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FIRST TIME LOG ON 

First Time Log On – State of Vermont Employees
This section will provide information on your access as a State of Vermont Employee. 

1) As state employees, you will be able to 
access the new SuccessFactors 
Recruiting and Careers Site from the 
DHR website, 
(humanresources.vermont.gov) either by 
going to the login widget on the right 
hand column of the Home page (adjacent 
to the VTHR Login) or

2) Going to the “For Job Seekers” Page 
(humanresources.vermont.gov/careers)

3) You must select ‘First Time Login’ the 
very first time you attempt to access the 
system. This will take you to a page (not 
shown here) that will:

I. Review the new site’s terms of 
use.

II. Take you through the first time 
login instructions explained on 
the next 3 pages.

III. Link you to help/user guides.
4) Only after you have set your password 

you may access the site in the future by: 
a) Using the login link on the 

DHR Website widgets.
b) Using “For Current State 

Employees Login” Link on the 
external careers site.

c) Bookmarking the 
SuccessFactors Login Page.
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FIRST TIME LOG ON 

Logging In/Setting Password– State of Vermont Employees

1 2

1 For the initial log in, you are required to change your 
password. Passwords can be changed/reset by the user 
with the “?” link beside the password login box.

2
You will be sent to the Forgot Password Screen. Enter 
your User ID (Your State of Vermont Employee ID) and 
click “Reset”
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If you don’t have a State of Vermont email, you won’t be 
able to set your password in this way.

Please contact Recruitment Services at:
802-828-6700 or toll free at 855-828-6700
Select Option 1, then Option 4

Email: DHR.Recruitment@Vermont.gov

No State of Vermont Email?



RESETTING PASSWORD

Logging In/Changing/Resetting Password– State of Vermont Employees

1
An email notification will be sent to your State
email with a hyperlink to reset your password. See 
password requirements on Reset screen. Please 
close out of the browser completely. 

2
Click the hyperlink that was emailed to you or Copy and 
paste into your browser. Complete the fields as required 
then select the ‘submit’ button. 
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RESETTING PASSWORD

Logging In/Changing/Resetting Password– State of Vermont Employees

1
You will get a “Reset Successful” Screen if you 
have successfully chosen a password and they 
match. You can then proceed to login by clicking 
Back to Log In button.

2
You will now be directed back to the login screen. You can proceed with 
your new password to log in to the SuccessFactors Recruiting system. If 
your computer is not used by anybody else or a public computer, you can 
store your login information in your browser.
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WHAT’S THE DIFFERENCE?
The New SuccessFactors 
Recruiting system is only for:
• Searching and applying for 

positions at the state. 
• Creating and Managing Job 

Requisitions.
All other functions you currently 
do in VTHR (timesheets, etc.) will 
remain the same.

vs.



NEW REQUISITION

Appointing Authority or Delegate’s role in Requisition Approval

7

Depending on your departmental processes, you will need to communicate to your hiring managers the role you as the appointing authority (or delegate) will have in your requisition 
approval process. Here is a chart that shows the scenarios and what actions you would take based on your internal processes. 

As Appointing Authority or Delegate, you have given approval to your 
hiring managers to recruit prior to creating a requisition and you only 

need to be notified and do not need to approve in the system.

Action :
You will get a system generated notification that a requisition was created 

in the system by one of your hiring managers (see next page.) You don’t 
need to take any action in the system to approve, the requisition will 

proceed forward. If you feel this requisition should not move forward, you 
can notify the requisition creator or Field HR Representative to 
stop the process. (See sample system notification next page.)

As Appointing Authority or Delegate, you require your hiring managers  
to obtain your approval of new requisitions in the system when they are 

created.

Action :
Hiring Manager will add you to the approval path when creating the 

requisition. You  will become a “hard stop” and the requisition will not be 
able to proceed without you logging into the system and approving. (See 

instructions on how to approve a requisition in the system later in this 
document.)



NEW REQUISITION

Notification of Requisition Created

This is a sample of the system generated 
notification to you as an Appointing 
Authority would receive if one of your 
hiring managers created a new requisition 
in SuccessFactors.

If your process is that you have already 
given approval to recruit for this position 
and don’t need to approve in the system, 
this is all you will receive and you needn’t 
take any further action.
You always are able to stop the process if 
you need to by contacting the hiring 
manager or the HR Field Administrator.



NEW REQUISITION 
APPROVAL

Notification of Approval Required

If you require your Hiring Managers to 
have you be an approver of a new 
requisition in the system you will still get 
the notification from the previous page, 
but you will also get this notification that 
you need to log into the system and 
approve the requisition in order for it to 
proceed.

1. You can click the link or copy/paste 
into your browser to log in and 
approve.
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NEW REQUISITION 
APPROVAL

Approving Requisition in the System

1. When you log in, you should see the Route Map 
with your name as one of the approvers (it will be 
highlighted in orange to show that this is whom the 
requisition approval currently with.)

2. You can review the position details if you wish to 
validate.

3. After review, you can take a couple actions:
a) Approve (“Send to Next Step.”)
b) Send back to hiring manager for 

changes/inaccuracies or to reject. (“Send to 
Previous Step.”) You will be able to 
comment on why your are rejecting.
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NEW REQUISITION 
APPROVAL

Approving Requisition in the System

1. An alternative way to get to your requisition approvals is through the “To-Do” 
tile on your SuccessFactors home page. If you have something to approve 
(Requisition or Offer) you will see this tile. Click on the Tile to get started.

2. A dialog box will pop up on your screen that indicates you have an approval to 
review. Click on the “Create Requisition” Link to be taken to the review and 
approval page.
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