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Recruiting Solutions 9.2

Overview

This guide demonstrates how to navigate through Manager Self-Service and Recruiting Solutions for hiring of Student positions.
It is designed to be used electronically. Click on a topic in the table of contents to automatically jump to a specific section. Use Ctrl +
Home to return back to the Table of Contents.

Contact Information
e Student Employment: http://www.cwu.edu/student-employment/
e Student Employment Recruitment Administrator: http://www.cwu.edu/hr/student-employment/hiring-procedures
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Request a New Position

1. Navigate to Main Menu > Human
Resources > Manager Self Service >
CW HR Transactions > Request New
Position

2. Add a New Value

3. Request a New Position —

Select Recruitment Req. Select one:
a. No Recruitment
b. Recruitment Required

4. Complete required fields and select

How to Request a Student Employee:
http://www.cwu.edu/hr/student-employment/hiring-procedures

How to Create a Position Description:
http://www.cwu.edu/hr/student-employment/hiring-procedures

Form || Instructions | Attachments
Request a New Position
*Subject |
Priority 3-Standard - Due Date |
Status Initial
Positiop lolormalion
*Recruitment Req -
- Budget Information - if you need to identify more than three account codes,
*Position Start Dt El please go to the "More Information' section.

save.

Return to the Form tab and select
Submit from top of page.

Approval will be confirmed via email

After you receive the approval email,
work with TAT to get your position
posted.

*Job Code

*Account Code 1 @,
*Employee Type *Distribution 1 %
*FulliPart Time Account Code 2 @,
*Location Code Distribution 2 %
*Reports to Account Code 3 @,

Union Code
*Monthly Salary §
# Months to Work

*Department
*Standard Hours

*FTE

Distribution 3 %

Updated 10/01/20
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Request a Position Change

1. Navigate: Main Menu > Human
Resources > Manager Self Service >
CW HR Transactions > Request
Position Change

2. Enter the position number, hit the
Tab key and select a Recruitment
Request. Three options will be
available:

a. No Recruitment Required
b. Recruitment — No Changes
c. Recruitment — Position Changes

3. Update any additional fields as
needed and select Submit

4. Approval will be confirmed via email

5. After you receive the approval email,
work with TAT if you need the
position posted.

Position Change

Request Position Change

Transaction Nbr: 2607

00400031 @,

Approval Status: Pending

Ruby Thompson

A e
*Recruitment Request [[ZENINEN SIS VINIETVEN Vv [ Detailed Position Description l

Employee Type *New Effective Date: 5]

(O Administrative Exempt Job Code: 262100 @,

@ Classified Staff

) Faculty FYR Full/Part Time:

O Faculty TITT Location Code: 096 Q,

O TempiHrl 519

- empirry Reports To Position Number: 00200519 @,
() Student
Union Code: BU4 @,
Department: 450010 a, & & &
T sal Admin Plan:  BUA [ Grade: s step: s
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Managing Applicants
Review Applications

1. Hiring Managers - navigate to

l ‘?@ My Job Openings o av

Personalize | Find | View all | 2 | E

First 4 110 0f 31 '*' Last

MyCWU > Manager Tab > Hiring > Job Opening e Category Hiring Manager DaysOpen NGACIOM IR ts
Browse Job Openings 52 - Jemooranstondy - Bolief Ellensburg "1  Levente Fabry-Asztalos 15 4 5
[ 81 - Student Asst for Airport ... ] Ellensburg ™1 Levente Fabry-Asztalos 1 0 4
. .. . T rarvfHourly _ : [ e Fabry- 4
NOTE: Prlmary lemg Manager can view 137 - Temporary/Hourly Pool - .. Ellensburg . Levente Fabry-Aszialos 13 4
.. 146 - Office Assistant 3 Ellensburg :: Levente Fabry-Asztalos 1 3 3
from the ReCI'UItlng Home' Seconda ry can 167 - Barista/Espresso-WS Pref .. Ellensburg ™Y  Levente Fabry-Asztalos 5 3 3
view from Browse Job Openings
Manage Job Opening
. . . 4gaRetum | ¢§}Recruiting Home | 3 Search Job Openings | #f]|Previous | 4f]Next | 4 Create New | EElClone | % Refresh | G Add Note | { }No Category | >>
2. From My Job Openings select JOb title Job Opening ID 157 Status 010 Open
Job Posting Title Barista/Espresso-W$S Preferred Business Unit CWUID (Central Washington University)
to rev|ew app“ca nt na mes posit JONDCALde ﬁg?1ﬁ?[€EaB'5ta;EsEoressol P [‘)je%a;lmel"n éi%ﬂ;gt(\ai:retiry Services)
'osition Number 00523996 (Barista/Espresso-WS Preferred) lob Family STI udent)
Applicants || Applicant Screening || Activity & Attachments || Details
3. Select the Application and Resume a Ravowsd Sersen Route nervow o Hre Ha f
icons to review applicant attachments Applcants (2 Personaize | Find | view Al | 80| st ) 13
Appliﬂ-ﬂ.til:ll'l Resume Select~  Applicant Name ApplicantiD  Type Disposition Application Resume || Interest Mark Reviewed Print
l (| Justin Soclomon 1081 l External Applied D % D 5 « Other Acfions
E O Tiffany Collins 1059 External Applied [im] D § « Other Acfions
O Evelyn Frank 1034 External Applied im} Q 5 ~ Other Actions
. . Select All Deselect All
4. After completing the screening
process’ Select the |C0n Mark Adam Purple 1014 External Applied E
Reviewed ® for each applicant Select Al Deselect All ~ Group Actions
Recruiting Actions  » ;
. ark Reviewed
a. This can also be done by Group - -
Action: Check boxes to select
applicants or Select All from under
the list of applicants
Select - Group Actions > Recruiting
Actions > Mark Reviewed
Updated 10/01/20 Page 4 of13
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Reject Applicants/Schedule Manage Job Opening
. 4gaRetun | f§}Recruiting Home | S Search Job Openings | *]Previous | 4f[Next | &4 Create New | B2 Clone | 7 Refresh | [gAda Note | {}No Category | >> Pers
Inte ereWS Job Opening ID 167 Status 010 Open
Job Posting Title Barista/Espresso-WS Preferred Business Unit CWUID (Central Washington University)
Job Code 50216A (Barista/Espresso) Department 450010 (Library Services)
Position Number 00599396 (Barista/Espresso-WS Preferred) Job Family STU (Student)
1. Select the Reviewed tab to Interview Appicants || Appicant Sereen
Eﬁ . o . Q; Ap(g\;ed Rev(i:a)wed Scﬁen ??g{te Inte.!:llwe,-; c:?r -I!iura FF\“C R%e.t
or Reject appllca nts = - - . =
Applicants (7 Personalize | Find | View Al |20 [E  First (¥ 1071
selectv  ApplicantName  ApplicantiD  Type Disposition Application Resume Interest Interview Reject Print
. . . . ustin Solomon 1081 ternal eviews im} Liatats ~ Other Actions
2. The Reject @ icon eliminates O [rensoomn e fpeea  [foseed Sl bl = @ J8 -
. . . Select All Deselect All ~ Group Actions
applicants from consideration
a. Select *Reason (a reason is
required) yee  Time & Attendance WorkCenter
b. Reject Reject Applicant e ]
’ Help
OR ch Job Opd Applicant to Reject
c. Reject and Correspond — this Applicant ID Name Job Opening Delete
will allow the hlrlng manager T“te’ Dl;ec 1006 Gregory Black 107 - Veterans Center Director
terans Cer|
to draft an email to the Veteransd
i i Disposition
candidate or select from a list s | Disposition 110 Rect
of Letter templates ey *Reason L
. [¥
d * PreVleW a nd Send Reject Reject and Correspond
WARNING: If Cancel is selected, it will e .
update the applicant status to reject but External  Reviewed im T X G s @ 8 -

WILL NOT send an email

Updated 10/01/20 Page 5 of13
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3. TIP: Correspond with applicants by
selecting Other Actions > Applicant
Actions> Send Correspondence

+ Other Actions
Recruiting Actions  *
Applicant Actions M s 44 applicant to List

»p of Page Change Applicant Status
Forward Applicant

Link Applicant to Job
Manage Applicant Checklists
Pre-Employment Check

[ Send Correspondence ]

4. Select the Interview icon & to add
details for applicant interviews
(Phone/Skype or Campus)

Send Correspondence
Message Type and Method

*Contact Method | Email v]

Recipient Information

Bcc

To| April Jump i
Cc| corbetti@cwu.edu Find
E
Find

[Minclude Interested Parties

Sender Information

From Levente Fabry-Aszialos

Message
*Subject
*ACCESS | Public (¥
*Message @@
Attachments

MNo attachments have been added to this Correspondence

Add Attachment

Preview Send Cancel

Applicants (7
Select~ Applicant Name Applicant ID Type Disposition Application
1 Justin Solomon 1081 External Reviewed E

Resume Interest

B X

Personalize

Interview

i

Updated 10/01/20
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10.

11.

12.

Add interview detail fields:

Select Notify Applicant and Notify
Interview Team to send a calendar
invite for the interview

Add Interviewer — Interviewers will
default in if listed on the job opening
Hiring Tab

Use look up (magnified glass @ )
Type in Location of interview

Select Letter — Interview Letter from
the drop-down list

Save as Draft

Now the select Generate Letter
appears and is available to select

Optional Items:

a. Add Attachment - interview
questions, etc.

b. Email Applicant —include interview
letter/additional attachments
(campus map/itinerary/etc.)

c. Add Interview — Schedule
additional interviews

(Phone/Skype or Campus)

Submit

Interview 1 - Date not entered (7

*Date 01/20/2016
*Start Time [10:00AM
*End Time [11:00AM

Interview Status | Confirmed v

Interview Type | Campus v

Initiator Levente Fabry-Aszialos
¥ Notify Applicant

¥ Notify Interview Team

Applicant Response | Accepted v &
*Time Zone PST @,
Interviewers (7
Interviewer 1D Interviewer Name Date Start Time End Time ;g‘;i Response Comments Availability Notify
Interviewers (2
Interviewer ID Interviewer Name Date Start Time End Time Time Zone Response
10194328 @, Joy Corbett 01/20/2016 10:00AM 11:00AM PST Accepted b |
23788451 @, Jordyn Ashford 0172012016 10:00AM 11:00AM PST Accepted V|
Add Interviewer
Venue Information (2
Venue @, Location
Response v
Add/Edit Venue
Interview Materials
Notes (2 Attachment (2
No notes have been added to this Interview No Attachments have been added to this Interview
Add Note Load Job Opening Notes Add Attachment Load Job Opening Attachment
Preview/Edit Meeting Request (2 Letter (2
Letter | Interview Letter 1S1 v
Interviewer Meeting Request
Dat L=y
Applicant Meeting Request =
Generate Letter Email Applicant Upload Letter
Cancel Interview
Consolidated Interview Letter (%
Add Interview
View All Interviews Expand All Callapse Al
Subml | g@aReturn Top of P4l
Submit || Save as Draft | | gmReturn

Updated 10/01/20
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Prepare a Job Offer

EE My Job Openings

- av

Personalize | Find | View Al |G 1B First 4 110031 * Last
. R iti - No Acti Total

Before preparing a job offer, verify Job Opening Location” Cotoaony |t Monea=r DaysOpen  “aken'  Appiicants

. . 62 - Te ry/Hourly - Relief.. El [ M L te Fabry-Aszt 15 4 5
the student(s) is enrolled in at least 6 mepranyouy e i L | CCUSTETERVSSE0S

K . 81 - Student Asst for Airport ... Ellensburg :;‘ Levente Fabry-Aszialos 1 0 4
credits to be ellglble for student 137 - Temporary/Hourly Pool - . Ellensburg "1  Levente Fabry-Asztalos 13 4 4
employment by running 146 Offics sccictant 2 Ellensburg ™1 Levente Fabry-Asztalos 1 3 3
CWHRD SE CHECK CREDIT B from [ 167 - Barista/Espresso-WS Pref... ] Ellensburg ™1  Levente Fabry-Asztalos 5 3 3
Query Friendly Viewer: MyCWU >
Main Menu > Campus Solutions > Manage Job Opening
CWU Reporting SOIUtionS > Query @=Retum | }Recruiting Home | &3 Search Job Openings | #|Previous | 4[Next | 1 Create New | EEClone | 4, Refresh | g3 Add Note | [EjInterviews | {" Mo Category | >> Person
i i i Jﬁbope"illﬂrm 2313 nalysf usiness:mv'l:iS m"D iy ‘entral Washington University
Friendly Viewer and click green arrow 227 o Cods 14900 (Pl Anayst 1  Depariment 210530 recomtng Otce)
b HR- Student |nf0r‘mation for De ts_ Position Number 00400152 (Fiscal Analyst 1) Job Family STAFF (Staff)
y . p Applicants Activity & Attachments Details

(towards the bOttom)l CIICk On HTML' .:\al: Auli_-\l!e\:l Re«-{\f}ved S;_r_:.:en RE:DL!:E \HIE(;\:IGW C:e\ H_\\E I»F\Ic Rt(a#elcl

. . Applicants (7 Personalize | Find | View A\HIEl = First' 4’ 1
If the student is eligible for student Swacer AppicamiMome  ApplcantlD Type  Dispsiton appicabon | Resumemteret s | e e | e
employment, navigate to Recruiting O Adam Purple 1014 External Reviewed im} El Wratate &8 i} @ a8 ‘ ~ Other Actions l
Home — Main Menu > Human i - .

ire Hald Reject
Resources > Recruiting > Recruiting (o (0 (o
Home slize | Find | View All | &° |-r | First ‘4 1 of 1 Last
. . . Reject Print
From My Job Openings select job title
to review applicant names @ & [ - other Actions
| h . . b Recruiting Actions Prepare Job Offer
Select the Review or Interview tab to RN Ao 237 Dremosion
select your finalist
L Y T - —
From the drop-down menu
Other Actions (far right-hand side)
- Recruiting Actions
- Prepare Job offer
Updated 10/01/20 Page 8 of13
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6. Select the correct Position Number

Use look up (magnified glass @ )
7. Enter Start Date

REMINDER: Allow enough lead time for
approvals, to process a background
check, and complete the new hire
processing.

8. Check Notify Applicant (optional)
Sends an email notification of an official job
offer after approval from HR and completed
background check. It will include a link to
their online account. The applicant will login
to see a job offer notification and attached
welcome letter. The applicant can accept or
reject the offer which then notifies
HR/Student Employment Recruitment
Administrator of the response.

9. Add Job Offer Component(s)
- Hourly Pay, Room & Board, etc.

10. Add Comments (bottom of form):
- Student ID
- If WorkStudy — The Office of
Financial Aid/ WorkStudy office will
be notified if the applicant is eligible
and will attach the appropriate
funding.

Prepare Job Offer

GmReturn | f_ﬁ- Recruiting Home

Posting Title Barista/fEspresso-WS Preferred
Job Opening Status 010 Open
Job Title Barista/Espresso
Applicant Name Justin Solomon

Offer Details (7

lob Qoeping 172 Bansta/Espresso-WS Preferred
Position Number 00599396 @ Barista/Espresso-WS Preferred
Job Code S0216A Barista/Espresso
Hiring Manager 10511905 @ Levente Fabry-Asztalos
Recruiter 101943238 @ Joy Corbett

Status (006 Pending Approval
Reason hd

Created By Joy Corbett

Business Unit CWUID

Offer Date 0171572016 M
Start Date |(02/01/2016 o}
*Offer Expiration Date 012072016 T

Applicant Type External Applicant
Registered Online yes

Preferred Contact Mot Specified

Notify Applicant

Job Offer Components (¢

Payment

*Component *Offer Amount Mode

Currency

Frequency

| Hourly Pay v 10.00[5F cash usD

v/| [Houriy

v

Add Qffer Component

Updated 10/01/20
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11. Submit for Approval (top right)

Job Offer Approvals

1. After the Submit for Approval is
selected, the Approvals tab will
appear

a. If thisis a grant funded position, the
job offer will route to Grants and then
route to the Student Employment
Recruitment Administrator

b. For all other student positions, the job
offer will route directly to the Student
Employment Recruitment
Administrator

2. The Student Employment
Recruitment Administrator will
initiate a background check

Find | View Al First ‘4 1 of 1 ‘&' Last

|§| Save as Draft

l ﬁ Submit for Approval
|:| Post

»
L Unpost

Prepare Job Offer

= Retumn | '_ﬁﬁecruiting Home

Posting Title Barnsta’Espresso-WS Preferrad
Job Opening Status 010 Open
Job Title Barista/Espresso
Applicant Name Justin Solomon

Offer Details (7

Oiffer Details Approvals
sSupervisor/Recruiter Grp Aprv
Job Offer:Pending ) Reg

Route to Supervisor/Recruiter

Pending
Multiple Approvers E|
Recruitment Administrator

Updated 10/01/20
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Background Check/Hire Letter

1. When an applicant verbally accepts
the job offer, the Student
Employment Recruitment
Administrator will initiate a
background check

2. Optional: Draft a hire letter for the
new hire. Offer letter template:
http://www.cwu.edu/hr/student-
employment/hiring-procedures

3. When the background check is
complete, the Student Employment
Recruitment Administrator will
approve the job offer and send an
email notification to the Hiring Mgr.

4. The hiring manger can accept the job
offer by navigating to Recruiting
Home

5. From My Job Openings select job title
to review applicant names

6. Select Offer tab

7. From the drop-down menu
Other Actions (far right-hand side)

* Turnaround time varies (2 days up to 2 weeks) for background check results
depending on when the applicant completes the online form, and how many places

they have lived in the past 7 years.

Job Offer View for Hiring Manager:

Manage Job Opening

g=Retum | f§}Recruiting Home | &b Search Job Openings | *F]Previous | 4fNext | B Create New | EEClone | 7 Refresh | [ Add Note | [Fjinterviews | {}No Category | >>

Job Opening ID 258
Job Posting Title Barisia/Espresso-Ws Preferred
Job Code S0216A (Barista/Espresso)
Position Number 00539996 (Barista/Espresso-Ws Preferred)

Applicants |~ Applicant Screening || Activity & Atiachments || Details
Al Applied Reviewed Screen Route
€] 0) (1) [0) )
Applicants (2
selecta | Applicant Name | ApplicantiD  Type Disposition Application
[m] John Blue 1012 External Offer [im}
Select Al Deselect All - Group Actions

4g=Retum | f}Recruiting Home | & Search Job Openings | #F]Previous | gfjNext

Personalize
Status 010 Open
Business Unit CWUID (Central Washington University)
Department 450010 (Library Services)
Job Family STU (Student)
Interview Offer Hire Hold Reject
(0) U] 0) ) (1)

Personaize | Find | View Al |2 [ First 4 1071 &) Last

Resume

Interest Reject Print

B X @ =]

~ Cther Actions

Recruiting Actions ¥ 1 ot offer

Applicant Actions | gaect Offer

Top of Page Edit Disposition

Updated 10/01/20
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Recruiting Actions
- Accept Offer
- Reject Offer

8. The applicant will also be notified via
email with the link to their online
account. Applicant will receive an
email with an attached welcome
letter and information to complete
the I-9 process. The applicant can
accept or decline the offer if the
Hiring Manager has not already done
this for the applicant.

9. When the job offer status is
“Accepted”, the job is uploaded
during a nightly upload process.

E  First't 10f1 > Last

» Other Actions

Recruiting Actions

Applicant Actions

Accept Offer
Reject Offer

Top of Page

Job Offer View for Applicant:
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Edit Disposition

Job Searcr[| My Notifications [l | M Activities | My Favorite Jobs

Job Offers

View Offer Job Title

View Offer Temporary/Hourly - Relj
View Offer Veterans Center Direcig

.

We'd like to hire you for the following position:

Posting Title “Veterans Center Director

Job Opening ID 107

Offer Date 01/15/2016

Offer Expiration Date 01/20/2016

Here's what you need to do:

Step 1 - review the job offer information
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Here's what you need to do:

Step 1 - review the job offer information.
Step 2 - either accept or reject the offer.
Step 3 - return any indicated documents)rom Siep 1 to the Hiring Manager.

Updated 10/01/20 Page 13 of 13
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