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.
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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 (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
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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%

/
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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
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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


http://media.clemson.edu/humanres/recruiting/portal/Packages.pdf
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

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

Office of Human Resources



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.
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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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Page 6 of 11



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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Quick Reference:

Tiger Talent — Approvals CLEMSON

HUMAN RESOURCES

. . 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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Quick Reference:

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



Quick Reference:

Applying for a Staff Position CI;EM&QN

External A pp/ican LS (Internal Applicants skip to page 12.)

STEP 1
Navigate to the Clemson webpage by going to

http://www.clemson.edu/employment/ and clicking on
Employment Opportunltles

CLEMSO )

YL ELR LS

Employment and Benefits

172 SELF SERVICE

EMPLOYMENT
QOPPORTUNITIES

STEP 2

sz ucl Click on the External Applicant Job Board
CLEMSON

V ER S I TY RCH: H

DETERMINED SPIRIT

Human Resources

# Human Rescurces | Prospective Employees

Prospective Employees Apply to Clems

Current Employees

External Applicant Job Board &

Internal Applicant Job Board(Current Employees)
Permanent Labor Certifications

Online Application Tutorial

Application Status Reasons /-

Online Application Frequently Asked Questions
E-Verify Employee Frequently Asked Questions

Former Employees
HR Professionals

Benefits

Compensation

Sign In | New User
gistering only takes a minute. Your onling account allows you to Lﬂsume apply for jobs

Filter b Keywords
ilter by |
_ _ Search | | ResetSearch | | Save STEP 3 i
Recing et Click on the New User hyperlink to
Lehotsky 261 Forestry (16) Apply Without Selecting a Job (7 regISter
Administrative Services _(10)

Strade Tawer (9) 134 matches found. Only the first 100 results can be displayed.
Riggs Hall (3} Search Results First &' 1-250f100 '}/ Last

Office of Human Resources 1/8/2016 Page 1 of 23
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

STEP 4

You must sign in to continue.

Password.

If you are a registered applicant, sign in using
your User Name and Password.
Sign In If you are a first-time user, click the Register
Now hyperlink to create a User Name and

“User Nammie|

*Password

Signin
Donthave a User Mame or Password?

* Required Information

Return to Previous Page

R UTgOT OSET AT

Forgot Password

Register Now

Important Information: New users must complete the profile page, including acknowledging
the terms of service, then click Register. You will be returned to the Job Search Page.

STEP 5A

Search for jobs by scrolling through the job list
OR look for a particular job/area by filtering by
Recruiting Location, Department, Job Family, Job
Function, or the year the job was posted.

Development (4)
Mare...

Job Family

Ag & Environmental Scien..(11)
Elec. & Computer Enar. (8)

Pee Dee Resrch & Educatio.(8)
Biological Sciences (4)

103 matches found. Only the first 100 results can be displ Select the position title hyperlink to view

i Assistant Professor-Business Stafistics - 14508

A Assistant Professor- Genomics - 14496

M Assistant Professor- Finance (2 AVL) - 14501

Department: Finance | Job Family: Faculty | Location: Sirring Hall| Job Function: Faculty | Posted Date: 10/01/2015

M Clemson World Assistant Editor/Alumni Writer - 14492

Department: Office of Creative Services | Job Family: Staff| Location: Daniel Drive 114 | Job Function: Staff | Posted Date: 09/23/2013

Department: Management | Job Family: Facutty | Location: Sirrine Hall| Job Function: Facutty | Posted Date: 10/02/2015

Department: Biological Sciences | Job Family: Facutty | Location: Long 132 | Job Function: Facutty | Posted Date: 10/01/2015

Function: Staff| Posted Date: 10/22/2015

Recruiting Location
REC (15)
Lehotsky 261 Forestry (12) Apply Without Selecting a Job (7
Sirmine Hall (9) STEP 5B
Riggs Hall (7)
Fluor Daniel EIB (5) Search Results the position information.
More... H Student Services Mgr |- 14510 . . .
Department: Campus Recreation | Job Family: Staff | Location: 205 Fike Rec
Department

Important Information: Position information includes job duties as well as the education
and experience and the skills and competencies required for the position.

Office of Human Resources 1/8/2016
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Quick Reference: B ’
Applying for a Staff Position (JL;UEMOQQN

Important Information:
Prior to applying for a position, gather the following information:

Educational background

References

Employment background

An electronic PDF or Word version of any documents you would like to attach
(resume, cover letter, vitae, writing samples, etc.)

STEP 6
To apply to a single position, click the

4-H Extension Agent - Asst (Aiken and Edgefield Cound it i ; A
D Department: Aiken | Job Family: Unclassified | Location: 4 pOSItIOI’] title hyperlmétRhen click Apply'

b: 0302

[] “H Bxtension Agent-Asst (Dillon and Marlboro C To apply to multiple positions at one time,
Department: Dilon | Job Family: Unclassified | Logeffon: D) check the box beside each position you 08/2t
want to apply to then click Apply for

4-H BExtension Agent - Asst (Green d County) - 1440 Selected Jobs.
|:| Department: Greenwood | Job Ezeffily: Unclassified | Locat OR

Posted Date: 08/25/2015

To submit an application without selecting a
job, click Apply Without Selecting a Job.

Apply for Selected Jobs Refel

Apply Without Selecting a Job

Important Information: There are six steps in the staff application process. Your progress
is displayed at the top of each screen. If you save the application as a draft, you can exit and
return as needed.

(=] O 0 O O O

Start Resume Education and Work Experience Qualifications Other Review/Submit

| 4 Previous Mext b

Start - Step 1 of 6

Office of Human Resources 1/8/2016 Page 3 of 23



Quick Reference:

Applying for a Staff Position CI:%M,%SQN

Application Process

Start - Step 1 of 6
Applying for: Director of HR Systems

carefully and completely befare submitting

Agreements

Application Terms & Agreements

All statements made on this applig
statements on this or any other
eliminate me from further
lunderstand that, ife
for any reason, an

tus of your application.

We do business with the government; we must reach out to hire and
veterans. To help us measure how well we are doing, you may volunt; STEP 1
information from Self Service, Personal Information, and access the s

ATTENTION: PLEASE CAREFULLY READ THE FOLLOWING INFORMATI o
StafffAdministrative/Trades positions, you must complete this section aCkn0W|edgement bOX and CI ICk NeXt.
and education level. Keep in mind that a Resume does not take the pl
required to complete this portion. You can click next to proceed to the application. Be sure that you upload al
Thank you for your interest in Clemson University.

This job application allows you to attach a resume and has a number of sections, ranging fro
resume will complete many parts of the application, but it will not complete all fields. Itis
populated from a resume is accurate and complete The step-by-step process will i

Before you begin the application process, please read the agreement;
acknowledge that you acceptthe terms of these agreements. If y,

iy application materials or during an interview or discussion during the application process coljid

ed by Clemson University, the nature of my employment will be at will; meaning | can resign at any time a
mson University may terminate my employment at any time and for any reason.

your application, you will receive a confirmation email from Clemson University. We encourage you to log in regularly to

T'have read and agree to the above terms and agreements

Read the terms of service, check the

documents in the application.

preferences to worl
pplicants responsibility to
you through the application. Plea

xperience. Uploading a
sure all information
fill in all information

his page carefully. By selecting the agreements ch
0 not agree to these terms, select the Exit button

box below, you

and any accompanying resumedvita are true and correct. | understand that knowingly fal

Exit Save as Draft | | 4 Previous MNext b

Resume - Step 2 of 6
Applying for: Director of HR Systems

Please provide us with your resume using orf

Resume Options
Aftach Resume
Lise Existing Resume

Copy & Paste Resume

Please provide us with your cover letter.

Cover Letter

STEP 2 (Options for attaching your resume/cover letter)
Click Attach Resume then select the file you wish to upload.

OR
Click Use Existing Resume to use a resume you have previously
uploaded. Click the radio button of the resume you wish to use
when prompted to do so.

OR
Click Copy & Paste Resume to copy and paste a resume if your
resume is not a Word or PDF document. Copy and paste the
document into the textbox.

AND

Attach a cover letter by clicking Attach Cover Letter.

Click Next to go to the next step.

Attach Cover Letter

Provide us with your cover letter

Exit Save as Draft | 4 Previous

MNext

3

Office of Human Resources

1/8/2016 Page 4 of 23




Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

entire application process.

Important Information: Entering your education and work experience is required to be
considered for Clemson University positions. Providing a resume alone is insufficient. Even if you
attach a resume, you must complete all sections of the application. Please be sure to follow the

(=

Start Resume

Education and Work Experience - Step 3 of 6
Applying for. Director of HR Systems

Work Experience

Add Work Experience

Education Degree

Volunteer ServjfFe

Add Vi@unteer Senvice

Education and Work Experience

You have not added any work experience to your application.

You have not added®8ny education degree to your application.

You have not agided any volunteer semvice to your application.

STEP 3A

Click Add Work Experience to enter
your relevant work history in
chronological order beginning with
your most recent employer.

Exit Save asDraft | | |4 Previous Mext B

Add Work Experiehce

*Start Date
*Employer
*Ending Job Title
Supervisor
Supervisor Email
Supervisor Phone
OK to contact?

Description

&

Country United States
Address 1
Address 2
Address 3

* Reguired Inform

Save Save and Add Another

End Date

Cancel

STEP 3B
Enter requested information, and, if
your work experience is complete,
click Save to return to the main
Education and Work Experience page
to add your education information.
OR
Click “Save and Add Another” to add
additional work experience. Click
“Save and Add Another” for each
work experience you want to add.

Office of Human Resources

1/8/2016
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

=1 B Il
=
Start Resume Education and Work Experif|

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

STEP 3C

Click Add Education Degree to enter
your educational background in
chronological order beginning with
your most recent school/degree.

Work Experience

Add Work Experience

Education Degree

Add Education

Volunteer Service

Add Volunifler Senvice

‘You have not added any work experience to your application

You have not added any education degree to your application.

You have not addedfiny volunteer senvice to your application.

Exi

t Save asDraft | | |4 Previous Mext B

Add Education Degree

Area of Study (Major)

Save and Add Another

*Effective Date [09/16/2015 |[5]

*Education Degree

haracters remaining

STEP 3D
Enter requested information.
Click “Save and Add Another” if you
have additional educational
information you wish to add.

OR
If your educational experience is
complete, click Save to return to the
main Education and Work Experience
page to add volunteer service
information.

Cancel

Office of Human Resources

1/8/2016
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Quick Reference:
Applying for a Staff Position CI:%M,%SQN

STEP 3E

Click Add Volunteer Service to enter
your volunteer service activities in =
chronological order beginning with
your most recent activity.

= =] =]

Start Resume Education and Work Experi

b

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience
You have not added any work experience to your applicatighn.

Add Work Experience

Education Degree

You have not added any education degree togur application.

Add Education Degree
Volunteer Service

You have not added any volunte

Add Volunteer Sernvice
' Exit Save as Draft | 4 Previous Mext b

STEP 3F
Add Volunteer Service Enter requested information.

~Effective Date [0a/16/2015 |5 | Click “Save and Add Another” if you
have additional volunteer service
activities you want to add.

OR

If your volunteer service is complete,
click Save to continue to the next step
in the application process.

rvice to your application.

*Volunteer Service

Organization

M'IT'I'IT'I o

&

54 characters remaining

* Reguired Infor
Save Save and Add Another Cancel

Office of Human Resources 1/8/2016 Page 7 of 23



Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

include it in your application. Instructions are below.

Important Information: If a license or certification is required for the position, be sure to

Resume Education and Work Experiencel

Qualifications - Step 4 of 6
Applying for: Director of HR Systems

Licenses

¥ou have not added any licenses to your application

Add Licenses

Certifications

You have not added any certifications to your application.

STEP 4
Click on the appropriate button to >
Add Licenses, Add Certifications, Add
Language Skills or Add Job Related
Skills.

Click Next when finished to continue.

Add Certifications
Language Skills
¥ou have not added any language skills to your application
Add Language Skills
Job Related Skills
You have not added any job related skills to your application.

Add Job Related Skills

Exit Save as Draft | | |4 Previous MNext b

Important Information: Add at least three references who are familiar with your work.
References should include at least two managers or supervisors.

|

Start Resume Education and Work Experience

Other: References - Step 5 of 6
Applying for. Director of HR. Systems

References (Required)

You must enter information i

Add Reference

References | Questionn

STEP 5A

Click Add Reference to provide a

reference’s name, title and contact
information.

Click Add Reference again to add
additional references.

Click Next to continue.

Qu

Exit Save as Draft | 4 Previous Next

4

Office of Human Resources 1/8/2016
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

STEP 5B

Other:

Applying for: Student Services Mgr |

Questionnaire - Step 5 of 6 Complete the Application

Application Questionnaire (Required) Questionnaire by Se|ecting the “Yes”

1. Do you hawe a bachelor's degree and experience in stu

© ves or “No” radio button or entering
. comments for each question.
Click Next to continue.

2. Are you legally authorized to work in the United S

2 Are you noww, or Bave been employed by the St

4. Hawe you entered all of your applicable or related work experience in the employment section of the application?
Resumes may be attached, but only employment data entered into the application will be considered for screening
purposes.
) ves
@ Mo
5. Do you hawe any relatives employed with the State of South Carolina®
T ves
= Mo
5. Are you at least 18 years of age?
) ves
@ Mo

Open Ended Questions (Required)

7. Hawe you ever been terminated or forced to resign from any job? If yes, please explain. If no, type "No"

w
Woed Count Total Words O

2. Hawe you ever been convicted of any unlawful offense, other than a minor traffic wiclation? If yes, please explain. If no,

please type "Ho™ in the box below.

&

Wiord Count Total Words O

STEP 6 At this point in the application process you will be given the opportunity to voluntarily
share information regarding disability, veteran status and diversity status. Provision of this
information is voluntary. The information is used to assist Clemson University in complying with
federal and state requirements, including Equal Employment Opportunity record keeping.

STEP 7

References

Reference

Greg Calron

Click the editicon 7 to review
and/or edit your application. Employer

the application process.

Edit

Click Submit Application to complete 4> y

Exit Save as Draft | 4 Previous

Submit Application

Office of Human Resources 1/8/2016 Page 9 of 23




Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

Important Information: Once the application has been successfully submitted, you will be
taken to a confirmation page. If you want to view or apply for additional jobs, click the Return
to Job Search hyperlink at the bottom of the Confirmation page.

Application Confirmation

Q? Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For

Job Title Job ID Location Job Posting Date Application Date

Administrative Service - .
Director of HR Systems 100013 'él‘lf;'“'Strat"“ EVICES  o/01/2015 0911612015

Your application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish

eed

to view the status ofthis job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted Application
My Activities Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Info e
Y : ’ ? : Access your My Activities page
uspiayd DY logging into
On the My Activities page, click the job title to view your | — http.lflwwg.c:gri?son.edu/emplo
submitted application or click the Withdraw button to e ] yEme—T ag CC')C ing on v
X X 302008 225PM  06/16/2
remove your application. A A O
ISR S 2 v e ETE b=l WRI30/2010 6:24PM  0B/30/20 ACtI_V_ItleS_ IS locate_d In the My
R : Notifications section.
Training Manager, Office of Human Resources 12770 Eﬁgg'msmt'“ Senices g b mitied 09M8/2013 5:02PM 0918720
Directar of HR. Systems 100013 ';ﬁj";i”‘smm SEMEES o mitied 0962015 11:00AM  09/16/2015 11:00AM Withdraw
Multiple Job Application Multiple - Mot Submitted 09M6/2015 11:19AM Withdraw
Save Search Job Search | My Notifications | My Activities | My Fave) TIP

You can request that new
Selectthe checkbox and enter an email address if you want the search results for this saved | posrﬂons matchlng Specrﬂc JOb
My Saved Search t|t|es be ema"ed tO yOU When

they are posted.
“ame ty search [ — I
= _ - Enter a job title in the Name My
Notify me when new jobs meet my criteria

*Email Address Search f|6|d .
Check “Notify me when new jobs
Save Search meet my criteria.”
* Required Information Enter your email address.
Return to Previous Page Job Search | My Motifications | My Activities | My Faval CIICk Save SearCh'

Office of Human Resources 1/8/2016 Page 10 of 23
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Quick Reference:

Applying for a Staff Position CLEMSON

HUMAN RESOURCES

inate against any person or group on the basis of age, color, disability, gender, pregnancy,
r genetic information. Clemson University is building a culturally diverse faculty and staff
ages applications from minorities and women.

JEANNE CLERY ACT:

The Jeanne Clery Disclosure Actr
surrounding areas. As a current or
information regarding our Employme

ires institution= of higher education to disclose campus security information including crime statistics for the campus and
spective Clemson University emplayee, you have a right to obtain a copy of this information for this institution. For more
Campus Safety and Benefits, please visitthe Human Resources - Prospective Employees web page shown below:

hitp:iiwww.clemson.edu/caoihumanres rces/prospective/

Apply | | Email to Friend | | Refer a Friend |

Return to Previous Page Job Search | My Motifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 11 of 23



Quick Reference:

Applying for a Staff Position

Internal Applicants

CLEMSON

HUMAN RESOURCES

| # Employment : Clemson Un.., % T -
; A,

& www.clemson.edu/emplayment/

STEP 1
Navigate to the Clemson webpage by going to
http://www.clemson.edu/employment/ and clicking on

Employment Opportunities.

Employment and Benefits

HU SELF SERVICE

EMPLOYMENT
OPPORTUNITIES

CLEMSON

V ER S I T Y
DETERMINED SPIRIT

Q A-Z Index @ Calendar

STEP 2
Click the Internal Applicant Job
Board (Current Employees) hyperlink.

Human Resources

ﬁ Human Resources Prospective Employses

Prospective Employees
Current Employees
Former Employees

HR Professionals

Benefits

Compensation

Apply to Clemson

External Applicant Job Board &

Internal Applicant Job Board({Current Employees)
Permanent Labar Certifications

Online Application Tutorial J-

Application Status Reasons /A~

Online Application Freguent
E-Verify Employee Frequen

STEP 3

Log In to PeopleSoft using your
Clemson user ID and password.

OR
PEOPLESO|

CUBS PeopleSoft HR will be unavay
6 p.m. Wednesday, December 9, 2015, to 8 g
You will be notified by email when
The CUBS PeopleSoft HR site will be affid
The upgrade 1s projected to last five days. dunng 4

Click Sign In.

c from
(B ccmber 15, 2015.
Wstem is back up.
going a system upgrade.
e CUBS HR system will be unavailable.
ible to users on a view-only basis.

Select a Language:

Tz | Enalish Espafiol
Password: Dansk Deutsch
Francais Francais du Canada
m ltaliano Magvar
Office of Human Resources 1/8/2016 Page 12 of 23
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Quick Reference:
Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

\ Main Menu =
Search Menu; STEP 4
@ Navigate to Main Menu > Self
e - .-y .
[ companyDirectory Service > Recruiting > Careers to
[ mManager Dasnboard i i+
. : search for available positions.
Talent Summary
Org Charl Viewer T
Self Service 0 mime Reporting
Ca  Manager Self Senice 3 Personal information
3 Recruiting £ Payroll and Compensation
3 Worklorce Administratid = Benefits
£ Benefs 3 Stock Activity
3 cCompensation 5 Leave Transfer /& esis
£33 Stock \ 3 Leaming and Develo
£3  Time andLabor N Performance Manage
3 Payrall for North Ameri [Recriiting poxs Cansers
3 Glonal Payroll & apsen| —  Career Planning . Chock ana Snhc
&3 Payroll interdace ] Install Mobile Applicatig | Confirm Refamral
£ workforce Developrman ] Revew Transactions | | - Routing Response
3  Organizational Deveiog ) Manage Delegation | Interview Evaluations
&3 aAdminister Training ] wWorkflow User Prefere | Interdew Calandar
£ woridorce Monitoring : ) Interview Team Schedule
B Pansion ] Evaluate Open Ended Questions
E3 SetUpHCM v
3 Enterprise Components .
C3  wWorkiist v

STEP 5A

Search for jobs by scrolling through the job list
OR look for a particular job/area by filtering by
Recruiting Location, Department, Job Family, Job

Function, or the year the job was posted.

Select the position title hyperlink to view
the position information.

Elec. & Computer Engr. (8)
Pee Dee Resrch & Educatio. ()
Biological Sciences (4)

il Agsistant Professor - Genomics - 14496

Department: Biological Sciences | Job Family: Facutty | Location: Long 132 | Job Function: Faculty | Posted Date: 10/01/2015

Development (4) B Assistant Professor- Finance (2 AVL) - 14501
" Department: Finance | Job Family: Faculty | Location: Sirring Hall| Job Function: Facutty | Posted Date: 10/01/2015
ore...
A Clemsan World Assistant Editor/Alumni Writer - 14492
Job Family Department: Office of Creative Services | Job Family: 5taff | Location: Danigl Drive 114 | Job Function: Staff| Posted Date: 09/28/2015

»staff| Posted Date: 10/22/2015

RO

Lenotsky 261 Forestry (12) Apply Without Selecting a Job (2

Sirmine Hall (9) _ STEP 5B

Rigas Hall (7) 103 matches found. Onlythe first 100 results can be displa

Fluor Daniel £18 (5) Search Results

Mare... b Student Services Morl - 14510

Department: Campus Recreation | Job Family: Staff| Location: 205 Fike Rec Center | Jol

Department A Assistant Professor-Business Statistics - 14508

Ag & Environmental Scien..(11) Department: Management | Job Family: Faculty | Location?

ing Hall| Job Function: Faculty | Posted Date: 10/02/2015

Important Information: Position information includes job duties as well as the education
and experience and the skills and competencies required for the position.

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

Applying for a Staff Position (JI;U]}AMRQN

Important Information:

Educational Background
References
Employment Background

Prior to applying for the position, gather the following information:

An electronic PDF or Word version of any document you wish to attach
(resume, cover letter, vitae, writing samples etc.)

STEP 6

A 4-H Extension Agent - Asst (Aiken and Edgefield Counties) -

A 4-H Extension Agent - Asst (Dillon and Marlboro Counties) -
Department: Dilen | Job Family: Unclazsified | Location: Dillon E

4-H Extension Agent - Asst (Greenwood County) - 14401
|:| Department: Greenwood | Job Family: Unclazssified | Location:
Posted Date: 08/25/2015

To apply to a single position, click the
position title hyperlink then click Apply.

Department: Aiken | Job Family: Unclassified | Location: Aiken § OR

To apply to multiple jobs at the same time,
check the box beside each position to which
you wish to apply then click Apply for
Selected Jobs.

OR
To submit an application without selecting a

Apply for Selected Jobs Refera FrI

position, click Apply Without Selecting a Job
at the bottom of the page.

Apply Without Selecting a Job (2

Important Information: There are six steps in the staff application process. Your progress
is displayed at the top of each screen. You can exit the application at any time.

&

Start Resume Education and Work Experience

Start - Step 1 of 6

Qualifications Other Review/Submit

') 114 Previous Mext b

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

Applying for a Staff Position CI:%M,%SQN

Application Process

Start - Step 1 of 6
Applying for: Director of HR Systems

Thank you for your interest in Clemson University.

carefully and completely before submitting.

Before you begin the application process, please

Agreements

Application Terms & Agreements

All statements made on this applj
statements on this or any oth
eliminate me from further

We do business with the government; we must reach out to hire and
veterans. To help us measure how well we are doing, you may volunt; STEP 1
information from Self Service, Personal Information, and access the s

ATTENTION: PLEASE CAREFULLY READ THE FOLLOWING INFORMATI

StafAdministrativerTrades positions, vou must compiet= i section | ACKNOWIledgement box and click Next.

and education level. Keep in mind that a Resume does not take the pl
required to complete this portion. You can click next to proceed to the application. Be sure that you uploa

This job application allows you to attach a resume and has a number of sections, ranging fiy
resume will complete many parts of the application, but it will not complete all fields. It
populated from a resume is accurate and complete. The step-by-step process wi

acknowledge that you acceptthe terms of these agreements. |

n and any accompanying resumedvita are true and correct. | understand that knowingly

|1 have read and agree to the above terms and agreements

Read the terms of service, check the

ired documents in the application

10b preferences to
& applicants responsibili
de you through the application. P

rk experience. Uploading a
ensure all information
se fillin all information

readthe agreeme n this page carefully. By selecting the agreements
do not agree to these terms, select the Exit button.

eckbox below, you

Exit Save as Draft | 4 Previous Nex“l L3

Resume - Step 2 of 6
Applying for: Director of HR Systems

Please provide us with your resume using or

Resume Options
Aftach Resume
Use Existing Resume

Copy & Paste Resume

Please provide us with your cover letter.

STEP 2 (options for attaching your resume/cover letter)
Click Attach Resume and select the file you wish to upload.

OR
Click Use Existing Resume to use a resume you previously uploaded.
Click the radio button of the resume you wish to use when
prompted to do so.

OR
Click Copy & Paste Resume to copy and paste a resume that is not a
Word or PDF document. Copy and paste the document into the
textbox.

AND
Attach a cover letter by clicking Attach Cover Letter.

Click Next to move to the next step.

Cover Letter

Attach Cover Letter

Provide us with your cover letter

Exit Save as Draft | 4 Previous Mext

3

Office of Human Resources
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Quick Reference:

Applying for a Staff Position

CLEMSON

HUMAN RESOURCES

Important Information: In order to be considered for a position at Clemson University, you
are required to enter your education and work experience in the provided sections of the
application. Attaching a resume without completing all sections of the application is
insufficient. Please be sure to follow the entire application process.

=! ! =]

Start Resume

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience

‘You have not added any waork exper] 0 your application.

Add Work Experience

‘You hajle not added any volunteer senvice to your application.

Add Volunteer Service

Education and Work Exp:

STEP 3A

Click Add Work Experience to enter
your relevant work history in
chronological order beginning with
your most recent employer.

Exit

Save as Draft |( Previous Mext b

Add Work Experience

*5Start Date =4
*Employer
*Ending Job Title
Supervisor
Supervisor Email
Supervisor Phone
OK to contact?

Description

&

Country United States
Address 1
Address 2
Address 3

City
State
Postal
County

* Reguired Informati

Save Save and Add An er

End Date

Cancel

STEP 3B
Enter all requested information for
the work experience being described.

To add additional work experience,
click “Save and Add Another.” Click
“Save and Add Another” for each
work experience you want to add.

When you've entered all of your
relevant work experience, click Save
to return to the main Education and
Work Experience page to add your
education information.

Office of Human Resources

1/8/2016
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Applying for a Staff Position

CLEMSON
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[

Education and Work Experil

Start

Resume

Education and Work Experience - Step 3 of 6
Applying for. Director of HR Systems

Work Experience

STEP 3C

Click Add Education Degree to enter
your educational background in
chronological order beginning with
your most recent school/degree.

You have not added any work experience to your app

Add Work Experience

Education Degree

‘You have not added any educatiogda@fes to your application
Add Education Degree

Volunteer 5

You have not glded any volunteer senvice to your application.

Add @lunteer Service

/

Exit Save as Draft |l Previous Mext b

Add Education Degree

*Effective Date [19/16/2015 |[5]
*Education Degree

Area of Study (Major)
GPA

[ Graduated

School Name

* Required Information

Save Save and Add Another

aracters remaining

STEP 3D
Enter the requested information.

To add additional educational
information, click “Save and Add
Another.”

When you've entered all of your
education degrees, click Save to
return to the main Education and
Work Experience page to add
volunteer service information.

Cancel

Office of Human Resources 1/8/2016
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= = (=]

Start Resume Education and Work Experi

Education and Work Experience - Step 3 of 6
Applying for: Director of HR Systems

Work Experience
You have not added any work experience to your application.

Add Work Experience

Education Degree

You have not added any education degree to your application.
Add Education Degree

Volunteer Service

You have not added any volunteer service to your application.

Add Volunteer Service

STEP 3E

Click Add Volunteer Service to enter
your volunteer service activities in
chronological order beginning with
your most recent activity.

Exit Save as Draft |< Previous Mext

STEP 3F

Add Volunteer Service

*Effective Date |09/16/2015 |[5H]

*Wolunteer Service

Organization

254 chara

Years of Involv

* Required Informatj

Save Save and Add Another

254 characters ren

Enter requested information.

To enter additional volunteer service,
click “Save and Add Another.”

When you've entered all of your
volunteer service, click Save. (Clicking
Save will return you to the Education
and Work Experience page.)

Click Next to continue the application
process.

Cancel

1/8/2016
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Important Information: If a license or certification is required for the position, be sure to
add it using the instructions below.

Start Resume Education and Work Experiencel STEP 4

Click on the appropriate button to
Add Licenses, Add Certifications, Add
Language Skills or Add Job Related
Skills.

Click Next when finished to continue.

—_

Qualifications - Step 4 of 6
Applying for: Director of HR Systems

Licenses

¥ou have not added any licenses to your apgli

Add Licenses

Certifications
You have not added any certifications to your application.
Add Certifications

Language Skills

¥ou have not added any language skills to your application
Add Language Skills

Job Related Skills

You have not added any job related skills to your application.

Add Job Related Skills

Exit Save as Draft | | |4 Previous MNext b

Important Information: Add at least three references who are familiar with your work and
answer several employment related questions. References should include at least two
managers or supervisors.

Office of Human Resources 1/8/2016 Page 19 of 23



Quick Reference: ~
Applying for a Staff Position LLEMMSON

STEP 5A
™ U l Click Add Reference to provide a
Start Resume Education and Wark Experience au reference’s name, title and contact
information.

Ref | Questi . .
serenees L ST Click Add Reference again to add an

additional reference.

Other: References - Step 5 of 6 Click Next to continue

Applying for: Director of HR Systems

References (Required)

You must enter information in this sectio

Add Reference
Exit Save as Draft | 4 Previous Next #
Other: Questionnaire - Step 5 of 6 STEP SB

Abpiication Guestonnaie (Reauiod) Complete the Application
e por  paeheters deares andempenenes i maent =2 Questionnaire by selecting the “Yes”
or “No” radio button or entering

2. Are you legally authorized to work in the United States?

. comments for each question.
3. Are you now, or hawve you ewver been employed by the State of Click NeXt to Contlnue
) ves
= Mo
4 Hawe you entered all of your applicable or related work experience in the employment section of the application?

Resumes may be attached, but only employment data entered into the application will be considered for screening
purposes.
) ves
) Mo
5. Do you hawe any relatives employed with the State of Scuth Carclina?
D res
) Mo
6. Are you at least 18 years of age?
) ves
= Mo

Open Ended Questions (Required)

7. Hawve you ever been terminated or forced to resign from any job? If yes, please ex plain. If no, type “MNo™

@

Word Count Total Words O

8. Hawe you ever been convicted of any unlawful offense, other than a minor traffic viclation? If yes, please explain. If no,
please type “No™ in the box below.

Word Count Total Words O

Important Information: At this point in the application process you will be given the
opportunity to voluntarily share information regarding disability, veteran status and diversity
status. Provision of this information is voluntary; it assists Clemson University in complying
with federal and state requirements, including Equal Employment Opportunity record keeping.

Office of Human Resources 1/8/2016 Page 20 of 23
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STEP 7
Jisls sz Click the editicon ¢ to review
Aeference and/or edit your application. L it
Sreq Calron Click Su_bm_lt Application to complete .
the application process.

Exit Save as Draft | 4 Previous Submit Application

Important Information: Once your application has been successfully submitted, you will be
taken to a confirmation page. If you wish to view or apply for additional jobs, click the Return
to Job Search hyperlink at the bottom of the Application Confirmation page.

Application Confirmation

Qf Your job application has been successfully submitted.

You have applied for the following job(s):
Jobs Applied For
Job Title Job ID

Location Job Posting Date Application Date
Director of HR Systems 100013 ';ldd";'“'s"a“'”'e Senices  hoig1i015 091612015

Your application has been successfully submitted. If you need to update your job application, you will need to reapply. If you wish
to view the status ofthis job application, selectthe link to return to the Job Search page and review the My Activities section.

Return to Job Search View Submitted Application

Office of Human Resources 1/8/2016 Page 21 of 23
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My Activities Job Search | My Noificatons | My Activiies | Iy Favorite Jobs | My Saved Searches | iy Com=ctinf - ACCESS your My Activities page
7 by logging into
"1 http://www.clemson.edu/emplo
On the My Activities page click the job title to view your p— wesd  Yment/ and clicking on

submltted_ ap_pllcatlon. Click the Withdraw button to remove T EmP'_O)/m‘?"t Opport.unities_ My
your application. Activities is located in the My
. 302010 6:24PM  08/30/201 Notlflcatlons Sectlon

Administrative Services

Training Manager, Office of Human Resources 12770 Bl Submitted 09M8/2013 5:02PM  09/18/201

Director of HR Systems 100013 g?:;'”‘smtwe SeMES 5 bmitieq 09MB/2015 11:00AH 0911612015 11:00AM \ Witharaw |

Multiple Job Application Multiple - Mot Submitted 09M6/2015 11:19AM \ Withdraw |
Save Search Job Search | My Notifications | My Activities | My Favarite Jobs |

Selectthe checkbox and enter an email address if you want the search results for this saved search to be

My Saved Search

Notify me when new jobs meet my criteria

*Email Address | |

| Save Search
* Required Information

Return to Previous Page Job Search | My Notifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information

Office of Human Resources 1/8/2016 Page 22 of 23
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ny person or group on the basis of age, color, disability, gender, pregnancy,

ation. Clemson University is building a culturally diverse faculty and staff
5 from minorities and women.

JEANNE CLERY ACT:

The Jeanne Clery Disclosure Act requires institutions of higher education to disclose campus security information including crime statistics for the campus and
surrounding areas. As a current or prospective Clemson University employee, you have a right to obtain a copy of this information for this institution. For more
information regarding our Employment, Campus Safety and Benefits, please visit the Human Resources - Prospective Employees web page shown below:

http:ifwww.clemson.edt

UMmanresources/pr

pective/

Apply | Email to Friend | | ReferaFriend |

Return to Previous Page

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

Office of Human Resources 1/8/2016 Page 23 of 23
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CLEMSON
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Overview:

Because hiring managers and Human Resources (HR) partners require access to application materials
before and after the job posting close date, PeopleSoft allows for access throughout the hiring
process. This document provides step-by-step instructions for viewing, saving to a file and/or printing
application materials in PeopleSoft. Accessing application materials includes:

Searching job openings to access applicant information

Selecting an applicant’s application

Opening an application

Printing or saving an application

Selecting, opening and printing/saving attached applicant documents

View Application Materials
Step 1: Log into PeopleSoft: (A) enter your Clemson user ID, (B) enter your Clemson password and (C) click Sign In.

Additional Information: You will be directed to the CUBS home page.

Accessing Application Materials: Revised 11/20/2015 Page 2 of 7




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

CLEMSON

HUMAN RESOURCES

i Moen = |

Step 2A
L€

N
V

Step 2B

Search Menu:

CPCCDCCOPEE GVE D

Seif Senecs

Hama
Anvanced Sesrch

Step 2C

Warkiist

Add o Favorites

Parsonaine Contnt | Lagout

Step 3: Select “Open” in the Status drop-down menu.

Step 4: Click Search to view a list of all open postings.

Additional Information: If you have the job opening ID, enter it in Job Opening ID, clear the status field and click Search

then click on the job opening name.

N

Step 4 >

Search Criteria (2

Job Posting Title

Opening ID
Step 3 Status [ Open v|
Category | v|
Most Recent Activity | v|
Job Opening Type | v|
Hot Job | v|
My Association | ~|
Hiring Manager
Recruiter
Created By
Business Unit
Department
Position Number
Recruitment Contact | v|

Search

Clear

L L oL

o

4

Accessing Application Materials: Revised 11/20/2015

Page 3 of 7




Step 5: Select the job opening you wish to view.

CLEMSON

HUMAN RESOURCES

Step 5

Search Results (2

Select  JobOpening

Professor - Performing Arts

Select All Deselect Al

JobID

14508

 Group Actions

Status

Qffer

Type

Standard Requisition

Category  Recruiting Location

Brooks Center Performing Arts

Step 6: Select the application icon for the applicant whose materials you wish to view.

Applicants

All
(4)

Applicants (7

Select

O

Ooano

Applicant Screening

Applied
()]

Applicant Name
Laurie Wood
Mrs._ Arts

David Hartmann

Mr. Parks

Activity & Attachments Details
Reviewed Screen
(0) ()]
Applicant ID Type Disposition
168389 External Accepted
168377 External Offer
168381 External Mar Review
168376 External Mar Review

Route
(2)

Interview
(0)

Application

Step 6

aoaaa

Accessing Application Materials: Revised 11/20/2015
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Print or Save Application Materials
At this point, you can print the application and related documents and/or save them in a file or on your desktop.

Step 1: To print or save an attached document, select the desired document by clicking on the hyperlink.

Additional Information: You will need to open each attachment separately to print or save.

Step 1

Additional Information: Clicking on the hyperlink will open the document. If the document does not open, you may need
to change your browser setting to allow pop ups.

Accessing Application Materials: Revised 11/20/2015 Page 5 of 7
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Step 2: When the document uploads, click (A) File, then click (B) “Save as” to save the document to a file or on your
desk top or (C) “Print” to print the document. Multiple copies can be printed if necessary.

. » w

Gl (S hups/fubshoveb uat clemson edu/pselps/viewredirect/HRS_APP_ATCH/DcBTe2d2-876-11e5-961-b8152806 © ~ @ ¢ || w|HEME2

Step 2A

New tab
Duplicate tab
New window
New session

I Close tab
Step 2C > Print...
_V Send
Import and export..

roperties
Wark offline
Exit

&
ML Edit Goto Faverites Help

Ctri+T
Ctri+K
Ctri+N

Ctrl+O

Step 2B

Ctrl+P

EDUCATION

Most recent/current schooling dates

Academic CV Template

Name
Address
Phone - Email

Step 3: To access another applicant’s application materials, select Return.

Manage Application

l Applicant

Name
Applicant ID
Applicant Type
Status

Jobs Applied

Step 3 ¢=Return | ¢} Recruiing Home | [[3 Search Applications | #[f|Previous | 4f]MNext | &jPrint | i, Refresh

168377

External Applicant
010 Active

2

Preferred Contact Mot Specified
Phone 813/787-3282
Email mhc.promo+tal@amail.com

Address 3305 5 Seacrest Blvd
Boynton Beach, FL 33435

Accessing Application Materials: Revised 11/20/2015
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Troubleshooting

HUMAN RESOURCES

POTENTIAL PROBLEM:
Application materials not saved on desktop or folder.

RECOMMENDATION:

You can access the application materials as often as
you need, so, if you failed to save something, simply
access the documents again. Using the “Save as”
option on the file menu, save the documents to your
desktop or to a file.

POTENTIAL PROBLEM:
Documents not popping up when selected.

RECOMMENDATION:
To ensure documents pop up when selected, make
sure your browser settings are set to enable pop ups.

Accessing Application Materials: Revised 11/20/2015
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STEP 1

Sign In to PeopleSoft
using your Clemson user
ID and password.

Password
m‘

Select a Language

Bl Enable Accessibi i Mode

=

000, 2014, Oracle andlor its affiliates. All rights reserved

STEP 2
Search Menm: Navigate to Recruiting >
: ®) Search Job Openings.
¥ =
(3  self Service J
3  Manager Self Service /
3  Recruiting k Recruiting Home
83 workforce Administratig 5l Browse Job Openi
(30 Benefits 5 search Job COpenings
3 Payroll for North Amerig 5l create Job Opening
3  Organizational Develop 5 Interview Calendar
83 setupHCM El  Pending Approvals
8 workiist 3 -
3 Reporting Tools b :I
0 PeopleTools b :I
D My Personalizations :I
D My Dictionary —v|

Office of Human Resources 12/12/2015 Page1of4
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Search Criteria (7

Job Posting Title
STEP 3 Job Opening ID Q
Enter Job Opening /

number in Job Opening ID. status | Open vi

Category | v|

Most Recent Activity | v

Job Opening Type | v

Hot Job | v

My Association | v
Hiring Manager Q.
Recruiter Q
Created By e}
Business Unit Q

Department

Position Number Q

Recruitment Contact v

Search Clear
| |
Search Results (7 STEP 4
Click Job Opening Name.
Select  Job Opening Job 1D Status Recruiting Location
[]  Professor - Performing Ars 14508 Offer Standard Requisition :: Brooks Center Performing Arts
Select Al Deselect Al = Group Actions

Office of Human Resources 12/12/2015 Page 2 of 4
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Applicants Applicant Screening Activity & Attachments Details
All STEP 5 Screen Route Interview
(4) . .. . (o) (2) (0)
Click application icon to
Applicants 2 | the far right of the
Select applicant’s name. pe Application
O Laurie Wood 168389 External Accepted im
O Mrs. Arts 168377 External Offer E
] David Hartmann 168381 External Mar Review D
O Mr. Parks 168376 External Mgr Review E
STEP 6
Click applicant’s attachment.
Ty Note: Open each attachment ey
Separat6|y tO pnnt Or Save Job 0|JEI]iﬂﬂ|D 14508 Status Offer
Applicat one Job Posting Title Professor- Performing Arts Business Unit CLMSN (CLMSN)
Applcant Type: Exemal Appcant Email mACrome-t21ggmal.com Job Code UGTEND (Prfessor Department 0525 Perfoming Ars)
Status 010 Active 58 3305 3 Seacrest Blvd Display Name Joshua Brown Job Type Standard
) Boynton Beach, FL 33435 ) "
Jobs Applied 2 Display Name Joshua Brown Position Number 00002035 (Professar)
Salary Range 80,000.0010 Job Family FAC (Faculty)
120,000.00 USD/Anny
Process Application 12
Disposition (70 Offer
Reason Dt terest 177777 X k Reviewed I e Ot Actions
Date 111042015
Application and Resume | Notes | Route | Offer
Personal Information 12 Attachments (2
POIType Uniroun chment Description ‘Attachment Type
Eligible to Workin U.5. No
Are you a former employee No
Previous Temination Date CV_Template_Sample paf l;\ST-TE’T'M‘“E-SamD‘EFacu\ly-Cumcu\um Vitge
Preferences
Desired Start Date Letter_of Applicafion_Sam. ge;::é‘-eoL-prm- Facuty-Cover Lefter
RegularTemporary Fither
Office of Human Resources 12/12/2015 Page 3 of4
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: STEP 7
@ httpsfficubshne e b uat demson.edu/psc/ps/ e redirect/HRS_APP_ATCH/0cBTc2d2-B7d6-11e5) CliCk Pl’lnt or Save as tO
N Edit Goto Favortes Help .
New tab CueT = save the document to a file
Duplicate tab Cirl+K
New sindon o or to your desktop.
New session ‘-
Open_ Ctrl+0
Edit with Photpshop Blesiients 12 Editor
Save as.. 40 Ctri+5
Close tab CtrlW
e Academic CV Template
Import and export...
Name
Waork offline
Bxit Address
Phone — Email
EDUCATION
Most recent/current schooling dates

STEP 8
Click Return to go back to

; ‘ applicant list.
Interview Evaluation PP
Submit | | SaveasDraft | | g=Retum Personalize
Hame John Doe Job Posting Title Assistant Librarian
Applicant ID 163387 Job Opening ID 100015
Status 010 Active Job Opening Status 010
Evaluation Interview Ratings Find  First ‘4 1-90f9 ‘M Last
Interview Date |11/12/2015 ] Category Communication
Interview Type . Interview Rating - Score 0
Recommendation Comment [E]
Overall Rating -
Recommendation -
Comments @ @
Category Customer Service
Interview Rating - Score 0

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

Scheduling interviews through PeopleSoft is an essential step in the Recruit phase of the hiring
process. The system’s scheduling function not only ensures timely and efficient communication
between job candidates and the search committee members, it also creates an accurate record of the
candidate’s recruitment experience with Clemson University.

This document outlines the steps taken by the departmental administrative assistant, the hiring
manager or the Human Resources (HR) partner to schedule interviews in PeopleSoft (CUBS) for
faculty and staff positions.

Scheduling Interviews: Revised 12/01/2015 Page 2 of 10
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Access Interview Schedule

Job interviews are scheduled in the Recruitment section of PeopleSoft. By using PeopleSoft, the scheduler 1) creates an
accurate record of the candidate’s recruitment experience and 2) ensures that interview invitations are communicated to
and marked on the schedules of both the candidate and the interviewers. Scheduling interviews in PeopleSoft also
triggers automatic notification of the remainder of the applicant pool that they were not selected as a
candidate for the position. Timely notification enhances the experience of everyone involved in the hiring process.

Before interviews can be scheduled in PeopleSoft, the hiring manager should do the following:
e Secure tentative interview dates with selected candidates
e Convey list of candidates chosen for interview and tentative interview dates to the selected scheduler

Once the hiring manager, the departmental administrative assistant or the HR partner has the necessary information, he
or she is ready to enter the interview schedules in PeopleSoft.

To access an interview schedule in the Recruitment section of PeopleSoft, follow the steps below:

Step 1: Enter your Clemson user ID into PeopleSoft.
Step 2: Enter your Clemson password.
Step 3: Click Sign In.

n.edu/psp/ps/Temd=login&languageCd=ENGE

| . ™ »
% T :
T ocacreonsansonn < R e | e s
4 b . = o ==

https:// cubshrweb.uat.clemson.edu/psp/ps/7cmd=login&danguageCd=ENGE&

oRACLE | PEOPLESOFT
Step 1
Step 2
English b
Sign In Step 3

Additional Information: You will be directed to the CUBS home page.

Scheduling Interviews: Revised 12/01/2015 Page 3 of 10
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Step 4: Select (A) Main Menu, (B) Recruiting then (C) Browse Job Openings.

Home Worklist

# | Advanced Search

Usage Monitaring

Change My Password

My Personalizations

Interview Calendar
Pending Approvals
Saved Searches

Step 4C

My System Profile
My Dictionary
My Feeds

Step 4A Main Menu v‘
=5 Le Search Menu: .

O selfsenice 3
3 Wanager Self Service >

Step 4B P o Recuiing 3 administration
03 Workforce Administratiq ) Employee Referrals
3 Benefits 1 Postings
£3 Payrollfor North Amenid 1 Reports
C3  Workforce Developmer| 1 CUReports
3 Organizational Develop) B Recruiting Home
3 Administer Training [ srowse applicants
3 setupHCM El erowseJoo Openings
3 Enterprise Component| [ searen appiicants
3 worklist [El searen Applications
3 Tree Manager B searcnan Openings
3 Reporting Tools B creat Applicant
£ PaopleTools [l create Job Opening
B careers [5  applicant Lists
El B
E| E|
B E|
E
B
B

Add to Favorites Sign out

Personalize Content | Layout

Step 5: (A) Enter the job opening number in the Search job openings box OR (B) select the Posting Title hyperlink to

access the job opening.

Browse Job Openings

Filter by

My Association
Team Member (8)
Created by Me (1)

Job ID

14484

Department
Campus Recreation (3)
Human Resources (2)
Development (1
Law Enforceme)
WMichelin Caree
More..

Hiring Manager
Penny Reid (3)

William Fred Rebinson Jr (2) el

John Mueller (1)

Michael Carr (1) 14469

Michelle Piekutowski (1)

Wore.. 14465
Recruiter

Joshua Brown (5) 14316

William Fred Robinson Jr (3)

No Value (1) 12047

010 Open [X] |

Search job openings

Clear All Filters

% matches found.

Job Openings

Posting Title

Administrative Coord |

Student Services Mar|

Student Services Marl

Student Services Marl

Student Senvices Mar|

Communication Specll

Assistant Professor

Senior Manager-
Performance an...

Human Resource Mgrl

@oReturn | ﬁjRecruiting Home | )y Browse Applicants | @Searchmb Openings | (=4 Create Job Opening

Recruiting

Category Location

Person

Department Business Unit

Development CLMSN

Campus Recreation CLMSN

Campus Recreation  CLMSH

Michelin Career

el CLMSN

Campus Recreation  CLMSN

Law Enforcement &

Safaty CLMSN
Psychology CLMSN
Human Resources  CLMSN
Human Resources  CLMSN

Scheduling Interviews: Revised 12/01/2015
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Enter Interview Details

The Manage Job Openings page will display. Included on the page are five tabs: Applicants, Applicant Search, Applicant
Screening, Activity & Attachments, and Details.

Step 1: Select the Applicants tab.
Step 2: Select the Interview icon for the candidate to be interviewed.

N

CLEMSON

HUMAN RESOURCES

Siigp 4 /‘Applicants Applicant Search | Applicant Screening
Al Applied Reviewed

(1] {1 0)

Applicants 2
Select  ApplicantHame  Applicantd  Type

B keywordtest 167612 External
F]  WiliamPops 84665 Employea

Bl ClemTest 167611 External

[ kewordlest 167612  Exemal

SelectAl  DeselectAl ~ Group Actons

Activity & Atachments

Streen
0

Disposition

Hoald
Accepted
Inferview

Applied

Details

Route
{0)

Application

H|(- = =

Resume

Interview

{1

Interest

Personalize\Fmd\View.ﬁ.Il\@\ h} First ‘& 14074 & Last

=1

Interview Reject Print
0 § + (ther Actians
@ & Cherhcions
0 5 ¥ (ther Actions
@ 8 +Cherhdions

B =5 5

Hald Reject
) (0

Additional Information: The Interview Schedule page will display; interview details should be entered on this page.
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Step 3: Enter the (A) Interview Date, (B) Start Time, (C) End Time, (D) Interview Status, (E) Interview Type, and (F)
Applicant Response.

Step 4: Check (A) Notify Applicant and (B) Notify Interview Team. Candidates will be notified via email of each change in
status; scheduling interviews will trigger a status change for all applicants.

Additional Information: If entering the schedule after interviews have occurred, do not check either box in Step 4.
Step 5: To add multiple interviewers, (A) select Add Interviewer and (B) enter the interviewer's employee id number.

Step 6: Enter the interview location in the Location box in the Venue Information section. The entered location will
populate into an email that notifies the candidate of the interview date, time and place.

Interview Schedule
Submit | | SaveasDraft | | =Retum Personalize
Job Opening ID 14483 Business Unit CLMSN (CLMEN)
Job Opening Status 010 Open Job Posting Title Student Senvices Marl
Submitted Mo Position Number 00000614 (Student Senices Marl)

keyword test

ApplicantID 167612 Preferred Contact Mot Specified

Applicant Type External Applicant
Interview 1 JNate not entered (7

Step 3A *Date [10/20/2015 Interview Status Unconfirmed v Name Susanna Jonson ste? -

*start Time 3000 - V] Notify Appiicant

Start Time|3:00A Step 3B | interviewType Phone Step 3E fy App

Step 3C *End Time |9:00A0 Applicant Response None N /I Hatify Interview Team
- Step 4p

*Time Zone EST Q
Interviewers |?
Interviewer ID Interviewer Name Date Start Time  End Time llumn: Response Comments Availability Notify
063843 Step 5B 10/20/2015 200AM  9.00AM  EST MNone v @ E
041835 Q 10/20/2015 S00AM  9:00AM  EST Mone v 63 ]ﬁl

Step 5A Add Inteniewer
Venue Information (2
Venue Step 6 Location ASB training lab
Response
AddiEdit Venue
238 characters remaining

Step 7: Select Submit to save the schedule. Notification emails will be sent to the candidate and interview committee.
Scheduling Interviews: Revised 12/01/2015 Page 6 of 10
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Interview Materials

Notes (2 Attachment (2
Mo notes have been added to this Interview. Mo Attachments have been added to this Interview.
Add Mote Load Joh Opening Notes Add Atachment Load Job Opening Attachment
Preview/Edit Meeting Request (7 Letter (7
Letter v
Date Printed 5

[Dinclude in Consolidated Letter

Consolidated Interview Letter (%

Add Inteniew

View All Interviews Expand All Collapse All

Step 7 /Subml Save as Draft | | gaRetun Top of Page

Continued...

Edit Schedules

Once the interview schedule is entered into PeopleSoft, the system will automatically notify the candidate and the
interview committee via email that an interview has been scheduled. Candidates and interviewers will receive two emails.

Scheduling Interviews: Revised 12/01/2015 Page 7 of 10
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The first includes the interview details. The second includes a calendar invitation that, when accepted, will populate most
types of email account, including Gmail, Yahoo and Outlook. Interview schedules can to be edited on the Manage Job
Openings page by following the steps below:

Step 1: Select (A) Main Menu, (B) Recruiting then (C) Browse Job Openings to access the Manage Interview Job

Openings page.

— N

Step 1A

Main Menu ~

N
V

Step 1B

LLLLLLLDDDDDDDDDDDMD

Usage Monitoring Interview Calendar

Change My Password Pending Approvals

f Search Menu: Home Worklist
[~ L @ # | Advanced Search

Self Service 3
Manager Self Service >
Recruiing 3 administration »
Wnrkmrte agminisratiy &) Employee Referrals 3
Benefits O Postings »
Payroll for North Amerid 1 Reports v
Workforce Developmer] &3 CUReports »
Organizational Develop| B Recruiting Home
Administer Training [ srowse applicants
SetUp HCM El srowseJon Openings Step 1C
Enterprise Component [ searcn appiicants
Worklist [El searcn applications
Tree Manager Ij Search Job Openings
Reporting Toals [E create Applicant
PeopleTools Ij Create Job Opening
Careers [5  applicant Lists

B

E|

E|

Wy Personalizations Saved Searches

My System Profile
My Dictionary

My Feeds

Add to Favorites Sign out

Personalize Content | Layout

Step 2: (A) enter the job opening number in the Search Job openings box OR (B) select the Posting Title hyperlink to

access the job opening.

Filter by
!

My Association

Department
Campug
Human
Develop|

Law Enft
More...

Hiring Manager

Michelin Career Center (1)

Penny Reid (3)
William Fred Rebinson Jr (2)
John Mueller (1)

Michael Carr (1) 14469

Meore... 14465  Assistant Professor
Recruiter Senior Manager-

Joshua Brown (5) 14315 parformance an

William Fred Robinson Jr (3)

No Value (1) 12047 Human Resource Mar |

Browse Job Openings

§ Browse Applicants | & Search Job Openings | 5 Create Job Opening

Search job openings

010 Open[X] | Clear Al Filters

9 matches found

Job Openings

Created by Me (1)

Team Member (8) Job ID Posting Title Category
Administrative Coord | ::)
Student Senvices Mar | @]
Student Senvices har | @]
14478 Student Services Mgr| ]
14477 Student Services Mor| ]
Communication Specll (@]

Michelle Piekutowski (1)

Recruiting
Location

Person|

Department Business Unit

Development CLMSN

Campus Recreation CLMSN

Campus Recreation CLMSMN

Michelin Career

Center CLMSN

Campus Recreation CLMSN

Law Enforcement &

Safety CLMSN
Psychology CLMSN
Human Resources  CLMSN
Human Resources  CLMSN

Step 3: Click the Interview icon for the desired candidate.

Scheduling Interviews: Revised 12/01/2015
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Rpplicants | Applicant Search | Applicant Screening | Activy & Aiachments | Details
Al Applied Reviewed Streen Route Intenvey
(] 1 0) 0 {0) W)
Applicants 2
Select  ApplicantHame  Applicantd  Type Disposition Application Resume  Interest
0 lepodlest 167612 Bl Ko n i
[l WiliamPope 4865 Emploee  Accepted i hiatete ¢
A Cemfest 167611 Btend  nleniew n ik
[ fepodlest 16762 Edemel  Applied inl bigtat |
SelectAl  DeselectAl ~ Group Actons

Offer Hire Hold Reject
{1 {0 0] 0)
Personalize | Find | View At | 2 B ot © taors Lot
L Route] Interview Reject Print
Reviewed

o 0 g  Other Actions
M @ &  -omerscons
@ ® i 0 g  Other Actions
v B iy @ 8 onerdons

Additional Information: You will be directed to the Manage Interviews page where you can select Edit Interview Schedule.

Step 4: Click the Edit Interview Schedule hyperlink and then edit th
Step 5: Click Save to retain the interview schedule changes.

e date and time as appropriate.

Manage Interviews

Save | g=Return

Applicant Name keyword test
Applicant ID 167612
Job Posting Title Student Services Mgr |
Job Code CB7500 (Student Services Marl)

Interview Summary (?

select Date

Start Time End Time Time Zone Location
° 1012072015 2:00AM 9.00AM EST ASB training lab
Interview Details (2
Date 10/20/2015 Step 4
Start Time 8:00AM EST

End Time 9:00AM EST
Location ASB training lab
Submitted Yes
Status Unconfirmed
Final Recommendation (7
Final Recommendation 005 Interview
Reason

Average Score 0

Interview Evaluations (2

Mo interview evaluations found

Create New Evaluation
Create hew Iy

Save

Step 5

Personalize
Job Opening ID 14483
Job Opening Status 010 Open
Business Unit CLMSMN (CLMSM)
Position Number 00000614 (Student Services Mar 1)

submitted Status Final Recommendation

Unconfirmed 005 Interview

Edit Interview Schedule

Top of Page

N

Potential Problems and Recommendations

Scheduling Interviews: Revised 12/01/2015
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POTENTIAL PROBLEM:
Scheduling interviews can be tricky and time consuming
if you try to schedule with each participant individually.

RECOMMENDATION:

Schedule interviews in PeopleSoft, and the system
will coordinate schedules, notify participants of
interview dates, times and locations as well as
changes to the schedule, and update calendars. In
addition, when interviews are scheduled, PeopleSoft
will automatically notify the remaining applicant pool
that they were not selected for the positon.

POTENTIAL PROBLEM:

Entering interview schedules after the interviews are
conducted will result in the candidate and interview
committee being notified of the interview schedule after
the fact. Participants will receive emails and calendar
updates for past events. After the fact scheduling will
also cause a delay in notification of the remaining
applicant pool that they were not selected for the
position.

RECOMMENDATION:

Ideally, the interview schedule should be entered
before the interviews occur. However, if scheduling is
entered into PeopleSoft after the interviews occur, do
not check the Notify Applicant and Notify Interview
Team boxes in Step 4 of the Enter Interview Details
section above. While this will avoid late notification,
it will not solve the slow communication with the
remaining applicant pool, which could be detrimental
to the applicant experience.

Scheduling Interviews: Revised 12/01/2015
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STEP 1
Sign In to PeopleSoft using

ORACL |

User ID

your Clemson user ID and
password.

LS~/

Password

Seclect a Languag

=

. =

nable Accessilility Mode

l

(Y TV S S S I I I I

Search Menu:

Self Service

STEP 2
Navigate to: Recruiting
> Search Job Openings

Manager Self Service

r ]

Recruiting
Workforce Administratio
Benefits
Payroll for Morth Amerig
Organizational Develop

Set Up HCM

Recruiting Home
Browse Job Openings
Search Job Openings
Create Job Opening

Interview Calendar

DDD%DD

Pending Approvals

Waorklist

Reporiing Tools
PeopleTools

My Personalizations

My Dictionary

[

2

3

LU

Office of Human Resources
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Search Criteria (7

Job Posting Title STEP 3

. (7 Enter: Job Opening
Job Opening ID . .
number in Job Opening ID

Status | Open y 4

Category | /l v
Most Recent Activity | /’ v
Job Opening Type | /’ v|
Hot Job | /’ v|
- v

aQ,

a,

Q,

usiness Unit Q

Department

Position Number Q

Recruitment Contact v

Search Clear

Important Information: Interviews are scheduled in PeopleSoft, after you have confirmed the date,
time and location over the telephone, in order to create an accurate reflection of the candidate’s
experience as well as ensuring that calendar invitations are marked on the candidate’s and interviewer’s
schedules. Scheduling interviews also triggers an automatic notification to other candidates
that they were not selected for this position. This ensures a timely response that promotes

STEP 4
s sl Select: Applicant’s STEP 5
Al Applied Tab. enici Qffer . .
i 7 7 F o Select: Candidate to
—— be interviewed
Applicants (7 Last
Select  Applicant lame  ApplicantID  Type Disposition Application Resume  Interest Re:::::e d Route Interview Rejed Print
E  fewordtssl 16752 Btemal  Hoid 0 B X 7] & 0 & «Oheracions
[l WilamPeme 8455  Emplojee  Acoepled m| atate o v} & il @ &  +Omerhcions
B CemTest {67611 Stemal feniew n it X B @ &  ~oercions
B emodest 16769 Bdemal  Applied n} higtete 4 7] & m ) &  «oherdcions
SelectAl  DeselectAll ~ Group Actions
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1 STEP 6
" Enter: All requested information in the STEP 7
Interview 1 — Date not entered section : )
msnesyy  Check: Notify Applicant and
Job Posting q 9
Submited 1o rsionnr. - NOTify Interview Team
keyword test
Applicant ID 167612 Preferred Contact Mot Specified
Applicant Type External Applicant
Interview 1 - Date not entered (2
*Date 1012012015 |5 Interview Status Unconfirmed v Name Susan
*Start Time |8:00AM Interview Type Phone . @ oty Applic
*End Time |9:004M Applicant Response None M| ¥ Notiy nterview Team
*Time Zone EST Q
Interviewers \?
Interviewer ID Interviewer Name Date Start Time  End Time ;iomn: Response STEP 8
063843 Q Michael Carr 10J‘20120154EW SeIeCt Add |I’]terVIeW6r to
041835 W 10202015 BOOAM  900AM  EST None .| add mU|tip|e Interviewers.
Add Interviewer
Ven rmation (7
Venue Q Location ASE training \( | STEP .10 . .
sponse . Enter: Interview location
STEP 9
Enter: Additional Interviewer ‘s 28 e g STEP 11
Employee ID number ) .
Poy Click: Submit at the bottom

of the page

Office of Human Resources 12/12/2015 Page 3 of4
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Scheduling Interviews

Important Information: Once the interview schedule is entered into PeopleSoft, the system will
automatically notify the interview team and candidate via email that an interview has been scheduled.
Candidates and interviewers will receive two emails: one including the interview details and one
including a calendar invite that can be accepted and populated into an Outlook calendar.

Manage Interviews
Save | g=Return

Applicant Name keyword test
Applicant ID 167612

Interview Summary (2

STEP 12
Select: Manage Job Openings and the
Interview Icon to edit an interview schedule

Job Posting Title Student Services Mar|
Job Code CB7500 (Student Services Mgr )

Time Zone Location

EST ASB training lab

Location ASS training |
Submitted Yes

Status Unconfirmed

select Date start Time End Time
L 1042002015 8:004AM 9:00AM
Interview Details (2
Date’ $20/2015
Start Time 8:01 EST
End Time 9:00AM T

STEP 13
Edit: Date and time

Final Recommendation (7

Final Recommendation 005 Interview

Reason

Average Score 0

Interview Evaluations (2

N interview evaluations found

Create New Evaluation

Create New Interview Schedule

Save | g=Return

Business Unit CLMSN (CLMSN

Position Number 00000614 (Stu it Services Mgr 1)

Submitted status Final Recommendation

L4 Unconfirm 005 Interview &

& Editinterview Schedule

Top of Page

Office of Human Resources

12/12/2015
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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




CLEMSON

HUMAN RESOURCES

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
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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
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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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This document outlines the steps the Human Resources (HR) partner takes to prepare and post a job
offer in PeopleSoft.

When you are notified that the hiring manager has selected a final candidate, the background check request process
should begin. This process should run simultaneously with the preparation of the offer.

Submit the background check request, using the TrueScreen website. For detailed information on the background check
request process, please see the Background Check Request for HR Partners user guide.

Creating and Posting Job Offers: Revised 12/01/2015 Page 2 of 12
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Enter the Offer Details

The offer letter process is found in the Recruitment section of PeopleSoft. To access Recruitment, log into PeopleSoft by
following the steps below:

Step 1: Enter your Clemson user ID.
Step 2: Enter your Clemson password.

Step 3: Click Sign In.

Additional Information: You will be directed to the CUBS home page.

Step 4: Select (A) Main Menu > (B) Recruiting > (C) Browse Job Openings.

Step 4A Mair Moe = |

Search Menu: Homa Wooridist Addto Favorites Sign out

2 Anvanced Sesrch

Parsonaine Contnt | Lagout
Salr Senece " .
A ¥ Genvce .
2 | A tion 3

Step 4B

| Growss Appiicants

B b Opanings Step 4C

Creale Job Opening
| Appiicant Lists

 EoPCoEPOORE D GVE D

My Fueds

Creating and Posting Job Offers: Revised 12/01/2015 Page 3 of 12
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Step 5: (A) Select the appropriate status from the drop-down menu OR if you have the job opening ID, enter it in the
Job Opening ID field and clear the Status field. (B) Click Search. (Candidates usually have a status of either Interview or
Offer.)

Search Criteria =
Job Posting Title
b Opening 1D @R
Step 5A Status| Interviews -
Category -
ecent Activity -
Job Opening Type -
Hot Job -~
My Association -
Hiring Manager @R
Recruiter (=
Created By (=}
Business Unit (=}
Department
Position Humber (=
Recruitment Contact -~
Step 5B Search Clear

V

Step 6: Select the job posting title to access the job opening.

Search Job Openings

iting Home | F3Browse Job Openings | (5 Create Job Opening | [53Search Job Postings

Personalize | Find | view All | 2] E First ‘&' 1of1 & Last

Target Available Total
Job ID Status Type Category Recruiting Location Openings Openings Applicants Hot Job Created
= Professor - Performing Arts; 14598 Offer Standard Requisition f: Brooks Center Performing Ars 2 2 4 11/04/2015

Step 7: (A) Find the name of the applicant to whom you wish to extend the job offer, and (B) click Other Actions. Select
(C) “Recruiting Actions” and then (D) “Prepare Job Offer.”

Manage Job Opening

Job Opening 1D
Job Posting Title P
Job Code
Position Number

Screen Route
(o (4]
Applscant 1D Type ssposition
168289 Extemal Accepted
168377 External Offer
168281 External Offer
168376 Exemal Mgr Redew

= Group Actions

Seloct All

Deselect All

gaReturn | ¢fjRecruiting Home | 53 Search Job Openings | & Creats New | EEiGIone | , Refrash |

Lphana Note | (TiNo Catagery | ¢ Print Job Opening

Status 070
Business Unit CLM
Department 0
Job Famity F

Offer Hire

(3) 0

Personalizs | Find | View Al | (2)

Application

Interest Interview

oa

Step 7C

g=Retum | ¢f}Recruiting Home | B Search Job Openings | & Create New | EEClone | 4, Refresh | GlAdd Note | {"JNo Category | ¢Print Job Opening

= Other Actions
~ Qther Aclions

er Actions

Personalize

Recruiting Actions  *
Applicant Actions

Prepare Job Offer
Edit Application Details
Edit Disposition

Creating and Posting Job Offers: Revised 12/01/2015
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Additional Information: Verify the position information, including the position number and job code. Be sure the hiring
manager information is accurate, as this will drive the level one and level two approvals of the offer letter.

Step 8: Under Job Offer Components, select the offer component from the drop-down menu followed by the offer
amount and frequency, and enter or select the Start Date and the Offer Expiration Date. Ensure the salary information is
within the approved range provided during the Request phase via Tiger Talent.

Additional Information: The offer components can include: Base Salary — Required; Grad Assistants — Optional (Faculty
only); Relocation — Optional; H1B Sponsorship — Optional (Faculty only); Startup Money — Optional (Faculty only);
Summer Salary — Optional (Faculty only); and Supplemental Pay — Optional (entered as a percent — e.g., 10%).

Step 9: Choose the type of offer letter from the drop-down menu.
Step 10: Click “Save as Draft.”

Additional Information: Saving via “Save as Draft” is required before you can edit the letter and it will safeguard your
entries as you work.

Step 11: To edit the offer letter, select Edit Offer.

Step 12: To generate an offer letter for approval, either select the Generate Letter button, which will create a letter
using the Clemson templates, or click the Upload Letter button, which will allow you to upload your own custom letter.

Additional Information: Do not enter a date in the Date Printed field. The date automatically populates when a letter is
generated. If you accidentally populate this field and save, the Generate Letter button will be disabled. If this happens,
clear the Date Printed field and save as draft. This will re-enable the Generate Letter button.

Prepare Job Offer
gaRetum | ¢ Recruiting Home Personalize

Job Opening ID 14511
Business |
Pasition Number S
Applicant 1D 1

Business Unit CLMSH
Offer Date 10

Job Opening 14511
Position Number

Step 10

Stan Date i

*Offer Expiration Date 10212015

Applicant Type Ex

Status 108 Pending Approval Registered Oniin

Reason - Preferred Conta

Created By Jos

Notity Applicant

Offer Letter (7

Job Offer Components

Letter Staff- 30+ Hours - Date Printed W

Generale Letier Upload Lefter

Step 8

Add Offer Companent

Recommended Salary Range
f Organizational Attachment
Minimurm Madpoant Maximum

Hourly

Daity

Monthly

Annual
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Step 13: If you chose to generate a letter using Clemson templates, a window should pop up displaying the generated
offer letter. Verify the content of the offer letter, including the candidate’s name, position title, department, division,
supervisor, work hours, start date, full- or part-time status and FLSA status. Also verify the starting salary and the offer
expiration date.

Additional Information: If the generated offer letter does not automatically open, you may need to change your browser
setting to allow pop-ups. As an alternative, if the generated letter does not pop up, you can click the Offer Letter link in
the Offer Attachment section.

Step 14: Make any necessary edits (e.g., enter the full department name, change any ampersands to “and,” spell out the
supervisor’s full title and remove all highlighting).

Step 15: Save the letter as a PDF document to your desktop using the following naming convention: candidate’s name -
offer letter. Once the letter is saved, select the Add Applicant Attachment button in the Offer Attachment section of
PeopleSoft to upload the edited letter.

November 11,2015

Dr. Ralph Cramdon
33055 SeacrestBlvd

Boynton Beach,Fl. 33435
Dear Dr. Ralph Cramdon:

It is with great pleasure that I extend to you this offer of employment at Clemson University, one
of the finest public research universities in the nation. Because of its commitment to excellence in
teaching, research and public service, Clemson was recently ranked 21 on U.S. News and World
Report’s list of top public universities. We at Clemson appreciate thl role our employees play in this
distinction, and we look forward to your joining the Clemson Family. We are confident you will help
maintain the high standards of the University.

Position Overview

On behalf of the University, [ am pleased to offer you the position of Professer in the Chemical
Engineering within Col. of Engineering & Sciences. In this position you will report to Michael Carr,
Dept Chair/Head. Your normal work hours will be 8am — 4:30pm, Monday through Friday. Your
startdate is December 02, 201 5. This is a Full=-Time position and is Exempt under the requirements
of the Fair Labor Standards Act (FLSA).

Additional Information: Use the checkbox below to ensure you have not missed any important information.
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Offer Letter Checklist
Item to be Reviewed V'

All contentincluded?

All content correct?
All highlighted sections addressed?

All plug ins changed from abbreviations
to complete words?
'&' changed to and?
On letterhead?

Entire letter completed in same font?
Recommended: Verdana 11

All highlights removed from document?

Any watermarks (such as 'Draft’) you
added to document removed?

Step 16: From Microsoft Word, to save as a PDF, click Save As from the file menu and then in the Save as Type field,
choose .PDF, and then click Save.

Weed Document (* docd)
DoCUmEtE | g Macro-Lnsbled Document (" docr)
Mussic 'Wewd 87-2003 Ducument {* duc)
‘Word Template " dobd
‘Woed Macro-Lnebled Template [".dokm]
‘Weowd 87-2003 Termplete [*.dol)
KPS Docurnent ["aps)
" | Singfe File Web Page ("t mbtd)
SDisk () | Web Page (*bm;".htmi)
Remavable [y Welt Poge, fitered ["htm;"htmi)
Rich Text Furmet {*81)
Plain Text [*.0d)
Jleswork Wiced XML Document ("2al}
Woed 2003 XML Document {xmi)
OpenDocument Test (*.odt)
FIEME e - 3 Document ps)

Save 2 type: [POF (pa) -

ctures

Step 16

Step 17: On the Prepare Job Offer page, select Save as Draft and then Edit Offer.
Step 18: Prior to uploading your new letter, delete the original generated letter by clicking the trash can icon.
Step 19: Upload the revised offer letter using the Upload Letter button.

Step 20: Upload any other relevant attachments, such as the approved position description, time limited position
acknowledgement, tenure forms, etc., by clicking the Add Applicant Attachment button.
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Prepare Job Offer

&= Return | ﬁRecruiling Home

Job Title Professor
Applicant Name Mrs. Arts
Offer Details 7

Job Opening 14598
Position Number 00002035

Job Code \UGTG00
Hiring Manager 033045
Recruiter 033045
Status 005 Draft
Reason

Created By Joseph Byrne

Tiger Talent
Job Offer Components (?
*Component *Offer Amount
Base Salary - 1.00/F

Add Offer Component

Comments (7

Posting Title Professor - Performing Ars
Job Opening Status 070 Offerin Progress

Professor - Performing Arts
Q Professor
, Professor
3, Joshua Brown
Q, Joshua Brown

Payment
Mode Currency
Cash usD -
Find | View All First

Frequency

Annual

1

1of1

b

Las

Job Opening ID 14593
Business Unit CLMSN
Position Number Professor

Applicant ID 168377

Personalize

Find | View All First ‘4" 10f1 "B’ Last

Business Unit CLM3SN
Offer Date |11/04/2015

Start Date B
*Offer Expiration Date |11/09/2015 El

Applicant Type External Applicant
Registered Online Yes

Preferred Contact ot Specified

Offer Letter (2

Letter Staff- 28 hours o

Attachments (7

Description

t Offer Letter

Add Applicant Attachment

Step 17

Details

2015-11-05-13.26.00.0000001..

Upload Lstter

Save as Draft
#£ Submit for Approval

[£]Post

Unpost

[ Add Revised Offer

Efy Delete Offer
P Edit Offer

= Datg =

Add Organizational Attachment

Step 21: Select Submit for Approval to send the offer letter to the hiring manager, budget officer, hiring manager’s
supervisor and next level supervisor for approval prior to its being sent to Classification and Compensation for a salary

review.

Prepare Job Offer

g=Return | ﬁRecrunmg Home

Offer Details (2

Job Opening 14598
Pasition Number 00002035

Job Code |UG7B00

Hiring Manager 033045

Recruiter (033045
Status 005 Draft

Reason

Posting Title Professor - Performing Ars
Job Opening Status 070 Offerin Progress
Job Title Professor
Applicant Name Mrs. Ards

Professor - Performing Arts
Q Professor
Q Professor
Q Joshua Brown
Q Joshua Brown

Created By Joseph Byrne

Tiger Talent

Job Opening ID 14598
Business Unit CLMSN
Paosition Number Professor

Applicant ID 168377

Business Unit CLMSN
Offer Date 11/04/2015

Start Date

[E I T

“Offer Expiration Date | 11/09/2015

Applicant Type External Applicant
Registered Online Yes

Preferred Contact Mot Specified

Notify Applicant

Personalize
Find | View All First ‘4" 10f1 gt Last
Save as Draft
#2 Submit for Approval Step 10
[£]Post
*:Unpost

[ Add Revised Offer

Efij Delete Offer
7 Edit Offer

Step 22: If hiring for a faculty position, the provost will automatically be added as an approver. You will need to add the
search committee chair as an approver by clicking the Approvals Tab and then clicking the plus icon.

Creating and Posting Job Offers: Revised 12/01/2015
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Offer Details 2 Find | View All First ‘& 1of1 ‘b Last

Offer Details | Approvals

CU Offer Approval Process
Job Offer:Pending

Route based on Offer Amount
Self Approved Approved Approved Approved Not Routed Skipped Not Routed
Ashley RecntlD Thomas Erin Michael | _, CarMichael for Michelle T Pekutowshi | Bret e Multiple Approvers ) Ho approvers found o) Multiple Approvers ®
( Hirng Manager ’ Budgel Approvet « Supervisor Level 1 ‘, Supérvsor Level 2 B Compensation Team ot Salary Limt Approvers 9 Background Check Approver

103015+ 1214 PM 1815+ 1038 40 HAH1S- 1030 AM V115 - 10.41 A0 .

Step 23: The HR partner will receive email notifications (see below) as approvals are completed.

LA | Message Developer Adobe PDF

A3 HR -ah To Manager N [ Rujess W i a‘ 24 Find [ 5]
lgnore | i | 5l Meeting "= b - 4 . 5) -
- = [ |
f‘l —g —«I —p - 34 Team E-mail « Done _-—I Eﬂﬂel‘lﬂle = % Related » \
w L Reply Reply Forward ¥ - - = Move N Mark Categorize Follow Translate Zoom

% Junk Py ;:Iy & Mare s Reply & Delete or Create New - ol | _! Adions = | Unread E Up- i i Select

Delete Respond Quick Steps 3 loye Tags ] Editing Zoom
From: hrjob@demson.edu )
To: Michael Carr \
Cc A1 af 1)
Subject: Applicant [168397) Test Attachments has had a status change to 020 Accept. e

-

This e-mail is to inform you that applicant (168397 Test Attachments has had & status change to 020 Accept for job opening (100067) Assistant Professor in recruitment area 6.

Post the Offer Letter

Once the offer letter has been fully approved, you will receive an email notification that the background check has been
cleared and the offer letter can be posted for the applicant to view. To post the offer letter, follow the steps below:

Step 1: Enter your Clemson user ID into PeopleSoft.
Step 2: Enter your Clemson password.
Step 3: Click Sign In.

Step 4: Select Main Menu > Recruiting > Search Job Openings.

Creating and Posting Job Offers: Revised 12/01/2015 Page 9 of 12
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Main Menu + »  Recrufing = > Search Job Openir]
Search Menu: | 4

®

L3 Sell Service

Worklh

EEPPEEEEERE

Step 5: (A) In the Search Job Openings status field, choose offer. (B) Click Search.

Search Job Openings
¥ Recrusing Heme | (3 Browse Job Opanings | 88 Create Job Opening | 3 Saarch Job Postings
Search Criteria
Job Posting Tile
Job Opening 1D a
stntus| O -l Step 5A
Category -
Most Recest Aty x
Job Opaning Typo -
Hat Jab -
ity Ansociaan -
Hiring Manager Q
Recruitar =
Craatod By Q
EHusineas Bal o,
Departmant
Pasition Numbar a,
ReCruitment Coatact -
Step 5B > Search Cigar
Search Job Openings
l}]ReEru\lmg Home | ﬁamwsean Openings | % Create Job Opening | §;Seamh Job Postings
Search Criteria (7
29 Results Found
Search Results (7 Personalize | Find | View Al | 2| & First (4 1-250f29 * Last
Target Available Total
ct  Job Opening Job ID Status Type Category Recruiting Location ol s e HotJob Created
Step 6 Administrative Assistant 100114 Offer Standard Requisition C:: Barre 1st Floor 1 1 1 11/20/2015
Administrative Assistant 100112 Offer Standard Requisition C:: Barre 1st Floor 1 1 2 11/19/2015
M| Lab Assistant 100111 Offer Standard Requisition C:: REC/Pee Dee 1 1 1 11/19/2015
(] Assoc Academic Program Dir 100110 Offer Standard Requisition C:: Sikes 201 1 1 2 11/19/2015

Step 7: Under the applicant’s tab, find the name of the applicant who will receive the job offer and select Other Actions.
Under Other Actions, select “Recruiting Actions” and then “Prepare Job Offer.”

Creating and Posting Job Offers: Revised 12/01/2015 Page 10 of 12
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EManage Job Opening

g=Retun | ¢} Recruiting Home | 3 Search Job Openings | #ff] Previous | 4| Next | & Create New | EEClone | f, Refresh | [g3Add Note | {”}No Category | >> Personalize
Job Opening ID 100112 Status 070 Offer in Progress
Job Posting Title Administrative Assistant Business Unit CLMSN (CLMSN)
Job Code AAT500 (Administrative Assistant) Department 0109 (PSA Fiscal Unit)
Paosition Number 00010165 (Administrative Assistant) Job Family STA (Staff)
Applicants Applicant Screening Activity & Attachments Details
Al Applied Reviewed Route Interview Offer Hire Hold Reject
{2) (0) (0) (0) (0) (0) (0) (0)
Applicants (7 Personalize | Find | View All | @\ L:q’ First ‘4 1-20f2 '*' Last
- - S— Mark
SNt Applicant Name Applicant ID Type Disposition Application Resume Interest Reviewed Interview
Step 7 Joshua Toney 60775 Employee Hold [im] B bigiate 4 =] &3s) ~ Other Actions
Test Testerson 168448 External Screen E % « Other Actions
Select Al Deselect Al ~ Group Actions
gaReturn | ¢} Recruiting Home | §aSearch Job Openings | #ff Previous | 4f|Mext | 5 Create New | EEClone | & Refresh | [gAAdd Note | {}No Category | > Top of Page
Step 8: To post the job offer via PeopleSoft, (A) check the Notify Applicant box and (B) select Post.
(Offer Details (7 Find | Wiew All First
Offer Details Approvals
Job Opening 14511 Student Services Mgrl Business Unit CLMSN 5] Save as Draft
Position Number 00000614 Student Services Mar | Offer Date 10/26/2015 i Submit
Job Code CBT500 Student Services Mar| start Date Step 8B [Z] Post
Hiring Manager 063843 Michael Carr Offer Expiration Date 10/31/2015 ’ Unpaost

Recruiter 033045 Joshua Brown
Status 010 Extend
Reason

Created By Joshua Brown

Applicant Type External Applicant
Registereq Online Yes

Mot Specified

Step 8A

Notify Applicant

[E Add Revised Offer

[Efij Delete Offer

&P Edit Offer

4

Additional Information: In the next step, you will have a final opportunity to review the offer before the offer letter is sent

to the candidate.

Step 9: Review the offer details on the Post Online Job Offer page to ensure the position information, the job offer
components (including the base salary and the attachments) are accurate. Ensure the approved position description is

attached if making an offer for a staff position.

Step 10: If the candidate needs to take action on any of the attachments, check the Action Required box. This notifies
the candidate that the attachment must be completed and returned.

Step 11: Verify the descriptions of the attachments, as the descriptions act as the titles the candidate will see.

Step 12: Click Submit to post the offer. You will receive a message confirming that the offer has been posted.

Creating and Posting Job Offers: Revised 12/01/2015

Page 11 of 12




Step 9

CLEMSON

HUMAN RESOURCES

Post Online Job Offer

Review and Submit posting for this online job offer if the information is correct. To make changes, select Cancel to return to

the offer page and edit the offer.
Offer Details

Applicant Name Renna Red
Applicant ID 165384
Job Opening 100012 Professor - Chemical Engineering
Position Number 00001516
Job Code UGTE00
Offer Date 11/11/2015
Start Date 12/03/2015
Offer Expiration Date 11/16/2015
Status 010 Extend
Reason
Job Offer Components
Component Offer Amount Payment Mode Currency
Base Salary 100000.005F Cash usD
Relocation 10000.005F Cash usD
Supplemental Pay 10.005F Cash usD
Attachments
Type Description Details
Aftachment Offer Letter 2015-11-11-16.02.55.0000001...
Attachment Position Description Position_Description.bd

Submit

Cancel

Frequency
Annual
One-Time

Annual

Action Required

Step 10

Once the candidate has accepted the offer via PeopleSoft, the hire entry can be completed. Please see the Hire
Transactions user guide for more information.

Creating and Posting Job Offers: Revised 12/01/2015
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Offer Letter Process

Creating an Offer Letter

Important Information: When you are notified that the hiring manager has selected a final candidate,
the background check request process should begin. This process should run simultaneously with the
preparation of the offer letter. Submit the background check request, using the TrueScreen website. For
detailed information on the background check request process, please see the Background Check Request for
HR Partners user guide.

STEP 1
Sign In to PeopleSoft

using your Clemson User ID
and Password.

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

3 Self Senice

4 v | I
\I 0 3 Administration

3 workforce Administrati @ Recruiting Home

1 Benefits Browse Job Openings

3 Payroll far North Amerid B searchtob Openings

00 Workforce Developmen 5l create Job Opening

3 Organizational Develop = inteniew Calendar

3 set Up HCM D Pending Appravals

31 Enterprise Components 4 (

049 worklist 4

3 Reporting Tools »

3 PeopleTools »

E  Employee Seif Svc Quick Links al

D My Personalizations

B wyDictionary a

Office of Human Resources 12/12/2015 Page 10f9
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STEP 3
Select the appropriate status
from the drop-down menu.

OR
If you have the job opening ID,
enter it in the Job Opening ID
field and clear the Status field.

Click Search.

CLEMSON

HUMAN RESOURCES

Criteria =3

Job Posting Title

Interviews

Job Opening 1D
Statusé
Category

Most Recent Activity
Job Opening Type
Hot Job

My Association
Hiring Manager

Recruiter

Search

Created By
Business Unit
Department
Position Humber
Recruitment Contact

Clear

Ahpp

Important Information: Candidates usually
have a status of either Interview or Offer.

STEP 4
Select the job posting title

Search Job Openings

Search Criteria (7

1 Results Found

Search Results (7

2} Recruiting Home | §53Browse Job Openings | 5 Create Job Opening | (53 Search Job Postings

to access the job opening.

Personalize | Find | view All | 2] E First ‘&' 1of1 & Last

g=Retum | ¢f}Recruiting Home | B Search Job Openings | & Create New | EEClone | 4, Refresh | GlAdd Note | {"JNo Category | ¢Print Job Opening

Select Job Opening Job ID Status Type Category Recruiting Location Iarga.l .:va\\able TD'HI. Hot Job Created
B Professor - Performing Arts! 14598 Offer Standard Requisition 0 Brooks Center Performing Arts 2 2 4 11/04i2015
Manage Job Opening STEP 5
gaReturn | (yRecruiting Home | GaSearch Job Openings | & Create New | E§iCione | <, Refresh | [hadd Note | (TjNo Cateagory | & Print Job Opening Fl I’Id the name Of the
Job Opening ID 14598 Status 070 Offer in Progress . .
Job Posting Tithe Professor - Performing Arts Business Unit CLMSN app“cant tO Whom you W|sh
Job Code UG Department 0525 rming Ars) .
Position Humber 00002035 Job famity FAC (Facully) to extend the jOb offer.
Appicants || Apiican Datais Click Other Actions.
Al Screen Route ntende Offer Hire Hoild Se'eCt RECI'UItlng ACtlonS
4} (0 )] 3 (0 0
and then select Prepare
Applicants % Personalize | Find | View Al | &2 | &8
Select Applicant Name Applscant 1D Type ssposition Application Interest Interview ‘]Ob Offe r -
Laurie Wood 168389 Extemal Accepted im] i X = Other Actions
Mrs. Ats 168377 Extemal Offer 1] ~ Other Adtions:
Dandd Harimann 168281 Extsrmal Offer lm] ~ Dther Actions
e Parks 168378 Edemal Mgr Redew im & Tomer| Recruiting Adtions ¥\ pooare 1ob Offer
Salact Al Desalect All = Group Actions Applicant Actions

Edit Application Details
Edit Disposition

Office of Human Resources
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via Tiger Talent.

Important Information: Verify the position information, including the position number and job code. Be
sure the hiring manager information is accurate, as this will drive the level one and level two approvals of the
offer letter. Ensure the salary information is within the approved range provided during the Request phase

Prepare Job Offer .
entries as you work.

gaRetum | ¢fjRecruiting Hol

Saving the transaction via “Save as Draft” is REQUIRED
before you can edit the letter. Doing so will safeguard your

sonalize

Posing Title Sh

Job Opening Statu:
Job Titl

Applicant Name O

FSerices Mgr1

Job Opening 14511 Business Unit CLWSN
Position Number 00000614 Offer Date 10/28/2015
Star Date

Job Code
*Offer Expiration Date 1031/2015

Hiring Manager
Recruiter 0330 @, Joshua Brown Applicant Type Extemal Applicant

Registered Online Ye

Status 008 Pending Approval
Reason - Preferred Contact Not Specified

Created By Josh Notify Applicant

Job Offer Components 1

‘Component “Offer Amount Fayment ¢y rrenc Frequency
iponent ‘Otfer A Mode Currency equency

Letter Staff- 30+ Hours

Base Salary - 55000.005F Cash

Add Offer Component Offer Attachments 7

Mo attachments have been added 10 this offer
nmended Salary Range 7
Add Applicant Altachment

Minimum Madpoint Maximum
Hourty
Daity
Monthly 330
Annual T1608.000
Find | View Al First & 1of1

®

Generate Letter Upload L

Add OrganiZ8anal Atachment

STEP 6A
Enter the Start Date and
the Offer Expiration Date.

I

STEP 6B

Click Add Offer Component.
Select a desired offer
component from the drop-
down menu followed by the
offer amount and frequency.
(Repeat for each desired
offer component.)

Date Printed

STEP 6C

Choose the type of offer
letter from the drop-down
menu.

Click “Save as Draft.”

I

Important Information: The offer component options include: Base Salary — Required; Grad Assistants —
Optional (Faculty only); Relocation — Optional; H1B Sponsorship — Optional (Faculty only); Startup Money —
Optional (Faculty only); Summer Salary — Optional (Faculty only); and Supplemental Pay — Optional (entered

as a percent — e.g., 10%).

Offer hyperlink.

Offer Details (7

To make changes to the offer letter, click the Edit

IIV\ewAH First ‘4" 10f1 ‘B Last

Job Opening 14598
Position Number 00002035 Professor

TOTesS0r - Penorming Afs SINess uni

Job Code UG7600 Professor Start Date’ 015

Hiring Manager 033045 Joshua Brown Offer Expiration Date 11/24/207

Recruiter 033045 Joshua Brown Applicant Type External Applicant

Status 005 Draft Registered Online Yes
Reason Preferred Contact Not Specified

Created By Kelly C Burgess MNotify Applicant

Tiger Talent

Save as Draft
(& Submit for Approval
[Z]Post

B Add Revised Offer

[y Delete Offer
&P Edit Offer

Office of Human Resources 12/12/2015

Page 3 of 9



Quick Reference:

Offer Letter Process

CLEMSON

HUMAN RESOURCES

Prepare Job Offer
gaRetum mRE:mi\ln;H:"‘.é

Posting Tithe Sh

Job Opening Statu:
Job Tith

Applicant Nams

Job Opening 14511
Position Number
Job Code
Hiring Manager
Recruiter ¢
Status 006 Pending Approval

Reason

Created By Joshua Brawn

Tiger Talent

Job Offer Components

Job Opening ID 14511
Business Unit
Position Number
Applicant ID 16

Business Unit Cl
Offer Date 10/26/2015

Start Date W

*Offer Expiration Date 10

Apphicant Type E

Registered Online Yes
Preferred Contact Not Specified

Notify Applicant

Offer Letter (2

Letter Staff- 30+ H

Currency Frequency
Generale Letter
uso v Annual . |
Offer Attachments (7
Mo attachments have been added to this offer
Add Applicant Aftachment
Maximum
34426973

“Component “Offer Amount e
Base Salary v (¥
Add Offer Component
Recommended Salary Range 7
Minimum Midpoint
Hourty 13607212 265171
Daly 1 2
Monthly 5
oo B5155
testfor Susanna

®

STEP 7
Click Generate Letter to generate
an offer letter for approval. This will
create a letter using the Clemson
templates.

OR
Click Upload Letter to upload a
custom letter.

Date Printed W

Upload Lefter

Add Organizational Altachment

Important Information: If you chose to generate a letter using Clemson templates, a window will open

displaying the generated offer letter. Verify the content of the offer letter, including the candidate’s name, position
title, department, division, supervisor, work hours, start date, full- or part-time status and FLSA status. Also verify
the starting salary and the offer expiration date.

If the generated offer letter does not automatically open, you may need to change your browser setting to allow
pop-ups. As an alternative, if the generated letter does not pop up, you can click the Offer Letter link in the Offer

Attachment section.

Office of Human Resources

12/12/2015
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STEP 8

and spell
title).

November 11, 2015

33055 SeacrestBlvd
Boynton Beach,FlL. 33435

Edit the letter as needed (e.qg.,
enter the full department name,
change any ampersands to “and”

out the supervisor’s full

Remove all highlighting.

It is with great pleasure that I extend to you this offer of employment at Clemson University, one
of the finest public research universities in the nation. Because of its commitment to excellence in
teaching, research and public service, Clemson was recently ranked 21t on U.5. Mews and World
Report’s list of top public universities. We at Clemson appreciate th role our employees play in this
distinction, and we look forward to your joining the Clemson Family. We are confident you will help
maintain the high standards of the University.

Position Overview

On behalf of the University, I am pleased to offer you the position of Bfofessor in thr.
within b In this position you will report to
. Your normal work hours will be 8am — 4:30pm, Monday through Friday. Your
startdate is . Thisis a position and is -’under the requirements

of the Fair Labor Standards Act (FLSA).

=

" Save as Adobe PDF

(L7 Open

Cd Close

Recent

New

Print

Save & Send

Help

:] Options

STEP 9

oshua Toney - Offer Letter.tf [Compatibility &

View MathType Developer DYMO

To save the letter as a PDF
document, click File then
click Save As.

November 20, 2015

153 Civic CenterBlvd Apt 193
Anderson,SC 29625-1759

Dear MEGSRUSTOREY:

Organize —

Mew folder

(W] Picrosoft Word

STEP 10

Marme Date modified

| Templates

i Faworites
E® Creative Cloud F

] Joshua Teney - Offer Letter.rtf

11/20,2015 9:00 AM

Choose .PDF in the
Save as Type field.
Enter the file name.

Bl Desktop
& Downloads

4 Libraries
5] Decuments

! Music

=] Pictures

B videos

8 Computer
&L, OSDisk [C:)

i Metwork

Rermowable Di

File name

Save as type:

Click Save.

Word Document (*.docxd
Word Macro-Enabled Document (“.docm

‘Word 97-2002 Document (“.doc)

Word Template (*.dobd
Word Macro-Enabled Template

TIP

XPS Decument (~.xps)
Single File Web Page_ g

‘orks 6 - 9 Document (*.wps)
Rich Text Format (*.rtf)

Save the letter as a PDF document to your
desktop using the following naming
convention: candidate’s name - offer letter.

Office of Human Resources

12/12/2015
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|Prepare Job Offer

Personalize
STEP 11A i . Job Opening ID 14598
Prior to uploading your revised offer letter, Business Unit CLUSN
- . . Position Number Professor
click Save as Draft then click Edit Offer. Applicant ID 168377
—
B o T 5 Find | ViewAll  First (4 10f1 ) Last

iness Unit CLMSN I§) save as Draft

STEP 11B

Dlete the original generated letter by éizztm e
clicking the corresponding trash can icon. “#:Unpost

u u oaor Applicant Type External Applicant @,Add Revised Offer

Status 005 Draft istered Online Yes Efy Delete Offer

P EditOffer

STEP 11C
Click Upload Letter to upload the revised
offer letter.
TComponent “Oiter Rmaunt -

Mode

ntact NotSpecified

ofify Applicant

Offer Letter (2

Date Printed 11/05/2015 [

Generate Letter Upload Letter Email Applicant

= L P L == nnual - m

STEP 11D Attachments (7
Click Add Applicant Attachment to add Type Description Details

. .. t ) 10f1 &) Last '
attachments (e.g., position description, wm Offer Letter 2015-11-05-13.26.00.0000001.. &) fi
tlme-“mlted aCknOWIedgement’ etC.). Add Applicant Attachment Add Organizational Attachment

| Prepare Job Offer
Personalize
STEP 12 Job Opening ID 14588
Click the Submit for Approval hyperlink to poiuEmess Ui S
begin the approval process. (This action Appicantin 168377
sends the offer letter to the hiring S (e s e RN
- .. b | save as Draft
manager! bUdQEt Ofﬂcer! hlrlng manager S Offer Date |11/04/2015 #£ Suomit for Approval
supervisor and next level supervisor for Start Date [2)Post
approval prior to its being sent to “Offer Expration Date 11992075 |3 “riungest
C|aSSIfIC8.tI0n and Compensatlon for a Applicant Type External Applicant @Add Revised Offer
. Registered Online Yes %Delele Offer
Salary reVIeW) Preferred Contact Mot Specified 7 Edit Offer
Cleateu by JUsepi oniie Notify Applicant
Tiger Talent
BT Mess Devel A . . .
SR Meshe | Dovehed The HR partner will receive email = ~p-T——
. . _ ] in [ §]
Gonore X L8 £ notifications as approvals are completed. [ Y a?) B |
D Related
&Junk' L t Reply Reply Fonwvaes - - = - — _ ICategorize Follow = Translate Zoom
All e A 3 ki ki : rd CE\AMUONS T T Unread - up~ v W Select~
Delete Respond Quick Steps “ o Hlowe Tags % Editing Zoom
From: hrjob @demson. edu = f \_I )
To: Michael Carr AN
Ce e
Subject: Applicant (L68397) Test Attachments has had a status change to 020 Acce_lpl_:- # &

This e-mail is to inform you that applicant (168397) Test Attachments has had & Sthtus change to 020 Accept for job opening (100067) Assistant Professor in recruitment area 6.
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Quick Reference: CLEMSON

Offer Letter Process

Posting an Offer Letter

Important Information: Once the offer letter has been fully approved, you will receive email notification
that the background check has cleared and the offer letter can be posted for the applicant to view.

STEP 1
Sign In to PeopleSoft

using your Clemson User
ID and Password.

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

3 Self Senice

] rv1anagerSeIfSen.'ice\ v T I
[ 0 F 1 Administration

83 workforce Administrati %Recruiting Home

1 Benefits Browse Job Openings

3 Payroll for North Amerig £ searcn Job Openings

00 Workforce Developmen 5l create Job Opening

3 Organizational Develap| = inteniew Calendar

3 set Up HCM D Pending Appravals

31 Enterprise Components 4 (

049 worklist 4

3 Reporting Tools »

3 PeopleTools »

E  employee Self Sve Quick Links al

D My Personalizations

B wyDictionary a
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Quick Reference:
Offer Letter Process

STEP 3

CLEMSON

HUMAN RESOURCES

leria i

Select the appropriate status
from the drop-down menu.

Job Posting Title

Job Opening 1D
OR %Slaglus Interviews
If you have the job opening ID, Category

enter it in the Job Opening 1D Mest Becent Actvity

Job Opening Type
field and clear the Status field. Hot Job
My Association
Hiring Manager

Click Search.

Recruiter

Position Number

Created By
Business Unit
\ Department

Recruitment Contact

Search Clear

P REDP

Search Job Openings
£} Recruiting Home | (5)Browse Job Openings | & Create Job Opening | [55Search Job Postings
Search Criteria (7
1 Results Found
Search Results |2

Select Job Opening Type Category Recruiting Location

a

STEP 4 —
Select the job posting title
to access the job opening.

Personalize | Find | View All | 7] E First ‘4' 10f1 ‘&' Last

Target Available Total
Openings Openings Applicants

14598 Offer Standard Requisition :: Brooks Center Performing Arts 2 2

Hot Job Created

4 11/04/2015

Manage Job Opening

goReturn | ¢ffRecruiting Home | &5 Search Job Openings | & Create New | EEClone | <, Refresh | [Z3Add Note | {T)No Category | ¢ Print Job Opening
Status 070 O
Business Unit CLMSE
Department 052
Job Family FAC

Job Opening I 145
Job Posting Tite P
Job Code U
Position Number 0

Applicants Applicant Screening Activily & Altachments Deatails

STEP 5

Find the name of the
applicant to whom you wish
to extend the job offer.
Click Other Actions.

An Applied Route nterdew Offer Hire 1old 1 H
" x o s i Select Recruiting Actions
Applicants. (2 resenatize | Fina[view st 21 5 e« | @nd then select Prepare
Selest Applicant Name Applicant ID Type Dispasition Application interest Interview Job Offer
Laurie Wood 168389 External Accepted ]  Other AROnE
Mrs. Arts 168377 External Offer ] = Other Adtions:
David Hartmann 168381 Extamal Offer g « Other Actions: -
Mr. Parks 168378 Exemal Mgr Review im] 15 = Other RecrumngA jons * Frepare Job Offer
Seloct Al Desalect 41l ~ Group Actions Applicant Actions Edit Application Details
gaRetum | ¢§Recuiing Home | &b Search Job Openings | &8 Craate New | BHClone | #, Refrash | (3 4cd tots | ["JNo Category | & Print Job Opening Edit Disposition

STEP 6

Offer Details (7 5 .
offer Detaiis || Approvais Check the Notify Applicant
Job Opening 14511 Student Se bOX and CIICk POSt (ThIS
Position Number 00000614 swaentsel  action will post the offer in
Job Code CB7500 Student Se Peoplesoft and notify the
Hiring Manager 063843 Michael Caf I t
Recruiter 033045 Joshua Brg app |Can ) t Type®
Status 010 Extend REGISTerea Online
Reason Preferred Contact
Created By Joshua Brown

Find | Wiew All First

Save as Draft

10/31/2015

xternal Applicant

ecified

Notify Applicant

(=] Submit

[£] Post

i* Unpost
[& Add Revised Offer

[Efj Delete Offer
&P Edit Offer

is sent to the candidate.

Important Information: In the next step, you will have a final opportunity to review before the offer letter

Office of Human Resources 12/12/2015
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Quick Reference:
Offer Letter Process

CLEMSON

HUMAN RESOURCES

Important Information: Review the offer details on the Post Online Job Offer page to ensure the position
information, the job offer components (including the base salary and the attachments) are accurate. Ensure
the approved position description is attached if making an offer for a staff position.

Post Online Job Offer

Review and Submit posting for this online job offer if the infor]
the offer page and edit the offer.

Offer Details

Applicant Name Renna Red
Applicant ID 168384
Job Opening 100012

Position Number 00001516

UGT7E00

111112015

12/03/2015

Job Code
Offer Date
Start Date

1162015
010 Extend

Offer Expiration Date
Status

STEP 7

Check the Action Required box for any
attachment on which the candidate will need
to take action. (This notifies the candidate
that the attachment must be completed and
returned.)

Verify the descriptions of the attachments.
(The descriptions act as the titles the
candidate will see.)

Click Submit to post the offer. (You will
receive a message confirming that the offer
has been posted.)

Reason

Job Offer Components

Supplemental Pay
Attachments

Type
Attachment
Position Description

Submit Cancel

Component Amount ayment Mode Frequency
Base Salary 100000 Annual
Relocation 0.005F Cash One-Time

10.005F Cash

Details

2015-11-11-16.02.55.0000001...

Position_Description.bd

usD nnual

n Required

Important Information:

Once the candidate has accepted the offer via PeopleSoft, the hire entry can be

completed. Please see the Hire Transactions user guide for more information.

Office of Human Resources
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Quick Reference: CLEMSON

Accepting an Employment Offer FUMAN RESOURCES

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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Quick Reference:
Accepting an Employment Offer

CLEMSON

HUMAN RESOURCES

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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Quick Reference:

CLEMSON

Accepting an Employment Offer FUMAN RESOURCES

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



Quick Reference:

Accepting an Employment Offer

CLEMSON

HUMAN RESOURCES

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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Quick Reference:

Approving an Offer Letter

CLEMSON

HUMAN RESOURCES

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



Quick Reference:
Approving an Offer Letter

CLEMSON

HUMAN RESOURCES

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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CLEMSON

HUMAN RESOURCES

PeopleSoft:

Hire Transactions




CLEMSON

HUMAN RESOURCES

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




CLEMSON

HUMAN RESOURCES

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.
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CLEMSON

HUMAN RESOURCES

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.
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CLEMSON

HUMAN RESOURCES

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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CLEMSON

HUMAN RESOURCES

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




CLEMSON
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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
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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 -

Processing a Hire Transaction: Revised 12/09/2015 Page 10 of 49
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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

Processing a Hire Transaction: Revised 12/09/2015 Page 11 of 49
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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

Processing a Hire Transaction: Revised 12/09/2015
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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
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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
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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
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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

into PeopleSoft will notify the Onboarding manager to start the
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Profile Management is an application of PeopleSoft where approved position descriptions are housed.
This document details instructions for accessing a position description (PD) and creating an editable
version that will allow you to make changes.

Step 1: Log into PeopleSoft and select Main Menu, Workforce Administration, Profile Management, Profiles and Non-
person Profiles.

Search Menu:

Self Senice

Manager Self Service

Recruiting

|sh button.

Workforce Administration

* v v w v 4

Benefits

[N

Payroll for Morth America

Mon-person Profiles ‘I

Waorkforce Developme Praofile Management

Organizational Development
SetUp HCM

Enterprise Components
Worklist

Reporting Tools

* v ¥ v v ¥

FPeopleTools

My Personalizations

MMDDDDDDADDDD ]

My Dictionary

Profile Management: Revised 11/04/2015 Page 2 of 6
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Select a Profile

Step 1: Enter the Profile ID (position number) into the Profile ID box under Basic Search Criteria.
Step 2: Click Search to access the profile.

Mon-person Profiles

Select a Profile
Toview a Profile, enter your search criteria and select the "Search”™ push button.

Basic Search Criteria

Type Position Profile -

m— Profile ID Q

Profile Name
Status -
Legacy Profile ID

—'!’ Search Clear Advanced Search

Add a Profile

Step 3: To view the Non-person Profile, select the position title of the profile you want to view.

Profile Search Results Personalize | Find | View All | 2] B Frst @ 1900 ) Last
Profile ID Profile Type Profile Name Legacy Profile 1D
00001250 Position Profile Human Resources Mar |l-AAH Active
00001251 Position Profile AccntfFiscal Analyst I Active
00001252 Position Profile Accnt/Fiscal Analyst Il Active
00001253 Position Profile Administrative Assistant Active
00001255 Position Profile Student Services Mgr | Active
00001256 Position Profile Administrative Assistant Active
0ooo1257 Position Profile Administrative Coord |- AAH Active
00001258 Position Profile AccntfFiscal Analyst I Active
00001259 Position Profile é Info Resource Consult Il Active
Select Al Deselect Al

Profile Management: Revised 11/04/2015 Page 3 of 6
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Print or Save the Document
Step 1: Click Print to display the position description. Once the PD is displayed, you can print and/or save the document.

Non-person Profile

Profile ID 00000060
Profile Type POSITION Position Profile

Profile Status Active
Description Administrative Assistant

Short Description
ﬁg Print = Comments Profile Actions [Select Action] @

Job Summary Job Duties Reqguirements Responsibilities Physicalorking Conditions Competencies

Job Summary Personalize | Find | View All | 2| = First ‘&' 10f1 '}/ Last
1] Job Summary Job Summary

Serves as the first point of contact for customer service for the Extension
Service Center. Provides business and personnel support for staff at the

SUMMARY_010 Job Summary county location. Greets and assists customers. Forwards financial
information, deposits and other fiscal documents to the appropriate
Budget Center. Performs other duties as assigned.

Add New Job Summary

Tiger Talent Request ID

There are currently no Tiger Talent Request 1D for this profile. Please add one if required.

Profile Identities

Add Profile |dentity

7]

Step 2: To print or save the PD, click File, then select Print to print the document or “Save as” to save the document to a
file.

éﬂuﬁmhﬂm — Cirs T

e CLEMSON

é’h U N I VERS I TY
- Position Number: 00001259

Current Position Information

Profile Management: Revised 11/04/2015 Page 4 of 6




CLEMSON

HUMAN RESOURCES

Create an Editable Document

Step 1: Right click on the document and select “Open with.”
Step 2: Choose Adobe Acrobat Pro or Acrobat DC to open the document.

Open with Adobe Acrobat DC
Print

Edit with Adobe Acrobat

Combine files in Acrobat...

Movell Copy...

Open with Adobe Acrobat DC

Share with Adobe Acrobat Reader DC

WinRAR Photoshop Elements 12 Editor

Restore previous versions Choose default program...
Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

Step 3: Once the document opens, click File then select “Properties” from the drop down box. This will
allow you to change the security and create an editable document.

%Ed\t View Window Help

B Open... Ctrl+0

f‘é Create 3

Save Ctrl+S
Save As.. Shift+Ctrl+5
Save as Other 3
Export To 3
Send File 3
Revert
Close Ctrl+W

é Properties... Ctrl+D

= Print.. Crl+p

1 C\A\Mrs. Arts CV_Template_Sample.pdf

2 C\Users\kcburge\..\instructions(2).pdf

3 Ci..\Truescreen_Direct...ng_Requests(2).pdf
4 C:.\Accessing the Pos...iptions Folder.pdf

5 C\Users\kcburge\,...\pay604cu_799350.PDF

View All Recent Files...

Exit Ctrl+Q

Profile Management: Revised 11/04/2015 Page 5 of 6
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Step 4: Change the Security Method to “No Security” and click “OK.” When the warning box appears,
click “OK.”

Additional Information: The document is now editable.

Document Properties E3

Desuipt\on| Security ‘ Fonts IInitiaIV\awI Custom | Advanced

Document Security

The document's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to Mo Security,

Security Method: | No Security ~| [ change settings.. |

Can be Opened by:  Acrobat 7.0 and later Show Details...

Automatic saving of changes has been disabled for this document because the security settings
have been madified. You must save the document in order to re-enable automatic saving of
changes.

Adobe Acrobat ﬁ
Docui
Are you sure you want to remove security from this document?

A
w— (] [ ]

Page Extraction:  Allowed

Con||

Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

Next steps: To update the PD version currently in Profile Management, you will need to obtain the
required approvals then process your edited PD through the documented Classification and Compensation
procedure.

Profile Management: Revised 11/04/2015 Page 6 of 6
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Profile Management HUMAN RESOURCES

Retrieving Position Descriptions

STEP 1

Sign In to PeopleSoft

OoOrACLe" : using your Clemson user
- ID and password.

User ID
Password
Sclect a Language

B Enable Accesgilility Mode

Copyright @ 2000, 2014, Oracle andfor its affiliates. All rights reserved

STEP 2

Navigate to Workforce Development >

Search Menu: Profile Management> Profiles > Non-
@ Person Profiles.

) |
Self Senice

Manager Self Service

Recruiting sh button.

Workforce Administration

Benefits

Payroll for North America b M | D . p—
on-person Profiles

WorkrorceDevelopmer{ 03 Profile Management |r‘—-l Profiles

* v v w v 4

Organizational Development
SetUp HCM

Enterprise Components
Worklist

-

Reporting Tools

* v ¥ v v ¥

FPeopleTools

My Personalizations

DDDDDDDDADDDD

My Dictionary

Office of Human Resources 12/12/2015 Page 1 of 5
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Profile Management HUMAN RESOURCES

STEP 3

Enter the Profile ID (position
number), including the leading
zeros (e.g., 00001259).

Mon-person Profiles

Select a Profile
Toview a Profile, enter yo

Basic Search Criteria
Type Positi ofile -
Profile ID Q,
Profile Name
Status -
Legacy Profile 1D

Search Clear Advance dSaassh
STEP 4
Add a Profile Click Search to locate the

position description (PD).

STEP 5
Select the position title next
to the appropriate Profile ID

Profile Search Results Psl (position number). -9of9 '} Last
Profile ID Profile Type Profile Name Legacy Profile 1D
00001250 Position Profile Human Resources Mar lI-AAH Active
00001251 Position Profile Accnt/Fiscal Analyst 11 Active
00001252 Position Profile AccntFiscal Analys Active
00001253 Position Profile Administrative Assistant Active
00001255 Position Profile Student Services Mar| Active
00001256 Position Profile Administrative Assistant Active
00001257 Position Profile Administrative Coord |- AAH Active
00001258 Position Profile AccntfFiscal Analyst Il Active
00001259 Position Profile Info Resource Consult |1 Active
Select Al Deselect All

Office of Human Resources 12/12/2015 Page 2 of 5
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Profile Management HUMAN RESOURCES

STEP 6
Click Print to display the PD.

Non-person Profile

Profile ID 00000060

Profile Type POSITION Position Profile
Profile Status Active
Description Administrative Asgi

Short Description

Profile Actions [Select Action] »

Job Summary Job Duties Reqguirements Responsibilities Physicalorking Conditions Competencies

Job Summary Personalize | Find | View All | 2| = First ‘&' 10f1 '}/ Last
(o] Job Summary Job Summary

Serves as the first point of contact for customer service for the Extension
Service Center. Provides business and personnel support for staff at the

SUMMARY_010 Job Summary county location. Greets and assists customers. Forwards financial
information, deposits and other fiscal documents to the appropriate
Budget Center. Performs other duties as assigned.

Add New Job Summary

Tiger Talent Request ID

There are currently no Tiger Talent Request 1D for this profile. Please add one if required.

Profile Identities

Add Profile |dentity

7]
(1]
@

Important Information: If the position description does not appear after you hit Print, you may
need to turn off your browser pop-up blocker.

STEP 7
New b CuteT Select File then “Save as” from
S o the drop-down box to save the
e PD as a file or to your desktop.

Open..

Edit with Photosk@p El r

Save as... Ctrl+S
Close tab Ctrl+W
Page setup...

Print.. Curi+P V E R S I T Y

Send 4
Import and export...

Properties

Position Number: 00001259

Current Position Information

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



Quick Reference:
Profile Management

CLEMSON

HUMAN RESOURCES

Creating Editable Position Descriptions

STEP 1
Right Click on the PD and
choose “Open with.”

Open with Adobe Acrobat DC
Print

Edit with Adobe Acrobat

Combine files in Acrobat...

Movell Copy...

Open with

Share with
WinRAR

Restore previous versions
Send to
Cut
Copy

Create shortcut
Delete

Rename

Properties

b e
Adobe Acrobat DC
Adobe Acrobat Reader DC
Photoshop Elements 12 Editor

Choose default program...

STEP 2
Choose Adobe Acrobat Pro or
Adobe Acrobat DC to open the PD.

The PD will open when you click Adobe Acrobat Pro or Adobe Acrobat DC.

Window Help

B Open..

f‘é Create

Save

Save As...

Save as Other

STEP 3

Select File.

Select “Properties” from the
drop-down box to change the
security.

Export To
Send File

Revert

Close
Properties...

E Print...

1 C\GA\Mrs, Arts CV_Template_Sample.pdf
2 C\Users\kcburge\..\instructions(2).pdf

4 Ci..\Accessing the Pos..iptions Folder.pdf

View All Recent Files...

Exit

3 Ci..\Truescreen_Direct..ng_Requests(2).pdf

5 C\Users\kcburge\...\pay604cu_799350.PDF

3

3

Ctrl+W
Ctrl+D

Ctrl+P

Ctrl+Q

Office of Human Resources 12/12/2015
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Document Properties STEP 5

Dsmplmn| Security ‘Funts I]l\lllalVIEWI CuslumlAdvanced Change the SeCU rity MethOd
Document Security to “NO Securlty 4]

The d t's S Method restricts what can be d d it T .

et csors, et e Sacury Mthod 1o No Secarsy a1 Click OK.

Security Method: | No Security v]

Can be Opened by:  Acrobat 7.0 and later Show Details...

Autgmatic saving of changes has been disabled for this document because the security settings

een medified, You must save the document in order to re-enable automatic saving of

STEP 4 -
Click OK when the warning == =w
box appears.

Are you sure you want to remove security from this document?

Page Extraction:

Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

Eancel

The PD is now editable.

File Edit View Window Help

@ E Sign In

Home Tools Joshua Toney - Off...

Q kearch Toals...

ﬁ Create PDF

) 52 EditPoF
Create & Edit
[ ExportPOF

m

X .

Create PDF Combine Files Organize Pages Edit PDF Export PDF Enhance Scans D Organize Pages

Open | = Add |+ Open | v Open | = Open | = Open | = la; Enhance Scans
b e PSS

Next steps: To update the PD version currently in Profile Management, you will need to obtain the
required approvals then process your edited PD through the documented Classification and
Compensation procedure.

Office of Human Resources 12/12/2015 Page 5 of 5
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STEP 1
Sign In to PeopleSoft

using your Clemson user
ID and password.

User ID
Password
Sclect a Language

B Enable Accesgillility Mode

Copyright ® 2000, 2014, Oracle and/for its affiliates. All rights reserved

STEP 2
Search Menu: .
® Navigate to Workforce
. Administration > Job

Self Service y Information > Job Data.
Manager Self Service 4
Recruiting B list of all values.
Workforce Admin O  cu Reports/Pracesses ’

Personal Informa L4

=

=

&=

&=

(3 Benefits

€3 Payroll for North Ameri Job Information Review Job Information 4
3 Workforce Developmen 03 Smart HR Template Job Data

4 (Organizational Development 4 D Add Employment Instance

09 set Up HCM b D Add Contingent Worker Instance
i) Enterprize Components L4 D Current Job

O worklist L4

= Reporiing Tools »

0 PeopleTools b

D My Personalizations

D My Dictionary

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



Quick Reference:

Documenting Tenure or Review
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Work Location 2
*Effective Date |03/01/2015 5]
Effective Sequence 0
HR Status Active
Dol Satue bt

STEP 3
Click the plus icon to add a row.
Enter the effective date.

Find I of 1 @b | ast
Go To Row [+][=]

*Actign Enter Review Rating

nter Review Rating

Primary Job

STEP 4

Po

-
-

-

Current m

Select the appropriate Action
and Reason codes from the
drop-down boxes. (See
Action/Reason information

Posit§

below.)

Reg1

Nty

Business Unit CLMSN
Department 5906
Department Entry Date 03/12/2004

Location FMOO01
Establishment ID' 0001 Q

Last Start Date
Expected Job End Date &)

Last Updated By Teresa A Blanding

Job Data Employment Data

Earnings Distribution

CLMSN

Univ Facilities Maintenance Sv

STEP 5

FMO

Clemson University

Select the CU Review/Tenure Status
link to enter the review rating or the
tenure information.

Last Update Date/Time 02/18/2015

Benefits Program Participation

1:44:26FM ¢

CU Review/Tenure Status

Action/Reason Information:

Reason: Enter Review Rating.

Enter Review.

To enter a review rating during the Universal Review period, choose Action: Enter Review Rating and

To enter a late review, choose Action: Enter Review Rating and Reason: Enter Late Review Rating.
To enter a Tenure Status Change, choose Action: Data Change and Reason: Tenure Change.

To enter a Penultimate/Post-Tenure Review Date Change, choose Action: Data Change and Reason:

To enter a correction to the Faculty Rank, choose Action: Data Change and Reason: Tenure Change.

(NOTE: Faculty Rank Promotion must be processed through Classification and Compensation.)

Office of Human Resources

12/12/2015

Page 2 of 3
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— STEP 6A

CLEMSON

HUMAN RESOURCES

Review Rating:

W Empl ID 000001

e Enter or select the requested information Empl Red # 1
in the CU Review Rating Section.

- Find
Click SAVE.
Sequence
CU Review Rating
Rating Model cgp Review Rating Q Review Date [E] Next Review Date

CU Tenure Status / Data

Clemson Faculty Rank Date EH Penultim enure Review Date 5]

First ‘4’ 10of1 /! Last

STEP 6B
Tenure Information:

Clemson Faculty Rank Enter OI’ Se|eCt the
ronure status[ ] Longerity vear requested information
in the CU Tenure Status
Clemson Tenure date E] / Date SeCtlon
Click SAVE.
Job Data Employment Data Eamings Distribution Benefits Program Participation mmmr—

Office of Human Resources 12/12/2015
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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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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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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
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CLEMSON
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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

12/12/2015 Page 4 of 5
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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
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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
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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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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
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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
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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



Quick Reference:

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: 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



Frequently Asked Questions (FAQs) for CLEMSON

Hiring Managers HUMAN RESOURCES

General Questions

Why is the University upgrading to PeopleSoft 9.2 and adopting a new hiring
system called Tiger Talent?

The University is upgrading both its hiring process and CUBS-HR to better align with the
University’s strategic 2020 goals.

CUBS-HR is being upgraded to the most current version of PeopleSoft so the University will
be able to provide the following:

e Advanced information security

e Additional functionality, including paycheck modeling, employee profiles and a
user-friendly experience for applicants

e Advanced support for continuous improvement efforts, including system updates to
critical areas such as payroll taxes

e A reduction of downtime for servicing the system

Hiring process changes were in response to the needs of hiring managers and OHR
liaisons. Prior to the upgrade, the hiring process was not well-defined, lacked visibility and
was overly drawn out. Tiger Talent addresses these concerns. During the pilot phase of
Tiger Talent, pilot groups realized a 75.5 percent reduction in lead times for requests to hire
and a 71.4 percent increase in requests to hire processed without any interruptions in the
process.

Is there a period of time during which | should avoid entering transactions in the
system? When is that?

Yes. You will be unable to complete any transactions during the upgrade. There will be view
only access to PeopleSoft 9.0 until PeopleSoft 9.2 goes live. If necessary, you can enter
your transaction retroactively after PeopleSoft 9.2 goes LIVE to establish effective dates
between December 10" and December 14,

After the upgrade to PeopleSoft 9.2, how do | enter a transaction that has an
effective date prior to the upgrade?

This situation is rare, so please work with your HR partner and database expert; they will
provide guidance based on the specific situation.

Will my queries be available in the new PeopleSoft system?

If you ran a PeopleSoft query in the past 12 months, that query will be moved to your
upgraded version of PeopleSoft.

Tiger Talent Questions

I keep hearing about the request phase. What exactly is that?

The Office of Human Resources, revised 12/7/2015 Page 10f7



Frequently Asked Questions (FAQs) for CLEMSON

Hiring Managers HUMAN RESOURCES

The request phase was formerly known as the pre-hire phase. It is the first phase of the
hiring process and includes the following actions: assessing the need for the position,
submitting the request to recruit form, and acquiring required approvals.

What if 1 need help when | am inside Tiger Talent?
Training documents and FAQs are located under the help tab if you need help.
Who will enter the information into Tiger Talent to start a request to recruit?

A request to recruit will be initiated by a hiring manager, an HR partner or another
employee who has been properly trained on Tiger Talent.

How will 1 submit a Request to Recruit after the upgrade to PeopleSoft 9.27?

Submissions for recruiting requests will be conducted in Tiger Talent. Tiger Talent training
will be provided. Also, your HR partner is a further resource. After December 10, 2015,
supplemental training resources will be available on line.

How do | waive posting a position?

To waive posting any type of position, log in to Tiger Talent. Once you are in the Request
Phase of Tiger Talent, you will need to start the request by selecting Waiver of Posting.
Waivers of posting are approved in the Office of Human Resources via Tiger Talent. There is
no need for you to contact Access & Equity.

Can I view the commitment form in Tiger Talent?

Yes. Users will be able to view commitment data in Tiger Talent’s summary. There is not a
query option however.

Can vice presidents and others access Tiger Talent too?
Yes. Vice presidents and others have access to worklists, so they can view requests.
How will 1 know the status of the transaction in Tiger Talent?

You will be able to see all transactions for your area in Tiger Talent. Log in to Tiger Talent
and click View Summary.

Do intermittent faculty have to have a commitment form if they are being waived
into a position?

Yes. All faculty hires, regardless of type, are required to have a commitment form.

Where do I find the cost and what is included in each of the advertising packages
in Tiger Talent?

If you click the question mark, you can access the entire Recruitment Advertising Guide and
explore both pricing and what is included in each advertising package.

Is a compensation market analysis done for every position that is recruited?
Yes. A market analysis is required for all positions requested via Tiger Talent.
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Can | enter the maximum budgeted amount instead of the top of the state pay
band when | create a new hire request?

Yes. You can enter the maximum budgeted amount.
Approvals Questions

Who will approve transactions in Tiger Talent, and will 1 have the ability to add
approvers?

Staff Hires: For each request to recruit, there will be two levels of approval in your division.
These will be 1) the hiring manager’s supervisor and 2) that supervisor’s supervisor.
Approvers cannot be added to Tiger Talent for any staff hire, so it is important that the
hiring manager of record establish defaulted approvers (hiring manager’s supervisor and
supervisor’s supervisor) who represent the true levels of authority listed on the area’s
organizational chart.

Faculty Hires: For each request to recruit, there will be two automatic levels of approvals.
These will be the hiring manager and the business manager. Additionally, the submitter can
add as many as five ad hoc approvers when the request to recruit is created. Thus, a total
of seven approvers is possible. Note: The overall speed to post a position is slowed with
each additional approver.

Why is it advised that the fewest number of approvers be used for submitting a
request for hire?

Major improvements realized by the upgrade are a 75.5 percent reduction in lead time for
requests to hire and a 71.4 percent increase in requests to hire processed without any
interruptions in the process. Reducing the number of approvers was a key factor in these
improvements. With each additional approver, the request to hire is slowed. Therefore, it is
recommended you keep the number of final approvers as low as the situation warrants.

When establishing the two levels of approvers, how important is listing the correct
hiring manager?

Listing the correct hiring manager is very important. Based on a properly listed hiring
manager, the system automatically pulls information on authority levels from organizational
charts and populates the request with the hiring manager’s supervisor and the supervisor of
the supervisor. Therefore, these two positions are listed as approvers automatically.
Consequently, if the hiring manager is not the supervisor of the requested new hire, the
system will populate the request with the wrong approvers.

Does the provost need to approve TGP, TLP, temporary or intermittent positions?

All temporary positions (i.e., INT, TMP, TLP, TGP) are approved at the dean’s level. There
are two exceptions to this rule: 1) if the temporary position has a provost commitment and
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2) if the temporary position is at a salary level that requires the approval of the Board of
Trustees.

Recruitment Questions

Will I be able to view previous job requisitions after the upgrade to PeopleSoft
9.2?

Yes. After the upgrade to PeopleSoft 9.2, you will be able to access previous searches,
postings, etc.

How should I contact an applicant to set up an interview schedule?

Applicants should be contacted by phone or email to schedule an interview prior to
scheduling in PeopleSoft, which should be done only to confirm agreed upon times and
locations for scheduled interviews.

Am | obligated to interview someone if SkillSurvey returns a bad review from one
or more of the references?

If the bad review is in reference to a strong candidate, you are encouraged, but not
obligated, to interview the candidate and ask specific questions related to that reference,
offering an opportunity to explain.

What must be done for those who don’t have access to computers?

Please provide assistance with the application and offer letter acceptance process to those
without computer access. As an alternative, you can direct individuals requiring assistance
to the Office of Human Resources, which is located in the Administrative Services Building.

What messages can applicants expect during the application process?
An applicant can expect the following communications during the application process:

e Confirmation that the application was received (submitted)

¢ Notification that the application was forwarded to the manager for review, if
applicable

o Notification that the applicant has been selected/scheduled for interview, if
applicable

¢ Notification that the candidate has a job offer pending, if applicable

o Confirmation of the candidate’s acceptance/rejection of the job offer, if
applicable

e Notification, after the position is filled, that the candidate was not selected for the

job, if applicable

What communications does an applicant receive during the interview process?

Applicants chosen for interviews are notified of their scheduled interview appointment and
will be sent an electronic meeting invitation that can be loaded to a calendar.
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If we choose to interview a candidate who has applied for other Clemson
University positions with the same job title and a SkillSurvey has already been
completed for the person, do we need to request another survey?

Candidates need to be informed of the need to have references completed. If a candidate’s
references are relatively new and for the same job, they may be used again. Candidates
may choose to update their references or choose different references based on the job for
which they are applying. If a candidate would like to use the same SkillSurvey reference
set, the candidate should convey that information to the hiring manager.

Hiring Questions

A hiring decision has been made for a current opening. How do | complete a
‘request a hire’ before the upgrade? How do | complete a ‘request a hire’ after the
upgrade?

After the upgrade, the request a hire process and offer letters will be created and approved
in PeopleSoft 9.2.

Is there a period of time during which 1 should avoid entering transactions in the
system? When is that?

Yes. You will be unable to complete any transactions during the upgrade. There will be view
only access to PeopleSoft 9.0 until PeopleSoft 9.2 goes live. If necessary, you can enter
your transaction retroactively after PeopleSoft 9.2 goes LIVE to establish effective dates
between December 10" and December 14,

Can offer letters be created, approved and accepted right inside PeopleSoft 9.27?

Yes. All of these processes are built in to the system and are ready to use. PeopleSoft 9.2
has system-generated offer letters for every type of employee hired at Clemson University.
HR partners will be instrumental in preparing offer letters. Standardizing the work has the
advantage of reducing time and providing an institutional quality check.

Can an offer letter be created on a college’s/department’s letterhead?

Yes. The system-generated offer letter can be downloaded, printed on your letterhead, and
then uploaded into PeopleSoft 9.2 so that the candidate can accept the offer via the system.

Will there be changes to how we handle the non-tenure form, the tenure
agreement form or the granting of tenure form after the upgrade?

No. There will be no changes to how the non-tenure form, the tenure agreement form or the
granting of tenure form is processed after this upgrade.

Will the process for tracking ACA override types change?

Yes. HR partners will now enter override types directly into the ACA field in CUBS.
Consequently, the process of creating spreadsheets and delivering them to others in OHR
will be discontinued.
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Will monthly spreadsheets still be sent for ACA types?

No. The last spreadsheet for ACA types will be sent to the Benefits team by January 5,
2016.

Will the new version of PeopleSoft allow the use of screening questions to help
qgualify candidates?

The same basic screening questions are asked for all candidates applying through
PeopleSoft. The hiring department can add additional screening questions specific to the
job. To add screening questions, please work with your HR partner.

Who can complete the interview evaluations for candidates in PeopleSoft, and how
is an evaluation completed?

Only one interview evaluation in PeopleSoft is required for each candidate interviewed. It is
requested that the hiring manager or HR partner complete the interview evaluation.

Are hiring managers required to use SkillSurvey for reference checks?

Clemson University requires a reference check on every candidate being offered a job
except those being hired into intermittent positions. (Reference checks for intermittent
employees are recommended, but not required.) While SkillSurvey is strongly encouraged,
it is not required at this time.

What is the process in PeopleSoft 9.2 if you are hiring from an underutilized
group?

Users will experience no change in the process of hiring from an underutilized group
between the old and new version of PeopleSoft.

When should I begin the background check process?

Begin the background check process once you have made the decision to offer a position to
an external candidate. A background check must be initiated before an employment offer
can be made to a candidate. Offers made prior to the satisfactory completion of the
background check are required to be “contingent upon a successful background check.”

Can 1 print an offer letter on my department’s letterhead?

Yes. The offer letter generated in PeopleSoft can be copied and pasted to an official Clemson
University college/division letterhead.

IT I am rehiring a previous Clemson employee, will the individual need to complete
a new I-9 form?

When rehiring a previous Clemson employee, a new 1-9 is required if there is a break in
employment. If the employee is terminated and rehired the next business day, a new I-9 is
not required.

What is included in the background check?
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All Clemson University background checks include county, state and federal criminal history
searches along with sex offender registry check. A default student loan check (credit check)
is completed for all employees per the South Carolina state law requirement. A motor

vehicle record check and education degree search may be completed on a candidate if
required for the job.
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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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