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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.

humanresources.vermont.gov

State of Vermont Employee

Career Site

o

P e
VERMONT

SAP SuccessFactors
RECRUITING

Login «— |

First Time Login/’e——_
—00

CAREERS

We have Transitioned to our New Careers Site!

« We are very excited about this new site and are confident you will find it much more user-friendly!

« You will see below how to access Career Opportunities and other information whether you are an External

Candidate or a current State Employee.

e Allthe other content that was currently under the "For Job Seekers” section has been moved over to the

new site: careers.vermont.gov.

For External Candidates

Where you
and your
work matter.

External applicants enter here to search and apply
online for job openings that match your skills and

goals.

The new website "gO0V. YOU Can

%

For State Employees @

PN
VERMONT

SAP SuccessFactors
RECRUITING

First Time Login

Login

Current employees can now use our new Career Site,

SuccessFactors. to search and applv for iobs online. If

™
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1)

4)

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

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

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

IIl.  Link you to help/user guides.
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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Logging In/Setting Password- State of Vermont Employees

PN\

MONT

7~ VERMONT

SAP SuccessFactors

™

FIRST TIME LOG ON

No State of Vermont Email?

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

/

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.

You will be sent to the Forgot Password Screen. Enter
your User ID (Your State of Vermont Employee ID) and
click “Reset”



7~ VERMONT RESETTING PASSWORD

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

An email notification will be sent to your State Click the hyperlink that was emailed to you or Copy and
email with a hyperlink to reset your password. See paste into your browser. Complete the fields as required
password requirements on Reset screen. Please then select the ‘submit’ button.

close out of the browser completely.

5at8/25, 59 AM
55 y m <system@successfactors.com>
Reset Password Support Notification
To  Meirs, Bill
ﬂ You can reset your password at the following URL: https://hcmdprevi apsf.com/kba?token=v2-
e J %2FrZNxhgP0260%2BW%2BNTKUBZGONWI 62B43Af00I60fSaXCHgWIORSIDT2ge%2FAICs5%
2FuVj5voskd
2Bvbh5aAEMDgZNtTukmivkOupdE3QkBogQl BU13Y9GBfWUtfHeein|3oyADBBIBUIUUUS
o 2BNGIWDHE2NYAXQKkkL%2Bm7DdDczSoy%2 Fuv2YyMidtgb%2FCpLVEfULQIDdE5St2b Yo
2FEVOLO1V%2FPOWU%2BzXkrspcHIc%2BSfuY%3D
This is a system-generated message through "Forget Password Support” requested by you. If you
believe this is an error, please contact your support immediately.

Reset Your
Password Type your new password

Passwords must be from 8 to 18
characters long.

Passwords are case sensitive.They
are required to be mixed case.

Passwords must contain at least one
numeric character.

Password cannot be same as any of
the previous 10 passwords.
™ Passwords may contain any

S A P S uccess Fa ct ors combination of letters and digits.




7~ VERMONT RESETTING PASSWORD

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

have successfully chosen a password and they your new password to log in to the SuccessFactors Recruiting system. If
match. You can then proceed to login by clicking your computer is not used by anybody else or a public computer, you can
Back to Log In button. store your login information in your browser.

7~ VERMONT

o You will get a “Reset Successful” Screen if you 9 You will now be directed back to the login screen. You can proceed with

VS. [SAP SuccessFactors ]

Reset S u cceSSfu I ! WHAT’S THE DIFFERENCE?

Your password has been successfully The New SuccessFactors

! Recruiting system is only for:
reset. Click the button below to return « Searching and applying for

positions at the state.

* Creating and Managing Job
Requisitions.

All other functions you currently

do in VTHR (timesheets, etc.) will
wmain the same. /

to the login page.

™
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9. Home Page Navigation Tour
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HOME PAGE

NAVIGATION

Careers

Recruiting

Company Info
My Employee File

Admin Center

chk Actions
G 69
View Tile Reports Favorites

Organizational Updates

Help and User Guides 9 Terms of Use 9

Admin Center

v version information
™
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Log Out

Upon logging into the Success Factors Recruiting portal, you will be

directed to your home page. The Home Page is a Card Catalog, with

blocks of cards. Each card created is accessible to users based on

specific role created in the portal.

1)

Home Tab - All users have at least 4 dropdown options. All
users will have “Home”, “Careers" and “My Employee File”. Click
on “home” to show the dropdown options, then hover over each
drop-down menu and click to select. Based on your role, you
may have other options.

Home. Is your home page for accessing any “To Do’s”, easily
accessible job aid documents, and Quick Links.

“Careers” brings users to any current jobs posted within the
State of Vermont for internal or external applicants. Searching
and applying for jobs is detailed further in this document.
“Recruiting” brings users to a list of all requisitions assigned to
the user.

“My Employee File” brings users to their personal information in
relation to work experience, previous employment, education
and courses/continuing education.

Quick Actions Cards: Users will have at least 4 tiles, based on
their role.

"My Profile” brings users to their personal information

3)

4)

5)

6)

7)

in relation to work experience, previous employment,

education and courses/continuing education.

“View Tile Reports” a pop-up box shows users the
analytics tiles that used to appear on the home page.
“Reminders” displays any reminders that were set.
“Favorites” where users can select links from the
“Available” tab to create shortcuts

Help and User Guides: This tile will display useful help
resources. For example, you may see a Job Aid for
navigating through the SF Recruiting Portal.

Terms of Use for logging into SuccessFactors System.
You should review upon your first login.

Search Bar: The search bar allows users to search by
category on the job they are seeking. After typingin the
search bar, a list of possible items will drop down where
users can choose what they are looking for.

To-Do List Notifications will appear here when you
have tasks assigned to you.

Account Navigation - “Employee Profile” (the picture
icon) has a drop down to select one of the following:
“Settings” and “Log Out”.

Settings allows users to, enable mobile.

Log Out allows users to logout of the system.
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Navigating to Position
Details

)P = 2

To-Do

7 VERMONT  Recruiting ~

Job Requisitions Preferences Candidates

Marketing

Test AOT Maintenance Technician (zoso1)

~ Route Map

Recruiting Approvals 3

APPROVING A

HR Field Administrator
Requisition for Test AOT Maintenance Technician (30601), Jason Tremblay (Hiring

Manager) No Due Date
HR Field Administrator

Requisition for Transportation Operation Technician Il (29901), Michael Booth

(Hiring Manager) No Due Date
HR Field Administrator

Requisition for AOT Technician | - Assistant Bridge Inspector (30062), Pamela

Thurber (Hiring Manager) MNo Due Date

Close

Position Details

~

EEEBEE®EE@ & Q@ W

033

Replacement

(1] create Requisition ®

§ Actions

Job Requisition Detail - Job Profile

Req Id 30601

Position Details

. . @ o = Wil this position supervise? | pq
. HR Field Administrator & 3 | Talent Acquisiton @ 4 | completed °

Transportation Agency

Middiebury
& Internal Posting Preview & External Posting Preview N

Update | @

Update

@

1

Interim

ooy | (D

Full Time

No v @

[&]

© 00 ©

REQUISITION

After you have logged into your
SuccessFactors, click on the To-Do
menu on you home page.

Select the Requisition that is pending
approval by placing your cursor over
the HR Field Administrator link and
clicking.

You will now be on the Job
Requisition Screen. This page
includes the “Route Map” and the
details to be completed before the
requisition is advanced to the Talent
Acquisition team.

Validate the position details and
enter corrections as required. The
following pages will take you through
what you are required to complete.

SAP SuccessFactors

11
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APPROVING A

REQUISITION

Validating Position Details

@ Save and Close ) [ Close Wiboutsavns | (D _@

Job Requisition Detail - Job Profile
Req Id

Position #Position Title

New Position/Replacement

Previous Incumbent

Will this position supervise?

Department Name

Posting Location

Posting State

@ Job Code

Job Role

29901

Cancel Job Requisition

Position Details

The hiring manager is requested to provide as many details as possib
provide any special instructions regarding this job opening. If you hav

=
2

| 861162 Transportation Operation Technicia

| Replacement N |

Update the job role

| Kevin Sargent |

| | e Select the job role that matches your requisition
Ne N
Job Family || -Select Family-- =
| Transportation Agency N |
| Boards & Commissions
St Johnsbury N | = o
@ Classified
| y o | MNon-Classified
RME ONLY JOB POSTING
| Update ‘ @

[upane) SAP SuccessFactors

™

If there are errors that cannot be corrected
at this time, or if the position is not ready for
recruitment, scroll to the bottom of the page
and close the pending requisition or send it
back to the hiring manager until the issues
are resolved.

If this requisition will NOT be approved for
recruitment, enter a note in the comments
that the Hiring Manager needs to cancel the
requisition, using the button in the bottom
right corner of their screen.

The hiring manager created the job opening
with an internal job title. At this stage, the
job code needs to be populated to pull in
relevant data from VTHR and to later send
data to VTHR at the time of hire. Enter the
job code of the position by clicking on the
Update button.

A box will open. Click on the drop down to

select the Job Family

* Vermont_Classified provides a list of all
classified job codes for which we have
class specifications in the system.

*  Vermont_Non Classified is for all other
job codes (temporary and exempt).

* Boards & Commissions and RMK
ONLYJOB POSTINGS are for use by
Boards & Commissions and Talent
Acquisition only.

12



APPROVING A

REQUISITION

Validating Position Details

After you click on the family, a list of job codes and titles

will appear. Use Control F on your keyboard to create a Click on the correct job codeftitle and Click on “Select” Click on Yes, Overwrite The correct Job Code and Title are
search box. Enter the job code (or a keyword from the the job profile will appear. Job Role. now populated in the requisition.
title) to find the correct item in the list.

o X 820101 Transportation Operations

Select the job role that matches your requisition w
Select the job role that matches your requisition
: Job Family | Classified ~ Sp. ect JDb ccde
Job Family | —Select Family-- w i
. Specialist 820101_Transportation Operations Technician Il
811801_AOT Maintenance Equipment -E 2 D 1 :l 1 -
Specialist Il
811900_Landscape Architect T Job Code
812000 _Bridge Maintenance Worker Il 820101 .
Confirm Job Role Change
812100_Bridge Maintenance Worker Il
812200_Bridge Maintenance Worker IV T Overview —
0 Bri Maintenance Worker W i is i 0 ity =i W - = . \ , - .
812300_Bridge Maintenance Worker V This is an exciting op|.om?mt', to per‘ff:rm mc.lntenanc.e work for Selec‘ung a new an role for this requisition will cause the
820000_Central Garage Regional the Agency of Transportation (VTrans) involving a variety of tasks current job profile to be over-written (along with related fields).
Supervisor retatlng to the state. trans.portallon .:yS[em. The. Transportatwon Are you sure you want to do this?
820‘_3'35 Operations Technician |1 is responsible for routine maintenance
Technician | and repair work. Duties typically require the use of a variety of
@ 820101 Transportation Operations tools and vehicles. Overtime work is required, particularly during Cancel _

Technician Il the winter months, and is considered a condition of employment.

Select job code: A newly hired employee must complete all VTTC training

requirements for the Job Development Plan (JDP) and 6J|-|b Code 820101
820101 - demonstrate knowledge and skills in a minimum of six areas of T e
i _ . ) maintenance or construction activities. The work is performed | Update | '®
820102_Transportation Operations . . R . B —
Technician 111 under the supervision of an AOT Area Maintenance Supervisor or
830000_IT Enterprise Architect | higher-level malhtenance worker. These positions have many Job Role 820101_Transportat on Operations Technician Il
opportunities for career development.
830100_IT Enterprise Architect || | Update |
2IADNO_IT Ewtarnrinn Arahitant 1]
™
SAP SuccessFactors [ ancel | 13



APPROVING A

REQUISITION

Validating Position Details

o Salary Details

ay Grads 15
FayFlan [ gg
Step | 4 @
mouty REE - g5 pp
Fa [
= Code | o Selection v | @
Officer Code Mo Selection V@
(2)

SAP SuccessFactors

™

9 Involved Parties

| 0, Michael Booth, AOT Senior Manager || Find User.

| 2, Tedd Law, AOT Senior Manager III| Find User. & Clear
Overview
F r overy pi he P nded best practice. Please paste a draft below

Overall Comments

please post as TOT 1l

nal preferences

rsonal preferences

A Tesm @
Re-apply personal preferences

The Salary Details are now
populated from the Job Code.
Validate that these are correct
and as expected.

Enter the Officer Code of the
position from the drop down list.
If bargaining unit information
should be added to the posting
description, please make a note in
the comments box at the bottom
of the requisition page.

Validate that the correct parties
are entered in the requisition. In
this example, the hiring manager
submitted the requisition without
adding the Appointing Authority
(or designee). Entering the
Appointing Authority in the
“Involved Parties” creates an
email notifying that person that a
requisition has been submitted.
No action will need to be taken by
the Appointing Authority. To
obtain approval by the Appointing
Authority or designee via the
system, use the Add Approver
button at the bottom of the
requisition screen. (See Next
Page - “Add Approver”)

14



APPROVING A

REQUISITION

. . With: First Name John and
Adding an Approver - Optional
Last Mame Rawe

Click on the Add Approver button
and a new screen will open.

¢ Enter the First and Last Names of the
Approver and click on Search Users
Job Requisition for 820101_Transportation Journeyman Maintenance Warkér
. : — : Select the correct user from the list
O JohnRowe (g Transportation Agency of search results, then click on the
Find the users you want to add sz Modifiers. Add Selected button.
Choose Another Add Selected Cancel & Return to Form
Find: Al Employess - Click on Save Changes
Al eptis v 820101_Transportation Operations Technician 11(29901) 6
) All Departments - Click OK
Filtered by:
All Locations Custom Select == LT SRy
AllGroups ¥ Use the action arrows to arrange the order in which the users will receive your farm. Once you click Save Changes, you can't undo | The ApprOVer is now added to the
Route Map
With: First Hame =V Selected Users
Last Name Name
Using: Starts With w | SearchUsers | John Rowe Transportation Agency Transportation Agency
| Cancel & Return to Form | Q
—_—— Add More ave Changes Cancel & Return to Form

This step will add the
81010T_AOT Maintenance Worker Il - Temporary (zos01) Approver as a “hard stop” in

Are you sure you want to save your changes? You can't undo your selections
| the Route Map. Use of

~ Route Map

O - this step is optional based
@ on the Department’s
(1 creste requistion ® . HR Field Administrator @ 3 JohnRowe ® s business process.

i Actions

™

SAP SuccessFactors



APPROVING A

REQUISITION

RequeStmg Time and Labor Data B R T There are 2 options within the system for requesting Time and Labor
oosition Detaile data from the department’s Business Office:
a) Add a Business Office representative to the Involved Parties. When
Business Office i 6] s SOARGS Sechn s Brovse an) <peael menueyont 108 you send the requisition to the next step, the system will trigger an
| Renea Bordea |F|n4 User.. ' Clear T email to that employee. The email includes details from the
o requisition and requests that the Time and Labor date be provided
m e res—" to you in 5 business days.
Tt @ Gail Rushiord on behalf of pesment The system sends this email when Talent Acquisition approves
Q| . n i v st supr? the requisition.
- Departmentame Transportaion Agency b) If you don’t want to trigger the system generated email, don’t put
oo s anything into the Business Office box. You can still use the system
Renea Bordeau % - to select the staff member and send your own email.
Financial Director IV - e Click in the Search box at the top of the page and enter the
JosRele E2ETransperisban Jeumeiman aimtenanze Worker name of the person that you want to send your data request to.

[=4 DHR TestwF@vermont.goy]

s Talke Artion

@ Overall Comments Take a Snip Of the
: SR relevant Position

Hover over the name that appears, and a box will pop up with the
person’s name, title, and email address. Click on the email address and a
blank email will open in a new window. Take a snip of the position
details and paste into your email.

Usé this comments section 1o pr

Details (through Job
Role) to paste into
your email

Add any comments as needed.

Click on the Send to Next Step button.

6 Overall Comments

Use this comments section to provide any special instructions or notes about this recruitment, such as time & labor codes, multi-level recruitment, posting durations greater
part of the permanent history of this requisition

Add Time and Labor Data to the “Overall Comments” found toward the
bottom of the Job Requisition Details prior to hiring a candidate to that
requisition.

00O

T&L Info

Taskgroup: TAXPROPVAL
TRG: 0BTAX05
Workgroup: P11EX840P
¢ ™

- SAP SuccessFactors 16



APPROVING A

REQUISITION

Sending to Next Step in Approval Path

81010T_AOT Maintenance Worker Il - Temporary(30601)

~ Route Map
Optional: Enter any comments that you want to include
lj.‘l ) Create Requisition ® — . HR Field Administrator & 3 | JohnRowe @ 4 | Talent Acquistion & 5  Completed in the notification ema” that W|” g0 to the ApprOVer at
the next step (whether the Appointing
Authority/Delegate or Talent Acquisition).
Send to Next Step
Then Click on the Send to Next Step Button.

ut to send this form to the next person(s) specified in the workflow

orm to John Rowe

Emeil Notfieation Comments The requisition is now pending approval at the next step
in the Route Map

o

Cancel & Return to Form m_
/\?’\'VERMONT Recruiting v _ﬁ (2 i e

Job Requisitions Preferences  Marketing  Message Center

~
Job Requisitions @
Offers
v Requisition Statistics
Candidates New Current External Current Internal Average Days Open
Forwarded Candidates Requisitions Requisitions
ltems per page |10 - Page of 1
Filter Job Requisitions  All job requisitions s | Filter Options @ Display Options Q [ ]
™ B Sclect AlL Job Title Reqld T Hiring Manager Due Candidates Progress Updated Age(Days)

17 S A P S LCCess Fa ct ors @ 0 §1010T_ACT Maintenance Worker Il -Temporary (& 30601 JssonTemblay B 05252022 - | 0511912022
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7~~~ VERMONT

PRE-OFFER PROCESS

“Pre-Offer to Hired”

Business Process Steps a) Hiring Manager moves candidate to

Pre-Offer status
b) Candidate receives notification and
updates application
¢) Field HR receives notification that the
application is updated
i.Complete Tax Compliance verification
ii. Review Criminal History
iii.Review STIP responses
iv.Double check candidate’s name and
SSNin VTHR to see if they could be a
former or current employee. If they
are a current employee, but have
applied with an external account,
please contact
DHR.Recruitment@vermont.gov to
have their internal and external
accounts merged before proceeding.
d) If candidate fails at this stage, notify
Hiring Manager off-line and move to
Not Selected status

e) If candidate passes, go to next step

Hiring Manager

Selects Finalist

SAP SuccessFactors

a) Field HR moves candidate to Ready to
Hire status

b) Hiring Manager receives notification
and contacts candidate off-line to
provide verbal offer

c) After candidate accepts verbal offer,
go to next step

a) Hiring Manager moves candidate to
Offer status
b) Field HR receives notification and
completes written offer
c) When candidate accepts offer, Field
HR receives notification and moves
candidate to Hired status
i.Candidates in Hired status are sent to
HRIS (Manage Hire) through a data
transfer

19
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7~ VERMONT PRE-OFFER PROCESS

How to Manage Candidate Status in SuccessFactors These steps begin once you have received
notification that the candidate has updated their

7~ VERMONT #ome - R LTS | application.
2 ST_AOT Maintenance Worker |l - Temporary [® 30601 Jason Tremblay E= 2 3
Home Go to Home and click “Recruiting.”

Careers N 0 Selected  Action @& Display Options % Filter Options
Recruilmg /

n Select the requisition by clicking the candidates.

My Employee ke Select candidate that is in “Pre-Offer” status by

viewing the list of active candidates and clicking on
the candidate’s name.

Pelmin Center 0 = 8 Maxim Carroll Updated Pre-Offer

You are now viewing the candidate’s application.

violat :3 of ar
motor vehicls violat Review the candidate’s responses to the Criminal
History, STIP questions, and enter their name and SSN

into VTHR to determine if they could be a former or

If yes, please explain

@ 0 O0Q

* Name (Typed Signature): mc current employee. If they are a current employee who
No applied with an external account, please contact
* Today's Date: 05/19/2022 DHR.Recruitment @vermont.gov so their internal and
external accounts can be merged before proceeding.
* | certify that | am in good " . . ) .
e standing with the Vermont Yes Review the candidate’s Tax Compliance statement.
Department of Taxes. Use the SSN entered by the candidate to send an
email to the Tax Department
Mo

(Tax.Compliancesupport@vermont.gov.) or complete
the self-service Tax Compliance Validation process.

™

SAP SuccessFactors 20




7~ VERMONT PRE-OFFER PROCESS

How to Manage Candidate Status in SuccessFactors

0

Ready to Hire

o= Eﬁ Maxirm Carraoll Once the candidate has been cleared with respect to Tax Compliance,
Criminal History and any other background check requirements
applicable at this phase, move the candidate into the Ready to Hire

) status. This status will trigger the hiring manager to proceed with the
@ [ Wove Candidate | [ RetmtoList | conditional verbal offer.

Candidates Action Required Drag and drop the candidate from the Pre-Offer status on the
pipeline to the Ready to Hire status

Maxim Carroll Select status to move candidate(s) to:
@ Ready to Hire 4 OR
Please comment on the status change (optional): Click on the Move Candidate button (at the bottom of their
application page)

Choose the “Ready to Hire” status in the drop down and then
click on Apply Updates

O Allow candidate(s) who have not yet accepted latest DPCS statement @)

™

SAP SuccessFactors 21
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25. Reviewing the Offer Letter
26. Sending the Offer Letter
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OFFER PROCESS

How to Manage Candidate Status in SuccessFactors

Job Title Req Id 4 Candidates
o
/\’\,'.v I':RMO \] I Home v TEST_AQT Maintenance Worker || - Temporary [® 30601 9 3 ] )
These steps begin once you have received

Home notification that the candidate has been
moved to Offer status.

Careers

........ : 0 Selected  Action @ Display Options
— S Go to Home and click “Recruiting.”
Company Info
My Employee File . Name New Status ‘
Admin Center o ~ Select the requisition by clicking the
0O = & Maxim Carroll 9 Offer number under candidates.

Select candidate that is in “Offer”
status by viewing the list of active
candidates and clicking on the
candidate’s name.

Helpful Tips:

v' Keep your email notification open in
Date: 08/29/2018 (4] another window or print it for easy access

User: Gail Rushford N to position details on the req.
Comments: Start date 9/1

You are now viewing the
candidate’s application. Scroll down
and note the hiring manager’s
comments on the right-hand side of
the application.

7/18, Step 1 Status: Offer

© 06

Also - open Position Management in VTHR
in another window to cross-reference and
validate position details

Be careful about copy/paste. If a space is
entered in a field, the data feed will fail.

™
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OFFER PROCESS

Offer Approval (Optional Step) and Offer Letter Creation

Maxim Carroll (External Candidate) @
E 802-251-5550 [ carrollmaxim@gmail.com £l Cover Letter [£] Resume

& Application URL

o Application

Candidate Status Offer v
Hiring Motes m
- Offer Approval
i B Offer Letter
Mandatory Interview Mo Selection ™ Applied

aspondence

VTHR Feed:
*Letter
* Hire Action Reason MNew Hire e
ication Status Audit Trail
06/06/2022 ¢ Information
* Position # for VTHR 123456
) Maxim Carroll
* Double Fill? MNo hd
0 802-251-5550
- ] carrollmaxim@gmail.com
End Date of Position MM/DD/YYY'Y
Country/Region
* Position Location Barre e
Language
* Rate of Pay 25.00
Template: @
* Offer Expiration Date 05/20/2022
Subject:

Make sure to save your changes
or you will lose your work!

r* Forward

(© History

Tips and Notes:

Z
v" Search by Social Security Number in VTHR

to validate whether the candidate is a New
Hire, Rehire or Transfer before selecting the

D> Move Candidate

Hire Action Reason.

£ Return to List

The Next Step Date Field is a Required Field
and should be filled in with new hire’s next
step date. For those who would not have a
next step date (temps, etc.,) please use

United States v 1/1/1 901
English US (English US) ~
Offer_External ~

State of Vermont Offer of Employment |

Offer Approval is an optional step. If this step is required for
your department’s business process, stop here and see the
Offer Approval job aid. Once you have the approval, return to
these steps.

NOTE: The application includes a list of required fields.
Some fields are required to populate the offer letter.
Some are required for the data transfer to HRIS. This is
not a multi-stage process, so all fields are required at the
same time. Update and enter required fields, as
applicable.

Once all required fields are entered, click on the Save link
in the upper right corner. If you don't do this, you will
lose your work!

Then, click “Take Action.” Hover over the Offer
item until the Offer Approval and Offer Letter
options are visible.

Select the Offer Letter option.

Choose the correct letter type from the
Templates dropdown: Internal, External or
Temporary

™
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Reviewing the Offer Letter

B |« W E B al 3| % [ souce
Size ~|| = A~
7~~~ VERMONT

[[TODAY]]
Dear [[CANDIDATE_FIRST_NAME] [[CANDIDATE_LAST_NAME]]
1.am pleased to offer you the [[JOBREQ_TITLE]] position with [[JOB_REQUISITION_CUSTOM1O]]. This letter confirms the conditional verbal offer and acceptance we discussed recently

This position is Pay Grade [[JOB_REQUISITION_CUSTOMA8]] and you will start at Step [[JOB_REQUISITION_CUSTOMI5]l. Should you choose to accept the position, your base salary for this position will be §
[[JOB_APPLICATION_CUSTOM1]] per hour.

Once you begin employment, you will recsive orientation information that will more fully explain allof the benefits of State employment. In the meantime, you can review standard benefits and compensation on the Department of Human

Paragraphs: 12, Words: 220

Reset Template
# Attach a document

Cancel Save As Draft

* Send Offer to: carrollmaxim@gmail.com

State of Vermont Offer of Employment

7~ VERMONT

Thursday, May 19, 2022

Dear Maxim Carroll

| am pleased to offer you the TEST_AOT Maintenance Worker Il - Temporary position with Transportation Agency. This letter confirms the conditional verbal offer and acceptance we discussed recently.
This position is Pay Grade 10 and you will start at Step 1. Should you choose to accept the position, your base salary for this position will be $25.00 per hour.

Once you begin employment, you wil receive crientation information that will more fully explain all of the benefits of State employment. In the meantime, you can review standard benefits and compensation on the Department of
Human Resources website.

This offer is contingent on your passing any mandatory background checks or screenings required by our department. You will receive separate communication either from me or our Human Resources Administrator if there are any
actions you must take.

Please review all the related documents, and if you accept the offer, click Accept. In the unfortunate event that you decide not to accept the offer, please select Decline and contact me immediately. This offer will expire on Friday,
May 20, 2022

As discussed, if you accept this offer, you will start employment on Monday, June 6, 2022. Details regarding location and start time of your first day will follow. If you have any questions or wish to discuss the offer, please feel free to
contact me at 3335@successfactors.com

We Look forward to having you on our team!

Sincerely,
Jason Tremblay

& 0 documents attached

Back Cancel

r [[ontne ofer | [vembet Ot | [ Ematasten [ Enslas POF sichmen: |

Cancel Save As Draft

Back Cancel

3]

Cancel Save As Draft Preview _ 9

SAP SuccessFactors

After you select an offer letter template, it will bring up a
copy of the offer letter. The information will autofill
based on previous information that was entered. You can
edit the letter if needed.

Click on the Preview button

If edits are required, click on the Back button in
the bottom left corner of the preview screen to
make the necessary changes. If no changes are
needed, skip to Step 5.

If you made changes and now the document is
ready to send to the candidate, click on “Next
Step.”

This will show the candidates email at the top
of the screen with a subject line. In the body of
the email will be the offer letter. Press “Online
Offer” at the bottom of the screen. NOTE: no
other options are to be used.

™
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The next screen will show you the email that the . . « »
candidate will receive regarding the pending offer. This screen V\.”” zillow y:ou to “Send” the letter to the
Click ‘Next” at the bottom of the screen. candidate. Click “Send” at the bottom of the screen.

Sending the Offer Letter

Email link to Online Offer Letter

Email link to Online Offer Letter

" il T aximi@ i
Candidates: o Maxim Carroll[carrollmaxim@gmail.com] From: 6499 @auccessfactors.com
. N @ To: carrollmaxim@gmail.com
Language: English US (English US) Date: Thursday, May 19, 2022
Subject: State of Vermont Offer of Employment
Brand Select Marketing Brand ~

Template Offer of Employment ~ /\O.\VERMONT

Email templates provides specific subject and message content, but are editable. May 19, 2022
Y

Subject: State of Vermont Offer of Employment .
’ Dear Maxim,

Q| * B B I U = &= a i £ [8) Source An offer for TEST_AOT Maintenance Worker Il - Temporary, Job Req D # 30601 is now pending in your online applicant account with the State of Vermont. Please login to your account as soon as possible to view and accept
your offer. Attached find instructions for viewing and accepting your offer.

Font - Size ~||E E E E A~ y . .
Please do not hesitate to contact me with any guestions about this.
Thank you,

= Courtney O'Brien

/\’\. Department of Human Resources

[[TODAY]]

Dear [[CANDIDATE_FIRST MAME]] & 1 document attached

Message!

An offer for [JOB_REQ_TITLE]], Job Req ID # [[JOB_REQ_ID]] is now pending in your enline applicant account with the Stz

A . - . Back @
offer. Attached find instructions for viewing and accepting your offer. = @

Plzase do not hesitate to contact me with any questions about this.

Thank you A

Paragraphs: 6, Words: 53‘

Reset Template
& 1 document attached

Back

™
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Cancelling Offer Letter/Acceptance Notification

To cancel an offer, return to the requisition and

) : The final screen will show you that the email select the candidate’s name in the active
Offer Letter: Maxim Carroll for TEST_AOT Maintenance Worker Il - Temporary 9 has been sent. candidate list. On the application page, scroll
down to find the Offer Letter on the right hand
o 9 Email sent. sic.le of the screen.
Online offer successfully created and email notification sent. Click on Cancel Offer
. . —— Click “’m Done” at the bottom LEFT of your Onge the cand[date a.ccept's the offer you will
Send Offer to: ‘ca’ro.lmamm@,gma Lcom screen. receive an ema|| conﬁrmatlon.
Subject State of Vermont Offer of Employment
=& Reply IE2Reply All 3 Forward  SE1IM
Fri /10,2015 2:49 PM
SO State of Vermont <system@successfactors.com>
5 Candidate accepted offer
To @ Henrich, Denice
State of Vermant Offer of Employment e
Author: Courtney O'Brien
Send Mode Online Offer o
Offer Extended On: 05/19/2022 ’\\ .
Offer Response: Pending (Mot Viewed)
@ _ Bessie Mackie has accepted the conditional offer for Family Services Worker 02, 1067.
™
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Initiating the Hire Process

72 VERMONT  #ome - (2]

(VIR Filter Job Requisitions  Open and Pending Job Requisitions * = Clear all filters 7 Filter Options @ Display Options

Home
Careers Initiate the Hire Process upon receipt of system notification
(email) that the candidate has accepted the offer.

1

Company Info

My Employee File

Admin Center o From the Home menu drop down, click on the Recruiting
link.
Filter Options X
Use the options below to limit the items you want to see i Tiu'- R-q Id ‘ wﬂm . . o ege . “p . »
) _ ) — 4 To quickly find the requisition, click on “Filter Options.
Enter Keywords ® Theony O Tieandpescry 1 E31_AOT Maintenance Worker Il - Temporary [® 30601 3
Job Requisitien ID:
@ Job Requisition Type: NoSelecton  ~ A dialogue box will open. Enter the Job
et Bt Candidates: View all candidates (3) Requisition ID and click on Update Screen.
Position Number
eers g M Acti . . On the requisition list, click on the number in
s ring Manager o . enlav Drtiane -
0 Selected ction @® Display Options the Candidates column.

Talent Acquisition a

Sourcer Q

HR Fiold Administrator - Select the candidate in Offer Status, by clicking

) , on the person’s name.

B;[eag\;;wg Authority or Q B — 5 i

Business Office a |l = 8 Waxim Carroll
Filter By

Search Division Q Transportation Agenq
Search Location

Clear Filters

™
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andidate) -Applm il Resume
I n itiati n th H M P 0 802-251-5550 [ carrollmaxim@gmail.com (& Cover Letter (£ Resume B View Profile (53765) & Application URL o .
g the Hire rFrocess S Email [ Take Action
v Application > Comments + Add
L. . o > Jobs Applied
You are now viewing the candidate’s Candidzre Starus Offer h e
app“cation' You may enter notes for Hiring Notes o > Correspondence B Send Email
HRIS in the Hiring Notes box. (for v Offer Letter
example: “Double fill approved ’ , o
XX/XX/XX by )(X" OR “This is an internal Mandatory Interview No Selection v ,Sfte of Vermont Offer of Employment S
xfr; actual start date is the beginning of VTHR Feed: Oniine Offer
» 05 2
the pp ) . . . * Hire Action Reason MNew Hire '
The details in the offer will be Delete the
forwarded to HRIS by a data feed. You dashes from F o
may review the offer letter by C|icking the SSN or « Start Date 06/06/2022 > Application Status Audit Trail
on the link. It will openina new we will get an e s v Tags
window or download, depending on . B
! error in the © Coube File o - O Faverie
your web browser. To validate or file transfer Add
overwrite the start date, enter the End Date of Fesiton VM/DD/Y YY)
correct date in the “Hired Date” field. to HRIS T . _ ' More Information
Em yee ID
Rate of Pay 25.00
Accuracy Alert « otter Ngation Date 052012022 :ﬂ“ .
If you identify any errors (other than a change in start date) in the Offer, — Prefenediens
k i i pplication
stop here. Once the discrepancies have been addressed, submit a new offer 1221 Merlboro R
to the candidate and resume the hire process when the corrected offer has Additional Application Questions
been accepted. ssn: 987654321 iy Brattleboro

If your data is rejected in the data feed, you will receive a notification and be
required to resubmit the Hire (after Talent Acquisition reopens the
requisition). Errors that cannot be corrected this way will require a PAR. ™
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Moving to “Hired” Status and Closing out Requisition

' Offer Letter

State of Vermont Offer of Employment
Author: Co

irtney O'Brien

de Online Offer

xtended On:

Send Mo

sponse:

Candidate Responded On

Maxim Carroll (External Candidate)

0 802-251-5550 = carrollmaxim@gmail.com £l Cover Letter £l Resume [ View Profile (53765) & Application URL

v Application

@ Hired W

ase comment on the status |:ha'1ge

naly:

®. .

Enter any applicable notes for the
candidate audit trail

6 VTHR Feed:

* Hire Action Reason Mo Selection

Rehire Employee 1D (enter ONLY if candidate is

REHIRE)

* Start Date MM/DDIYYYY
* Position # for VTHR

* Double Fill? Mo Selection ™

End Date of Position MM/DDIYYYY
* Position Location Mo Selection

* Rate of Pay

MM/DDIYYYY

Changes pending. You must save your changes in order to keep them.

@ Esave @ Cancel [ Take Action Resume

NOTE:

QO OOOOC

When you are ready to move the candidate
to Hired status, verify that the Candidate
has accepted the Offer.

Expand the Candidate Status dropdown to
select Hired.

Enter notes applicable to the change in
candidate status.

Enter Hiring Notes for the Actions team.

Validate that all fields required for the
VTHR Feed are complete and accurate.
Hiring Notes for the Actions team.

Save

Complete and submit a PAR within 24
business hours of moving candidate into
Hired status.

If there was just one opening remaining on the
Hiring Notes 9 _ _ requisition, the status of the requisition will
- Enter any applicable notes necessary for the Actions

team to validate Job Data

change to filled and candidates who were not
P previously dispositioned to “Not Selected” will
receive a system generated email.
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ADDITIONAL GUIDANCE FOR

7~~~ VERMONT

EXEMPT POSITIONS

Exempt Position Salary Details

Salary Details

Pay Grade g7 —@
P d ¥ :II._:I n C}TH [
Step .

=) 0 @

Hourly Rate 0
0
Officer Code . v

SAP SuccessFactors

Exempt positions are a little different from Classified positions in that all of
the required information under Salary Details may not populate when Field
HR chooses an exempt job code when approving the Job Requisition.

The Pay Grade field under Salary Details may not populate for all exempt
positions. In these instances, manually enter the numeric pay grade; do not
write “Exempt.”

If pay grade cannot be determined at the time the requisition is created, Field
HR will need to ask their TA Specialist to update this field with the
appropriate numeric value prior to moving a candidate into “Hired” status. A
blank field or inaccurate value will cause a feed rejection. If this happens, TA
will need to re-open the requisition to update the field, and the new hire will
need to be pushed through the feed a second time.

Pay Plan, Step, Hourly Rate, and MFA should self populate for exempt job
codes. If they do not, you can enter “OTH,” “0,” “0” and “0” respectively to
complete those fields.

A

If any fields aside from “Officer Code” are left blank, a feed rejection will occur
when a candidate is hired. Ensure that these fields display the correct values prior
to moving a candidate into “Hired"” status. If any fields are blank, please notify
your TA Specialist so they can enter the values.
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