Emily Smail Employee Empl 1D 060012 EmplRcd# 1

Business Address
Address 1:/236 McMillan Rd.
Address 2:
Address 3:

ci

ity: Clemson State:|5C Q
Postal Code: |29634
County: |29 Q, Pickens

Last Updated By: TABITHH Harvey, Tabitha McCall
Last Update: 08/03/15 11:56:59AM

Choose the Earnings Distribution tab and enter the account codes.
Select either “By Percent” or “By Amount” as the Earnings Distribution Type.
Enter the Percent of Distribution or the Amount for each account code.

Click Edit Account Code to enter the account, fund, department, program code, class field, and project grant

To add additional account numbers, click the plus icon and enter the account information.

Additional Information: The earnings distribution must equal 100 percent or the full amount of the overall salary.

Earnings Distribution Type (2 Find First ‘4 1of1 ‘& Last
Effective Date 09/05/2015 Cololow
Effective Sequence 0 Action Hire
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
Current m
Compensation Rate USD Work Period CU Weekly
Standard Hours 37.50 ion Fri y Annual
*Earnings Distribution Type By Percent Step 25
Job Earnings Distribution (2 Find First ‘&' 10of1 &) Last
[+ [=]
Earnings Distribution
*Earnings Code a
Compensation Rate Standard Hoyrs
Percent of Distribution 100.00
Combination Code Edit Account Code Step 27

N
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Step 29: Select the Benefits Program Participation tab and enter (A) the Effective Date (Hire Date) and (B) the
appropriate Benefit Program code. The program code will dictate the benefits, leave options and retirement options
available to the employee. The Benefits Program code options include:

9MO for 9-month faculty members
GRD for any graduate students
GST for faculty and staff on a grant

NEL for undergraduate students, adjunct employees or others who are not eligible for any type of

benefit

STA for employees in an FTE position

TLR for employees in a time-limited position

TMP for employees in a temporary or intermittent position

Benefit Status (%

i+

Benefit Record Number |0 «

Effective Date 09/05/2015

Effective Sequence 0 Action Hire

HR Status Active Reason

Find First ‘& 10of1 &' Last

Go To Row

Payroll Status Active

*Benefits System Base Benefits

Annual Benefits Base Rate

Benefits Administration Eligibility (=

articipation (%

“Effective Date |10/19/2015

Step 29A

*Benefit Program

Job Indicator

Huso

&
a Step 29B

Primary Job

Benefits Employee
ACA Eligibility Details

]

Current

Status Active
Clemson ACA Type

BAS Group ID (e}
Elig Fid 1 Elig Fid 2 Elig Fid 3
Elig Fid 4 Elig Fld 5 Elig Fid &
Elig Fid 7 Elig Fid & Elig Fid 9

10of1 & Last

[ [=]

Find | View All First ‘4

N

Additional Information: Ensure the effective date in the Benefit Program Participation section matches the effective date

in the hire record.

Additional Information: If it is necessary to enter an ACA Override Type for this employee, please refer to the ACA

Override Type quick reference for instructions.
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Add Emergency Contact

Step 1: To add emergency contact information, log in to PeopleSoft using your Clemson user ID and password.

Step 1B

Step 2: Navigate to Main Menu > (A) Workforce Administration > (B) Personal Information > (C) Personal Relationships
> (D) Emergency Contact.

Search Menu:

(3 Self Senvice
Manager Self

S
teb 24 Recruiting

Benefits

My Personalizations

3 Time and Labor
i 3
03 Payroll for North Amerig Job Information
£3  Organizational Develogl C3  Smart HR Template 1 Personal Relationships T~ Emergency Contact
3 Workforce Monitoring 3 Workforce Reports C3  citizenship El Depdnt Identification Details
03 setUpHCM 3 D Add a Person
03 Worklist b E manage Hires
3 Reporting Tools N [E modify aPerson
03 PeopleTools » D Person Organizational Summary

My Dictionary

Step 3: In the Search Criteria section, enter the employee’s Empl ID, Name or National ID.

Step 4: Click Search to see the employee’s emergency contact record.

Find an Existing Value

Search Criteria

Empl ID begins with « |

MName begins with

LastMame begins with

Second Mame begins with

Alternate Character Name begins with
Widdle Wame begins with -

Mational ID begins with

[[Icase sensitive

T 4 Search Clear Basic Search @m Save Search Criteria
ep
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Step 5: If you are entering emergency contact information for a new employee, enter the Contact Name and address.

Additional Information: If the emergency contact has the same address or phone number as the employee, check the
checkbox. If the address and/or phone number is different from the employee’s, type the information into the appropriate

area.

Step 6: Check the Primary Contact checkbox for the primary emergency contact. At least one primary contact is required.

Step 7: Enter the Contact Phone Number.

Step 8: Click Save to save the entry.

Additional Information: If you are adding emergency contact information for an existing employee, click the plus icon to

add a new row then follow steps 6 through 8 above.

*Contact Name Dennis Mash
¥ Primary Contact
[¥] same Address as Employee
Same Phone as Employee
Employee’s Current Address
- 'i

Country USA
Address 22
Se

Contact Phone

Find | View All First ‘&' 10of2 ‘& Last

"Relationship lo Employee Parent -

Address Type

{ome -

Step 9: Click on Other Phone Numbers to add an additional phone number. Click the plus icon to add more phone

numbers in the Other Phone Numbers section.

Contact AddressiPhone Other Phone Humbers

Hannah Nash

Emergency Contact

Contact Name Dennis Nash
Relationship to Employee Parent
Other Phone Numbers for Emergency Contact

*Phone Type -

Person ID 060003

First ‘&' 9of2 'F/ Last

[+][=]

Find | View All

Primary Contact

First ‘& 10of1 ‘& Last

[+][=]

Find | View All

Phone

Processing a Hire Transaction: Revised 12/09/2015
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Add Driver’s License

Step 1: To add driver’s license information, log in to PeopleSoft using your (A) Clemson user ID and (B) password, then
click (C) Sign In.

Step 2: Navigate to Main Menu > (A) Personal Information > (B) Biographical > (C) Driver’s License Data.

CU Inguiry
CU Repors/Processe
Personal Information
03 Job Information &
3  smartHR Template 0 Personal Relationships Names
03 Workforce Reports 3 citizenship Mational ID
D Add a Person D Drivers License Data
D Manage Hires D General Comments
D Madify a Person
eaieh D Person Qrganizational Summary

Processing a Hire Transaction: Revised 12/09/2015 Page 48 of 49




CLEMSON

HUMAN RESOURCES

Step 3: To add the driver’s license information for a new employee, type the driver’s license number, select the issuing
country and state from the available options and select the license type from the available options. Click Save to save the

record.

Additional Information: To add the driver’s license information for an existing employee, click the plus icon to add a new

row and follow step 3 above.

Driver's License Information

*Driver's License Nbr [5-165-603-092-622

State MD Q
Issue Location
Valid from )
Number of Violations 0

Comment

&)

License Type

License Type C Q  car

Find | View All

License Suspended

Country [USA Q  United States

Maryland

Issuing Authority
Valid To

Number of Points

Find | View All

First ‘&' 10f1

First ‘& 1of1 4

k) Last

(] (=]

Last

] [=]

Congratulations on your new hire. Entry of a hire
onboarding process for your new employee.

Processing a Hire Transaction: Revised 12/09/2015
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Quick Reference:
Direct Deposit

e

racle PeopleSolt Sign-in

il Cel=ENGE

English

CLEMSON

HUMAN RESOURCES

Uszer D

Select @ Language

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

O Y I I I I

Search Menu:

®

-
>

Self Service

Manager Self Senice
Recruiting

Workforce Administrati
Benefits

Payroll for Morth Amerig

Organizational Develop|

SetUp HCM

mme o re

Personal Information |

! UIEW pEIYE! ECE

Benefits
Learning and Developr
Recruiting

Career Planning
Review Transactions

Manage Delegation

Worklist

Reporting Tools
FeopleTools

My Personalizations

My Dictionary

4

DDDDD&D

]

STEP 2

Navigate to Self Service >
Payroll and Compensation >

Direct Deposit.

Paycheck Modeler
Woluntary Deductions
Direct Deposit

My Total Rewards
Compensation History
W-4 Tax Information
Wiew W-2/\W-2c Forms
W-2/W-2c Consent

]

Office of Human Resources

12/12/2015
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Quick Reference: CILEMSON

D i re Ct De pOS i t HUMAN RESOURCES

Important Information: When adding or editing account information, be sure to designate one
account as your primary account by selecting Deposit Type “Balance of net pay.” If you fail to do
so, the system will convert the account with the highest Deposit Order value to Deposit Type
“Balance of Net Pay.”

STEP 3
Click OK to authorize Direct
Deposit setup.

Message

»

Direct Deposit Authorization (8000,2)

| hereby authorize Clemson University to deposit my net payroll andig@expense reimbursement in the accounts set-up via ESS in accordance with Direct Deposit policy. |
understand that this authorization will remain in effect througho y employment unless cancelled by me or Clemson University in unusual circumstances only. | also
authorize Clemson University and my designated financial g#titutions to initiate debit entries or adjustments, if necessary, for any credit entries made in error to my 3

accounts.

The payroll andfor expense reimbursement sit authorized with-in ESS is accomplished by electronic funds transfer and is covered by a number of regulations designed
to safeguard the integrity of the employesg®account. The funds deposited will be available to the employee for withdrawal by all usual means on the morning of the
scheduled University payday for net and within 48 hours of disbursement processing for expense reimbursement.

Clemson University assu no responsibility for any relationship between the employee and his/her financial institution.

Changes in ESS

|d be entered two weeks prior to the payday in order to be effective for the next payday. Clemson University will pre-note the entry, allowing the bank to

OK

Adding a New Account

Direct Depaosit Infarm

] - STEP 1 (Add Account)
One account must be designated as Deposit Type Balance] click Add Account to add

the account with the highest Deposit Order value to Deposil account information
Direct Deposit Details i

Account
Type

Routing Number Account Humber Depozit Type Edit Remove

alance of 999 é’ EI

Checking 053100465 Met Pay

Add Account

Office of Human Resources 12/12/2015 Page 2 of 5
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D i re Ct De pOS i t HUMAN RESOURCES

STEP 2 (Add Account)

Add Direct Deposit Enter the requested
Ralph kramden information in the Your Bank
Information and Distribution
e A R o Instructions sections. (See
Riowting Nuwrmbrer View Check Exan Sample ChE(‘:k bEIOW-)
Click Submit.
Distribution Instructions
"
Account Number
Ratypa Account Number
“Account Type i
*Deposit Type -
Amount or Percent
*Deposit Or Example: 1 = Firsf Account Processsd
Submi -
ROBERT SAMPLE 9999
JOAN SAMPLE
123 MAIN 5T,
PORTLAND, ME 04101 Jl/?-D/ZDJI
Date
Pay to the
eyioie Cample Check | $ 15800

e Winolresd and Rf—l:vlu, eioht —» oors ()

Bank

i

Amaries’s Most Comventarnt Bank®
e SAMPLE Tran Sa.mﬂﬁ i
na23iLSL32en Oh23LSL3Za CEET
Routing Number Account Number

Office of Human Resources 12/12/2015 Page 3 of 5



Quick Reference:
Direct Deposit

CLEMSON

HUMAN RESOURCES

Editing an Account

STEP 1 (Edit Account)
Click the pencil icon to
change account information.

Direct Deposit Details

One account must be designated as Deposit Type Balance. If not, the system will cohwert
the account with the highest Deposit Order value to Deposit Type Balance.

Direct Deposit Information;

Distribution Instructions

Account Humber

Retype Account NHumber
*Account Type
*Deposit Type

Amount or Percent

*Deposit Ord

Submit

Account : . Amount or Deposit .
e Routing Humber Account Number Deposit Type Percent Order Edit Remove

) Balance of
Checking 053100465 392547159 Net Pay 099 & 1]

Add Account

Your Bank Information q
(— STEP 2 (Edit Account)
, Enter the requested
Routing Humber lew Che

information in the Your Bank
Information and Distribution
Instructions sections.

Click Submit.

Checking

Balance of Ne

9 (Example: 1 = First Account Processed)

Office of Human Resources
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D i re Ct De pOS i t HUMAN RESOURCES

Removing an Account

Direct Deposit Information; |

One account must be designated as Deposit Type Balance. If not, the] STEP 1 (Remove Account)
the account with the highest Deposit Order value to Deposit Type Bala Click the trash can icon next to

Direct Deposit Details the account you wish to remove.
Account - - Amount or De
Type Routing Number Account Humber Deposit Type Percent Order L= 0y
Balance of
Checking 053100455 123456759 Net Pay 999 & i |
Add Account

STEP 2 (Remove Account)
Click Yes - Delete to confirm
Direct Deposit removal of the account.

Delete Confirmation

ntto delete this Deposit Account: 3925 12345
Mo - Do Mot Delete

Office of Human Resources 12/12/2015 Page 5 of 5



Quick Reference: CLEMSON

Updating W-4 Tax Information HUMAN RESOURCES

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

Uszer D

Select @ Language

English

STEP 2
Search Menu: Navigate to Self Service >
® Payroll and Compensation > W4
\D X sl Tax Information.
Self Senvice 1 Personal Information |
3 Manager Self Senvice B Wiew Paycneck
O  Recruiting 03 Benefits B paycheck Modeler
£1  Workforce Administrati{ ] Leamning and Developr] B Voluntary Deductions
03 Benefits {3 Recruiting E  Direct Deposit
£3  Payroll for North Ameriq (3 Career Planning By Total Rewards
3 Organizational Develop E ReviewTransamhg Compensation History
3  setupHCM E Manage Delegation 1 W-4 Tax Information
O workist N B vieww-20-2c Forms
£3  Reporting Tools R E  w-2w-2c consent
0 PeopleTools 3
D My Personalizations
[ wypictionary

You will be directed to the W-4 Tax Information page.

Important Information: Your W-4 defaults to Marital Status: Single and Allowances: 0
when you are hired at Clemson University.

Office of Human Resources 12/12/2015 Page 1 of 3



Quick Reference:
Updating W-4 Tax Information

STEP 3
Verify your person information

in the form.

W-4 Tax Information

that has automatically populated

CLEMSON

HUMAN RESOURCES

Ralph Kramden
Clamson Unhersity

You must complete Form W-4 50 the Payroll Department can calculate the correct amount of tax to withhold from your pay. Federal
income tax is withheld from your wages based on marital statug and the number of allowances claimed on this form. You may also
specify that an additional doliar amount be withheld. You can file a new Form W-4 anytime your tax situation changes and you choose to

have more, or less, tax withheld

Whether you are enfitled o claim a cerfain number of allowances or exemplion from withholding is subjed to review by the IRS. Your

employer may be required to send a copy of this form o the IRS

Home Address

123 Tiger Way
Clemson,5C 29670

W.4 Tax Data
Enter total number of Allowances you are claiming
Enter Additional Amount, if any, you want withheld from each paycheck
ndicate Marital Status @ Single £ Married

V| Check here and select Single status if married but withhold ing at single rate.
Note: It married, but legally separaled, or Spouse is a nonresident alien,
select 'Single® status.
| Check here if your last name differs from that shown on your social security card.

Mougust call 1-800-772-1213 for a new card.

STEP 5
Select your

Exemption

I claim exemption from withholding for the year 2015 and | certify that | meet

marital status. the following conditions for exemption

Check the

related boxes
that apply to

you.

astvear| had a right to & refund of ALL Federal incomie tax withheld because | had NO tax liability
[hi year | expect a refund of ALL Federal income tax withheld because | expect 1o have NO tax liability

Ik this box if you meet both conditions to claim exempt status.

Under penalties of perjury, | deciare thal | have exarmined this cenificate and 1o the bastof
Iy knowledge and belief, itis true, comed, and complete

Submit ST EP 6

Social Security Number 173455789

STEP 4

Enter the total
number of
allowances you
are claiming.
Enter any
additional amount
you want withheld
from each
paycheck.

r

Click Submit to save your
entries.

Office of Human Resources 12/12/2015
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Quick Reference: CLEMSON

Updating W-4 Tax Information HUMAN RESOURCES

STEP 7
Enter your Clemson password

: . to verify your identity.
Verify Identity Click Continue.

To protec] your privacy, venfy your identity by typing your password. i you are not fRis user, click Sign Ol

Usar I0: RERAMDEM

PassWword:

Continue Cancel

You will receive a confirmation notification (see below).

Submit Confirmation

v

The Submit was successful.

However, due to timing, your change may not be reflected on the next paycheck.

Important Information: You are allowed to make changes to your W-4 once a day.
If you attempt to enter changes more than once, the error message below will appear.

Message

You are only allowed to make W4 changes once per day. If you require assistance, please contact payroll at 656-4884.
The PeopleCode program executed an Error statement, which has produced this message.

Ok

Office of Human Resources 12/12/2015 Page 3 of 3



Quick Reference:

CLEMSON

W-2 and W-2c Online Consent TiBiAN RESODRCES

and View

vile PeopleSoft Sign-in

STEP 1
Sign In to PeopleSoft

Using your Clemson user
ID and password.

Uszer D

w-2/W-2c Consent/Consent Withdrawal

STEP 2

Search Menu:

®

-
>

Navigate to Self Service >
Payroll and Compensation >

Self Service \

Manager Self Sernice
Recruiting

Waorkforce Administrati
Benefits

Payrall for Morth Amerig

Organizational Develop|

SetUp HCM

Benefits

Learning and Developn
Recruiting

Career Planning

Review Transactions

Personal Information
N | -
4
4
4
4
E
E

Waorklist
Reporting Tools
PeopleTools

My Personalizations

nmrooroocoroob @ ‘I{

My Dictionary

W-2/W-2¢c Consent.

m [ [ G

W AT CITE T
Paycheck Modeler
Woluntary Deductions
Direct Deposit

My Total Rewards

Compensation Histary

Manage Delegati W-4 Tax Information
v ﬂﬁ\-’iew W-2/W-2c Forms
W-20W-2c Consent

b

3

Office of Human Resources

12/12/2015
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Quick Reference: CILEMSON

W-2 and W-2c¢ Online Consent HUMAN RESOURCES
and View

STEP 3 (Consent)

Check the box indicating your
consent to receive electronic W-2
and W-2c¢ forms.

Click Submit.

W-2/W-2c Consent Form
Ralph Kramden

Submit or withdraw your conzent 1o receive electronic W-2

You are consenting to receive an on-line/electro i consent must be completed prior to Januwary 22,

d. Any consent completed after the January 22, 2016
deadline will resultin a W-2 paper cop d and mailad (o you. Howaver, you will slill be able to access

You will be asked to enter your Clemson Password to verify your identity.

STEP 4

Enter your Clemson password
to verify your identity.

Click Continue.

Verify Identity

To prodect your privacy, venty your idemtity Dy typan Password, I y

UseriD; RKRAMDEN

Password:

Continus

Office of Human Resources 12/12/2015 Page 2 of 4
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W-2 and W-2c¢ Online Consent

and View

CLEMSON

HUMAN RESOURCES

STEP 5 (Withdraw consent)
Check the box to withdraw your

W-2/\W-2¢c Consent Form
Ralph Kramden

Submil or withdraw your consent 1o reg

rrent Status Consant received

to withd raw your consent to receive electronic W.2 and W.-2c forms.

consent to receive electronic W-2
and W-2c forms.
Click Submit.

cironic W-2 or W-2¢ farms

You will be asked to enter your Clemson Password to verify your identity.

STEP 6

Verify |dentity

Useril: RKRAMD

Fassword:

Continue

Canc

T prodect your prvacy, venity your identity oy e

Enter your Clemson password
to verify your identity.
Click Continue.

Office of Human Resources

12/12/2015 Page 3 of4



Quick Reference: CILEMSON

W-2 and W-2c¢ Online Consent HUMAN RESOURCES
and View

Viewing W-2/W-2c¢ Online

STEP 1 (View)
Navigate to Self Service >
Payroll and Compensation >

Search Menu: V VIEW W-Z/W-ZC Forms.
N ® -

é Self Senice O Time Reporting »

ca ManagerSelfSek& Personal Information *

3 Recruiting B viewPaycheck

03 Workforce Administratii 1 Benefits B raycneck Modeler

3 Benefits 0 Leamning and Developn El  voluntary Deductions

£3  Payroll for North Ameriq (1 Recruiting B oirect Deposit

39  Workforce Developmer| (3 Career Planning B myTotalRewards

3 Organizational Develop| B REViEWTFEHSEE\ B compensation History

3 setUpHCM E  Manage Delegation g W-4 Tax Information

3 Enterprise Components » View W-2/W-2c Forms

3 Worklist N B w-2w-2c Consent

3 Reporting Tools »

3  PeopleTools »

D My Personalizations

E  wyDictionary

STEP 2

Click the Year End Form hyperlink to
View W-2/W-2¢ Farl| view your W-2 or W-2c or click the
Filing Instructions.

Ralph Kramden Click View a Different Tax Year to
Review :.'n:-ura'.'alla'.:le'-.‘.'-?ar| access previous W-2 or W-2c forms.

[View a Different Tax Year

Select Year End Form Personalize | &1 1of 1
T W-2
T'“'_ Reporting Tax Form ID  Issue Date fear Filing Instructions

- Company
2015 cu W-2 11032015  Year End Form Filing Instructions

Office of Human Resources 12/12/2015 Page 4 of 4



Quick Reference: CLEMSON

View Paycheck HUMAN RESOURCES

STEP 1

racle PeopleSolt Sign-in

using your Clemson user
ID and password.

Uszer D

Fa d

Select @ Language

English o

STEP 2
Navigate to Self Service >
search Henu: Payroll and Compensation >
® . \ View Paycheck.
Self Senvice Personal Information 3
1 Manager Self Service iew Paycheck
O  Recruiting 03 Benefits B paycheck Modeler
1 Workforce Administrati] 1 Learning and Developr] B voluntary Deductions
03 Benefits {3 Recruiting E  Direct Deposit
3 Payroll for North Amerid -  Career Planning B wyTotal Rewards
3  Organizational Develop E  Review Transactions B compensation History
3  setupHCM E Manage Delegation B w-aTacinformation
O workist N B vieww-20-2c Forms
£3  Reporting Tools R E  w-2m-2c Consent
0 PeopleTools 3
D My Personalizations
E wyDictionary

Office of Human Resources 12/12/2015 Page 1 of 2



Quick Reference: CILEMSON

View Paycheck HUMAN RESOURCES

View Paycheck

Ralph Kramden
Review your available paychecks. Selectthe check date of the paycheck you would like to review,

STEP 3

Click the View Paycheck
hyperlink for the paycheck you
wish to view.

¥ Select Paycheck Personalize | Find

Check Date View Paycheck Company Pay Begin Date

11312015 Viey Clemson University 10/31/2015

09/30/12015 View Paycheck Clemson Universi 09/01/2015 09/15/2015 $1264.46 2818350
09/15/2015 View Paycheck 08/16/2015  08/31/2015 $1264.45 2809229
08/31/2015 View Paycheck Clemson University 08/01/2015  08/1512015 $1263.58 2801423
08/14/2015 View Paycheck Clemson University 0716/2015 07731712015 $1263.87 2791965
0713172015 View Paycheck  Clemson University 0710172015 07/15/2015 $1263.87 2785002
0711512015 View Paycheck Clemson University 06/16/2015  06/30/2015 $1266.20 2777944
06/30/2015 View Paycheck Clemson University 06/01/2015  06/5/2015 $1266.20 2770849

A copy of your paycheck stub will display. (Enable pop ups if you don't see it.)

Clemson University Pay Group: 12A-12 Month Annual Busmess Umt:  CLMSN
201 Sikes, Clemson University Pay Begin Date: 10/16/2015 Advice #: 000000002527898
Clemson, SC 29634-5337 Pay End Date: 10/31/2015 Advice Date: 11/13/2015
TAXDATA: Federal SC State
- Employee ID: 005381 Manital Status: Single n'a
R"Ph.k-"“!dm Department: 5337-Human Resources Allowances: o o
123 Tiger Way Location: Ruggs Hall Addl Percent:
- - - :
Clemson, 5C 29671 Job Title: Human Resources Mgr IT Addl Amount:
Pay Rate: $51,324.00 Annual ) .
HOURS AND EARNINGS TAXES
------------- Current —————————— T G J—
Regular 213850  1,552.50 40,631.50 | Fed Withholdng 264.62 5,040.76
Fed MED/EE 1980 566.22
Fed OASDIEE 127.40 2,421.07
SC Withholdng 11737 223375
TOTAL: 0.00 2,138.50  1.552.50 40,631.50 [ TOTAL: 53919 10,261.80
BEFORE-TAX DEDUCTIONS AFTER-TAX DEDUCTIONS EMPLOYER PAID BENEFITS
State Health Standard Pre Tax 7193 1,366.67 | Supp LTD Plan 1 6.65 140.43 | State Health Standard Pre Tax 264.44 502436
State Vision Plan Pre Tax 3.50 66.50 | SC Cradit Union 20.00 380.00 | State Dental Pre Tax 586 111.34
Optional Life Pre-Tax 17.76 337.44 | Tiger Stripe Deduction 10.00 190.00 | Basic Life 0.14 2.66
Deferred Compensation 401k 25.00 475.00 ‘Optional Life Pre-Tax* 15.05 285.95
South Carolina Retirement Sys 174.50 327104 State Basic LTD 161 30.59
Health/Dental Adm. Fee 0.14 2.66 South Carolina Retirement Sys 350.50 6,533.74
Pre-tax Parking Fee/50k-70k 538 9472 Work Comp (proficler) 1925 365.75
TOTAL: 298.21 5,614.03 | TOTAL: 36.65 T10.43 | "TANABLE
TOTAL GROSS FED TAXABLE GROSS TOTAL TAXES TOTAL DEDUCTIONS NET PAY
Current 2,138.50 185534 53919 334.86 1,264.45
YTD 40.631.50 3530342 10.261.80 6,324 46 2404524
YEAR-TO-DATE PAID TIME OFF SICK LEAVE NET PAY DISTRIBUTION
Start Balance 208.7 114.0 Account Type hi Deposit Amount
+Eamed 1415 844 Advice #000000002827898 Checking Ends in 7159 $1,264.45
+ Bought 0.0 0.0
- Taken 114.8 41.0
- Sold 0.0 0.0
+ Adjustments 0.0 0.0
End Balance 3154 157.4 TOTAL: §1.264.45
e

Office of Human Resources 12/12/2015 Page 2 of 2



Quick Reference: CILEMSON

Paycheck Modeler HUMAN RESOURCES

Overview: If you are considering applying for a new position or changing your deductions or
your federal tax withholdings, Paycheck Modeler can calculate a hypothetical check based on
changes you enter. Paycheck Modeler starts with your current information and allows you to
manipulate your earnings, deductions and/or tax withholding status.

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

STEP 2
Navigate to Self Service >
search Menu: Payroll and Compensation >
® . Paycheck Modeler.
__al“_‘l Self Senvice 3 Personal Information VT
4 Mana@ O F B viewPaycheck
3 Recruiting O Bene E  PaycheckModeler
£1  Workiorce Administrati{ = Learning and Developr] 5 Voluntary Deductions
03 Benefits 3  Recruiting E  Direct Deposit
£3  Payroll for North Amerid [ Career Planning B wyTotal Rewards
3  Organizational Develop El  Review Transactions B compensation History
03 setUpHCM E Manage Delegation B w-aTaxinformation
03 Worklist " B vieww-22w-2cForms
3 Reporting Tools " B w-2nv-2c Consent
3 PeopleTools »
D My Personalizations
E  wypictionary

Office of Human Resources 1/8/2016 Page 10of 7



Quick Reference:
Paycheck Modeler

CLEMSON

HUMAN RESOURCES

STEP 3

(=] O 1| Check “Yes, I have reviewed and agree
Start Earnings Deductions

to the terms and conditions” to agree to

Start - Step 1 of 6

Welcome

Agree to the Usage Terms and Conditions

exit the application immediately and

Usage of the Modeler is i

The Paycheck Modeler can be used to calculate a hypothetical check by changing your eamings, an
It will start with the standard earnings, deductions and taxes that normally appear on your pa

To start, you must acknowledge and agree that you understand the Paycheck Mode

The Paycheck Modeler contains confidenti

ation that is intended for Gregory M Carlton only. f you are not Gregdty M Carlton,
the Payroll Department.
d to provide general guidance and estimates.
rated by the Modeler is not a genuine paycheck. There is no guarantee that you will receive the modeled results.

ou should not make financial or benefit related decisions based on the modeled check results.
[T Yes, 1 nave reviewed and agree to the terms and conditions.

the terms and conditions.
Click Let's Get Started.

ductions, and/orlax withholding status.

age terms and conditions.

Exit | Lets Get Started b

STEP 4

Click the pencil icon to change earnings.

- (& O :
Start Earnings Deductions CIICk Next.

Earnings - Step 2 of 6

Job Title: Infermation Tech Mgr

add additional earnings.

=2 My Earnings

This step provides a list of the proposed earnings for your modeled check. You can modify or clear the am

as well as

Office of Human Resources

Earnings Type Hours Rate Amount
Reqgular $48.391315 $3046.92 Vid
Personal Communication Stipend §55.00 f
Add Eamnings Clear All Amounts
Exit || Next »
1/8/2016 Page 2 of 7



Quick Reference:

Paycheck Modeler CLEMSON

HUMAN RESOURCES

Edit Earnings l

STEP 5

Enter the new,
semi-monthly salary
amount.

Click OK.

*Earnings Type Regular

Hours,|

Amount 5213850

Override Rate

* Required Field

oK
STEP 6
Click Add Deductions to add a different type of
= o = deduction or skip to step 8.
_ = Click Next.
Start Earnings Deductions -

| |4 Previous Mext B
Deductions - Step 3 of 6

Job Title: Information Tech Mgr

This step provides a list of the proposed deductions for your modeled chec
add additional deductions. Deductions using a percentage will be base
automatically be calculated in a subsequent step.

can modify or clear the amounts in thg list, as well as
the total gross earnings from the modeled cllzck and will

¢= My Deductions

Deduction

Amount Percentage of Gross Edit

Pre-tax Parking Feelover 90k

Before-Tax $8.34

South Carolina Retirement

Before-Tax $322.07

VALIC 403b Before-Tax $400.00
Add Deductions Clear All Amounts
Exit | |4 Previous MNext &
Office of Human Resources 1/8/2016
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Quick Reference: CILEMSON

Paycheck Modeler HUMAN RESOURCES

STEP 7

Select the desired

Deduction from the

menu by clicking the

Add Deductions T B

Select Type of

*Deduction | a deduction (pre-tax or

after-tax).

= Select Flat Amount
é or Percent

Flat Amount or Percent Amount - S corresponding

Amount 50.00 field.

Click OK.

*Type E_

Percent

* Required Field

OK Cancel

STEP 8
- i L click the pencil icon to change deduction amount.
Start Earnings Deducti .

Click Next.

Deductions - Step 3 of 6

Job Title: Information Tech Mgr

This step provides a list of the proposed deductions for your modeled check. You can modify or clear the amoulits in t
add additional deductions. Deductions using a percentage will be based on the total gross earnings from the
automatically be calculated in a subsequent step.

list, as well as

¢= My Deductions

Deduction Type Amount Percentage of Gross
Pre-tax Parking Feelover 90k Before-Tax $8.34
South Carolina Retirement Sys Before-Tax $322.07
WALIC 4030 Before-Tax $400.00
Add Deductions Clear All Amounts

Exit | |4 Previous MNext &

Office of Human Resources 1/8/2016 Page 4 of 7



Quick Reference:
Paycheck Modeler

CLEMSON

HUMAN RESOURCES

Edit Deductions

*Deduction VALIC 403b

*Type | Before-Tax

*Flat Amount or Percent Amount
Amount $400.00

Percent

* Required Field

STEP 9
Enter the new,
semi-monthly
deduction amount.
Click OK.

T

OK Cancel
STEP 10
™ il il =
Start Eamings Deductions Taxes

Taxes - Step 4 of 6

Job Title: Infermation Tech Mgr

Click the pencil icon
beside the federal or
South Carolina tax
jurisdiction to edit
tax amounts.

Click Next.

You can modify tax withholding information for the modeled check.
The tax jurisdiction(s) are based on your current tax information.
Only the jurisdictions that allow withholding changes using a tax
withholding form are displayed.
&= My Tax Withheolding Information
Tax Jurisdiction Edit
Federal &
South Carolina &
Exit | |4 Previous Next b

Office of Human Resources 1/8/2016
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Quick Reference:
Paycheck Modeler

CLEMSON

HUMAN RESOURCES

Federal Tax Withholding
The following information is bas
Special Tax Status

Tax Status

Select your marital tax status.

[l withhold at Single Rate

Withholding Allowances

Enter the total number of allowanc

Additional Withholding Amo,

Enter the addition

0K Cancel

Check here and select Single status if married but wi

ount to withhold from your model check.

ederal Tax Withholding form W-4.

STEP 11
Enter requested federal tax
withholding information.
Click OK.

T

Mone

Married -

olding at single rate.

0

o claim on your model check.

50.00

STEP 12

Click Calculate My Modeled Check to

Start Eamings Deductions

/ see your hypothetical paycheck.

Calculate - Step 5 of 6

Job Title: Informatien Tech Mgr
‘You are ready to calculate your modeled ¢

If no changes were made. proceed

Calculate My Modeled Check

. Press the button to calculate.

e next step to review the results.

R I

Exit | |4 Previous MNext

Office of Human Resources

1/8/2016
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Quick Reference:
Paycheck Modeler

Results Page is displayed

CLEMSON

HUMAN RESOURCES

Entered

Total Gross Earnings 5400192 TP Details
=1

Total Employee Taxes $870.56

Total Deductions n% Details

et Pay $2,400.95

Print My Modeled Check

™ ™ = = = =]
Start Eamings Deductions Taxes Calculate Results
Exit | |4 Previous
Results - Step 6 of 6
Job Title: Information Tech Mgr STEP 13

Click Print My Modeled
Check to print a copy of
your hypothetical check.
Click Print My Changes to
print the changes you
entered into Paycheck
Modeler.

Print My Changes =
Current Address

Select Related Actions to navigate to other paycheck related Payroll

and Benefits sites. Segment Amount Percentage
~ Related Actions
Taxes $870.56 22%
Before-Tax Deductions 573041 18%
Met Pay $2,400.95 60%
Exit | |4 Previous
Office of Human Resources 1/8/2016 Page 7 of 7



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 1
N % Cermon Unnersibisouti.. x (GO : .~ . Enter My.clemson.edu

B oo f——— ' into your browser’s
- e ' : address field.

"
P s |

-—w |
A-Z Index (

CLEMSON

¥V *E=R= 5

Students  Faculty f Alumni  Partners

ADMISSIONS CAMPUS LIFE ACADEMICS g OUTREACH

STEP 2
Click on the headshot
icon next to SUPPORT.

my.Clemson

SUPPORT 1

ACADEMICS i ] Manage your profile

ATHLETICS Blackboard courses, lab finder, and Tiger sports news, scores, and p”"acfy se'rtmgs, and EDERE
student services schedules security questions.

Ez Directory ¥ News

Search for University students, faculty, Top stories, press releases, and
and staff university updates

MAP Continue

] EVEIID

DIRECTORY

Keep up with Clemson events and
integrate them into your calendar

NEWS

EVENTS ® Transit

View parking availability, bus routes,
TRANSIT and request a rde

Emergency contacts and safety
resources

Campus recreation, libraries, WSBF,
dining hall menus, and more

SAFETY

Office of Human Resources 12/12/2015 Page1of8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 3

Click Login.

Enter your Clemson user
SUPPORT ID and password.

Important Information: Your Clemson user ID is the part of your Clemson email address prior to
@clemson.edu (e.g., tiger@clemson.edu — tiger is the Clemson user ID).

STEP 4

Name Click the section of your
profile you wish to edit.

Addresses >
Phone Numbers >
Emergency Contacts >
TigerOne Photo >
Security Questions >
PawPrints >

Office of Human Resources 12/12/2015 Page 2 of 8



Quick Reference: CILEMSON

My.clemson.edu RUMAN RESOURCES

Name Change

Name

How do I change my name?

If vour name is misspelled in Directory, please send an email toithelp@clemson edu with the
current spelling and the correct spelling.

You cannot change vour legal name or SSN records through mv.Clemson. If vou change wour
legal name at any point {e.g. through marriage or divorce), vou must follow the steps below to
update vour records through Clemson University.

If vou are an emplovee or have ever been emploved as a grad assistant or student worker, change
vour name and SSN through Human Eesources. If vou are a student and have never worked for
the university, change vour name and SSN through Fegistration Services.

Human Resources:

Bring vour new Social Security card to the Human Fesources Office, located at the
Administrative Service Building.

PR, (Ctrl) ~

Office of Human Resources 12/12/2015 Page 3 of 8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

Mailing Address Change

STEP 1 (Address)
Select Mailing to edit your
L ez mailing address. This is the
Local only selection that will update
=" your address in the Payroll
Permanent system.
—— L

Mailing e 204 MeltonRd >

What these addresses mean:

e Local:
o where | live this semester
o used by Student Services
o not shown in the phonebook

* Permanent:
o my physical address year-round
o used by Student Services
o not shown in the phonebook

« Mailing:
o where | receive mail (including official/tax documents)
o used by HR and Student Services
o not shown in the phonebook

STEP 2 (Address)
Select EDIT to make changes

ADDRESS LINE 1 to your mailing address.

ADDRESS LINE 2

CITY Pendleton
STATE South Carolina
POSTAL CODE 29670-9334
COUNTRY nited States

This address is:

* where | receive mail (including official/tax documents)
* used by HR and Student Services
* not shown in the phonebook

To update your address for Insurance or Retirement purposes please read the Change of Address Information Page.

Office of Human Resources 12/12/2015 Page 4 of 8



Quick Reference:
My.clemson.edu

ADDRESS LINE 1 * 123 Tiger Street
ADDRESS LINE 2
cITY * Clemson

STATE * )

South Carolina
POSTAL CODE * 29631
COUNTRY *

United States

This address is:

+ where | receive mail (including official/tax documents)
» used by HR and Student Services
« not shown in the phonebook

CLEMSON

HUMAN RESOURCES

STEP 3 (Address)
Enter your address changes.
Click SAVE.

To update your address for Insurance or Retirement purposes please read the HR Change of Address Informati

CANCEL

Phone Number Change

STEP 1 (Phone)

Phone Numbers

My Phone Mumbers

Select the phone
number you wish to edit.

Cell Phone

Primary Phone

CU Safe Alert Number

(864) 123-4560

(864) 123-4569

(864) 123-4569

Office of Human Resources 12/12/2015
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Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 2 (Phone)

. / Enter your new phone number.
B0 2 8643751462 Click SAVE to retain your changes.

This phone number: \ [

+ used by Student Services
+ not shown in the phonebook

Emergency Contact Change

STEP 1 (Contact)
Select the emergency
Emergency Contacts contact you wish to edit.

Emergency Contacts

Alice Kramden Spouse ¥

Trixie Morton Sibling >

FIRET HAME = STEP 2 (Contact)

Enter your new emergency contact information.
Select relationship to contact from drop-down box.
ceamenenr - | Click SAVE to retain your changes. -

LAST MAME =

PHONE NUMBER *

ALTERMNATE PHONE NUMBER

EMAIL ADDRESS

O BT B

Office of Human Resources 12/12/2015 Page 6 of 8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

TigerOne Photo Visibility

STEP 1 (TigerOne)
Select the level of visibility you desire
for your TigerOne photo from the
drop-down menu.

Click SAVE to retain your changes.

Photo Privacy Seftings

PHOTOD

v

Visible To Everyone
Wisat the TigerOne Onbne Ofce for more info Visible To Clhemson Usirs
Mol Visibéa

il Mot Visible

CANCEL

Security Questions

Security Questions STEP 1 (Security)
Select ADD NEW SECURITY QUESTION or ATTACH
This page provides access to your account if yo AN EMAIL ADDRESS to add an emall address dlﬁerent |

address below allows us to safely send you youll from your @clemson.edu address. n
receive your new password by SMS.

You must set answers to at least three security questions to allow password reset. Answ not case sensitive.

Security Questions

ADD NEW SECURITY QUESTION

Alternate Email Address

We suggest you use an email account other than your @clemson.edu account.

Office of Human Resources 12/12/2015 Page 7 of 8



Quick Reference: CILEMSON

My.clemson.edu HUMAN RESOURCES

STEP 2 (Security)
Choose a Question from the drop-down menu.
Enter your answer.

Security Question Click SAVE to retain your changes.

QUESTION * [

ANSWER ™

SAVE CANCEL I

STEP 3 (Security)
Enter an email address other than your
Clemson email address.

Click SAVE to retain your changes.

Email Address

EMAIL ADDRESS *

SAVE CANCEL

ﬂ& mmy.Clemsan

h Ihttp;:,f,fmy‘demson.edu
e —
STEP 4

my.Clemson To log out, Click
the X icon to close

your browser.

€ ACADEMICS ] ] Manage your p
€ Academics @ Athletics information, update your |‘
[

"'$ ATHLETICS Blackboard courses, lab finder, and Tiger sports news, scores, and prwa?y 59“'”95' and manage
student services schedules security questions.

-~ ar

Office of Human Resources 12/12/2015 Page 8 of 8



Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

Personalizing Home Page

STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

ORACL

Select a Language

W Enable Accesgilility Mode

Copyright © 2000, 2014, Oracle andfor its affiliates. All rights reserved

Important Information: When you log into the new PeopleSoft, the home page is blank. You
can personalize your home page with pagelets (viewable subsections of your homepage) that lead
you to locations you use often. You also have the option to set up favorites. You can use one or
both of these features, or you can leave the home page blank and navigate via the Main Menu link.

Fle Edt View Favontes Tools Help STEP 2 (?Ontent)
e T Personalize your _horpe
page content by clicking
. Content. ot AddfoFavortes  Sign out
ORACLE

Personalize Content | Layout

Office of Human Resources 12/12/2015 Page 1of 6



Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

STEP 3 (Content)

Enter a welcome message, which
will display on your home page. .
Click SAVE. New Window | i)

Personalize Home Page

e

Personalize Content

Tab Name My Fage

Welcome Message

Welcome Message
Displays on Home Page

Favorites = ; Main Menu =

~ Good moming! Have a GREAT day
ORACLE

STEP 4 (Content)
Check the pagelets you
want to display on your

HCM Portal Pack PeopleSoft Applications iting Solutions home page_
[] Employee Leave Summary [0 ™enu [ Quick Links cli
: ' ick SAVE.
[0 Manager Leave Summary O R My Alerts
——
- Cl iy i

Recruiting Solutions {Classic) = Classic L my ngs
i My Job Openings (Classic [0 Top Menu Features Description My Applicant Lists
K Search Job Openings (Classic) [J My Reports [] Today's Interviews
[] Search Applications (Classic) ] Main Men —I Time to Fil
[] Recent Job Openings (Classic) :_—_l Browse Job Openings
O Quick Search (Classic)

Save Cancel
=] Notify W

Important Information: To avoid confusion on your home page, we recommend
choosing only the pagelets that are applicable to you.

Office of Human Resources 12/12/2015 Page 2 of 6



Quick Reference:

Personalizing Home Page

CLEMSON

HUMAN RESOURCES

And Setting Up Favorites

Personalize Home Page

STEP 5 (Layout)
Click Personalize Layout to edit the
look of your home page.

Parsonalize Conbent

Tab Hame My Page
Wil ome Mesiage
Choose Pagelets: Simpdy check e ilems that you want 1o 8

Hemember o chck “Save™ when don

Ammange Pagelets: Go o Personalize Layoul

e Windoe

Al on your homepage

Personalize Home Page

Personalize Layout: My Page

Tab Name My Page

Basic Layout: ' 2 columns @ 3 columns

to remove the selected pagelet from your portal home page. Remembe

Add Pagelets: Goto Personalize Content

# = Required - fixed position pagelet

* = Required - moveable pagelst

Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”

STEP 6 (Layout)

Choose the basic layout you desire.

Use arrows to place pagelets in the
column and in the order you prefer.
Delete unwanted pagelets by clicking the
Delete Pagelet button.

-

rto click "Save”when done.

Left Column: Center Column: Right Column: ¢

Menu - Search Applications (Classic) = My Job Openings (Classic) -

My Alerts Search Job Openings (Classic) (&

MMain Menu My Job Openings @ E)

x]
Delete Pagelet
STEP 7 (Layout)
Click SAVE to retain your
personalized layout.
Office of Human Resources 12/12/2015 Page 3 of 6



Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

Setting up Favorites

Main Menu ~ PeopleSoft automatically saves
five most recently-used pages
you’'ve accessed in Favorites.

Recently Used -
ﬁ Modify a Person

51 JobData

G Search Job Openings

G Browse Job Openings

G Recruiting Home

Favorites » MainMenu~ > Workforce Administration = »  Personal Information » > Biographical » > Driver's License Data

Home  Workiist __ AddtoFawortes | Sign out

ORACLE

hew Window

Driver's License Data

STEP 1 (Favorites)

Navigate to the page you want
to save in Favorites.

Click Add to Favorites.

Enter any infarmation you have and click Search. Leave fie

Find an Existing Value

Search Criteria

EmplID begins with + |
Mame begins wih «
LastName beginswith «
Second Name begins wih «
Alternate Character Name begins with «
Widdle Name begins with «

National 1D beqins with

[ case Sensitive

2|
Search Clear | BasicSearch 2 Save Search Criteria

Office of Human Resources 12/12/2015 Page 4 of 6



Quick Reference:

Personalizing Home Page
And Setting Up Favorites

CLEMSON

HUMAN RESOURCES

Add to Favorites

Please Enter a Lini

*Description

STEP 2 (Favorites)
Click OK to save the page
in Favorites.

rvers License Data 1

O Cancel

Description for this Favorite

=

Confirmation

message will show

The favorite has been saved.

| Main Menu -

Recently Used

STEP 3 (Favorites)
Click Edit Favorites to
make changes to your list
of favorites.

Weteran Status

Job Data

CU PaySheet Report
Add a Person

Add Contingent Worker |
My Favorites

Efl Add to Favorites
Efl Edit Favorites
Absence History Report

) [ [ [ [

Add Employment Instance

Add a Person

[ (I () () (O

Add Contingent Waorker Instance

Office of Human Resources

12/12/2015
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Quick Reference: CLEMSON

Personalizing Home Page HUMAN RESOURCES
And Setting Up Favorites

STEP 4 (Favorites)
Enter the Sequence number
to change the order in which

Edit Favorites your favorites appear.

Click the Save button after editing or deleting favaorites.

Personalize | Find | Y | E Firgt ‘4 1-42 of42 '}

________ | Favorites .

I sequence num, S€lect the minus button
i to delete a favorite.

Absence History Repaort '

Click SAVE after editing or

deleting favorites to retain [lZN°® 0
changes. =
Base Mavigation Page 0

Office of Human Resources 12/12/2015 Page 6 of 6



CLEMSON

HUMAM RESOURCES

Resources

Policies and Procedures:
Clemson University Policies and Procedures Manual

Related Forms:
HR Professionals Webpage

Systems:
PeopleSoft/CUBS

Please send requests for additional information to Ask-HR.



http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://workgroups.clemson.edu/FIN5337_HR_POLY_PROC_MANUAL/disclaimer.php
http://www.clemson.edu/employment/professionals/index.html
http://www.clemson.edu/cubs
http://www.clemson.edu/employment/contact_hr/
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