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7~~~ VERMONT

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/’g——_
—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 apolv 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.




7~ VERMONT FIRST TIME LOG ON

Logging In/Setting Password- State of Vermont Employees

7~~~ VERMONT 7~~~ VERMONT

| LA
"

™

SAP SuccessFactors

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

kEmaiI: 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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Tour of the HR Field Home Page

-~ VERMONT » [ !!
To-Do i e

(2]

SuccessFactors Recruiting

=1

o

Administrator Functions

Terms of Use

'5)

/

a &

Bill Meirs

Personalize Homepage

Show version information

Log out

/\?'\.V-ERMONT 4y Recruiting

Job Requisitions

Preferences

Candidates

Source Tracker Help

A

tqaals

HOME PAGE

NAVIGATION

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

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

blocks of tiles. Each tile created is accessible to users based on

specific role created in the portal.

1)

2)

Home Tab - All users have at least 3 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 others 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.

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

education.

To Do Tile: Tasks that are specific activities that an employee

needs to take action on. For example “complete your profile” or

“approve a requisition.”

3)

4)

5)

6)

7)

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. Note: In the
recruiting module, you will see a help link in the
Recruiting Main menu (see fig A.) Please disregard this
link. You will be able to find all the help resources on
this Help and User Guide Tile.
Quick Links Tile: This tile brings user to other areas of
the portals through links available to them.
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.
Account Navigation - “Employee Profile” (the picture
icon) has a drop down to select one of the following:
“Options”, “Personalize Homepage”, and “Log Out”.

*  Options allows users to reset their passwords,

enable mobile, and receive notifications.
*  Personalize Homepage is a feature to move
your tiles around on your home page.

*  Log Out allows users to logout of the system.

9
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APPROVING A

REQUISITION

Navigating to Position
Details

7~ VERMONT & tome -

To-Do

Recruiting Approvals

Recruiting Approvals

HR Field Administrator
for Requisition for Journeyman MW (1171), David Blackmore (Hiring Manager)

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

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

No Due Date
You will now be on the Job
Requisition Screen. This page

Close

Position Details

includes the “Route Map” and the
details to be completed before the
requisition is advanced to the Talent

—_—
ok
-
Approval
Due Anytime
B
/\\VERMONT 45 Recriting ~ Qa Gail Rushford on behalf of
Job REquiSItIDHS Preferences Candidates MBTKEUHQ HE|D & Tutorials

Job Requisition for Journeyman MW

~ Route Map

o .
(1% Create Requisiton @
py

£Actions

Job Requisition Detail - Job Profile
Regqld 1171

Position Details

@ HR Field Administrator [ 3 Talent Acquisition [

a & y

Jennifer Cliche Position #/Fositi ss0aan

Replacement
~

=58 8 & B 0 W

No

Transportation Agency

4 Completed

= Internal Posting Preview & External Posting Preview
Interim

ooy | (D

Full Time

The niring mananer i repiiected I nrouin many details a5 noceinie in th

No v|@

tiop Hiuman D 1l validate ol entriec and ¢ e

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
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APPROVING A

REQUISITION

Validating Position Details

Close Without Saving

(*! Add Approver ]

— Send to Next Step | (¢ Send to Previous Step |

Position Details

......

Transportaton Agency
Middiebury

gu' pdate v

Update

Cancel Job Requisition

Update the job role

e Select the job role that matches your requisition

Job Family | —Sslect Famihy— -

™

SAP SuccessFactors

@
3
@

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).

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.

Update the job role SEVIDY] Transportation Jowmeyman
Maintenance Waorker

adcar A B0 TORSIOMIOS Jumerat MANEIAcs Woke

Norke T Job Code

mmm g omoe e L

i Garage Regons T Overview Confirm Job Role Change

on Agprentios gy : 7 Selectiing a new job roke for Fiks requiskion will cause e
y T who Moy Aoty T cumment Job proflie 1o be cver-wrinen (3long with relted
2 FEII_ Transgortaton Jourmeyman Mekis). Are you Sure pou want ko do is?

Marterance Worker 9

i

T Class Definition

MAFSEnance wo B 1 AQEnsy of TIRIgOTIEon Iy 3 Cancsal *es, Owenarite Job Role
VAT 7 SIS PENG 10 TN 2308 MINEOOIIO0N Rt

PCUTONSE I8 U0 SOOI T A0 TISEINCE §C
TERNT SO Du0Re SOIT) regute 1N Wit O ) e T X0

- oL

Job Code 820101 | Update &

CTTPLVOIULY

O o 1

820101 A Vv Highlight All Match Case Whole Words f 1 mat Job Role  820101_Transportation Journeyman Maintenance Warker Update

™

SAP SuccessFactors 13



APPROVING A

REQUISITION

Validating Position Details

o Salary Details

sy Grade | qg
Fay Flan | g5
alep i IE:
S 1
Fa [
= Cods | o Ssiection @
Officer Code Mo Selection V@
@

SAP SuccessFactors

™

* Hiring Manager

Hiring Manager Additional Users

* HR Field Administrator

* Talent Acquisition

Appointing Authority

Business Office

Comment

Involved Parties

David Blackmore

Admin-selected Groups: Hiring Managers @

Manage itional Users

Jennifer Cliche

Gail Rushford

Overall Comments

FindUser.. @

&

Re-apply personal preferen;
FindUser. @

FindUser.. @

FindUser.. @ Clear 9

FindUser.. @ Clear

Use this comments section to provide any special instructions or notes about this recruitment. The comments will be recorded as part of the permanent history of this requisition.

Save and Close Close Without Saving @ Add Approver = Send to Next Step 4 Sendto Previous Step

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

Adding an Approver - Optional

® Add Approver I 1

Job Requisition for 820101_Transportation Journeyman Maintenance Worker
paarorover

: =
Find: All Employees -

All Dept IDs -

All Departments -
Filtered by:

All Locations Custom Select ==

All Groups -
With First Hame ]

Last Name
Using: Starts With - |MI

| Cancel & Return to Form |

Job Requisition for 820101_Transportation Journeyman Maintenanc

Uze [he achion amowe [0 amange e order m which e uzers will receive your romm

ou click Sawe Changes, you can't u

Scott Rogers

Transportation Agency

| Add More | | Save Changes | | Cancel & Retwrn to Form |

™

SAP SuccessFactors

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

Enter the First and Last Names of the

With: First Name Scott

Using: Starts With - | Search Users |

/ Last Mame Rogers / g

Approver and click on Search Users
and
Select the correct user from the list
of search results, then click on the
Add Selected button.

Click on Save Changes

Click OK

Transportation Agency

The Approver is now added to the
Route Map

o Ju Tl

| Choose Another | | Add Selected | | Cancel & Return to Form |

Are you sure you want to save your changes? You can't undo your selections.

OK Cancel

NOTE:

This step will add the
Approver as a “hard stop” in

~ Route Map

% Actions

Job Requisition for 820101_Transportation Journeyman Maintenance Worker

|(1/| Create Reguisition [ @ HR Field Administrator [ 3

the Route Map. Use of

this step is optional based
on the Department’s
business process.

Scott Rogers [ 4 Tal




APPROVING A

REQUISITION

There are 2 options within the system for requesting
Time and Labor data from the department’s Business
Office:

9 a) Add a Business Office representative to the Involved

Requesting Time and Labor Data

Parties. When you send the requisition to the next
ace Office ) . step, the system will trigger an email to that
Business Office Renea Bordeau Find User.. (& Clear employee. The email includes details from the
R requisition and requests that the Time and Labor
date be provided to you in 5 business days.
m ) TosTon Do The system sends this email when Talent
Q| N @? Gail Rushtord on behalf of B e Acquisition approves the requisition.
Jennifer Cliche R . e b) If you don't want to trigger the system generated
email, don't put anything into the Business Office
e e RepleEment Sepiecement box. You can still use the system to select the staff
@ . ncumbent member and send your own email.
Denea Bordeau x Talke a ?cnIZI’p C_)I'the i postion supenase? 1o Click in the Search box at the top of the page
. N relevant Fosition  Dspamentiiams  Transpotston Agency and enter the name of the person that you want
Financial Director [V TIP Details (through Job N to send your data request to.
|Ed DHR TestWF@vermont.goy Role) to paste into Mf )
your email ’ o Hover over the name that appears, and a box will pop up
Take Artinn Jab Role 820101 _Transportation Journeyman Maintenance Worker 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

@ Overall Comments

Use this comments section to provide any special instructions or notes about this recruitment. The comments will be recorded as part of the permanent history o

Comment Add any comments as needed
@ = Send to Mext Step

Click on the Send to Next Step button

oD ©

™

SAP SuccessFactors 16



APPROVING A

REQUISITION

Sending to Next Step in Approval Path

Job Requisition for 820101_Transportation Journeyman Maintenance Worker e
~ Route Map &
Yo - — — -
(1% create Requistion [ @ HR Field Administrator ] —— | 3 ScottRogers [ —— | 4 | TakntAcguisiion G — [ 5 Completed
Send to Next Step
‘ou're about s form to the next person(s) specified in the workflo
Forward Form to ScottRogers
Email Notification Comments Optional: Enter any comments that you want to include
This is the position you wanted to approve before it went to recruitment| in the notification ema” that W|” go to the Approver at
o the next step (whether the Appointing
Authority/Delegate or Talent Acquisition).
CEHEememm@ Then Click on the Send to Next Step Button.
7> VERMONT & ceonsns Q 0 @ P csvuononbenaor - o g Lt th
Job Requisitions Preferences Candidates Marketing Help & Tutorials . e rEqUISItlon IS nOW pen Ing approva at t e neXt Step
Job Requisitions - in the Route Map
@ CreateNew (] Reports [ Offer Approvals (3 RMK Dashboard
Candidates New Current Extemal CurrentInternal  Average Days Open
Forwarded Candidates Requisitions Requisitions
Below alist of that you may take. T sition, click ¢ e
assistance, plea: ion 1, then option 4. Cli & Tutorials lin S F t ™
Items per page | 10 ~ F'ageof1 u ccess c O 5
Filter Job Requisitions  Job requisitions pending approval v Clearallfiters 7 Fiter Options @ Options Highlight Job Title g
HR Field Administrator ‘Currently With
Apprentice Waintenance Warkar (@ 1120 lennifer Cliche (52| Dayid Blackmare 5%
17
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19. “Pre-Offer to Hired” Business Process Steps
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7~ VERMONT PRE-OFFER PROCESS

“Pre-Offer to Hired”
Business Process Steps

a) Hiring Manager moves a) Field HR moves candidate to a) Hiring Manager moves
candidate to Pre-Offer status Ready to Hire status candidate to Offer status

b) Candidate receives b) Hiring Manager receives b) Field HR receives
notification and updates notification and contacts notification and completes
application candidate off-line to provide written offer

c) Field HR receives notification verbal offer c) When candidate accepts
that the application is c) After candidate accepts offer, Field HR receives
updated verbal offer, go to next step notification and moves
i. Complete Tax Compliance candidate to Hired status

verification i. Candidates in Hired status

ii. Review Criminal History are sent to HRIS (Manage

d) If candidate fails at this Hire) through a data
stage, notify Hiring Manager transfer

off-line and move to Not
Selected status

SAP SuccesskFactors e) If candidate passes, go to

next step

19



PRE-OFFER PROCESS

These steps begin once you have received
notification that the candidate has updated
their application.

How to Manage Candidate Status in SuccessFactors

-~ VERMONT
\"0\‘ s | H w Job Title Hiring Manager Candidates s e
) ome B —- o uth Houtte 22 p— ) . 0 Go to Home and click “Recruiting.
Home - —
0 Selected Action ~ @& Display Options y Filter Options
Careers ey . 1e
SuccessFactors Recr N Select the requisition by clicking the
Recruiting 0 g @ Hame New Status L candidates.
Quick Links C company Info [] = B Mandy Tomey @ Ere Offar
My Employee File - S Select candidate that is in “Pre-
Admin Center [] = A& Heisha Dunkley New Application 9 Offer” status by viewing the list of
~rym |l — = . active candidates and clicking on
the candidate’s name.
1234567830
Mandy Torrey (External Candidate 9 Youdfacrletn?w VI(T.W”,:.g the
candidate’s application.
02021112222 Etomeymandy@gmail.com Ecover Letter D Resume B View bP
No h Review the candidate’s responses
« Appiication e to the Criminal History questions.
Candidate Status Pre.Offer > ) - Review the candidate’s Tax
ves, please expla Compliance statement. Use the
B SSN entered by the candidate to
* Typed Signature Mandy Torrey S RIOR - @ send an email to the Tax
Department
* Today's Date 07/26/2018 m (Tax.Compliancesupport@vermont.

gov.) or complete the self-service

. Tax Compliance Validation process.

es - SAP SuccessFactors

20




7~ VERMONT PRE-OFFER PROCESS

How to Manage Candidate Status in SuccessFactors

Villiam g Mei
De023107746 2 bl mers@igmaileom & @ Resuma B view Profie (12
= [ Take Actan
I v A v + Add
Pre.oer

Pre-Offer - o
1

Once the candidate has been cleared with respect to Tax Compliance,
Criminal History and any other background check requirements

il
(o

—— Considerat@{ Move Canddate | [ Return o List applicable at this phase, move the candidate into the Ready to Hire
status. This status will trigger the hiring manager to proceed with the
conditional verbal offer.

Move Candidate x
Drag and drop the candidate from the Pre-Offer status on the
B o pipeline to the Ready to Hire status

Luis Bryan

Sele Stee-termove-cardidalels) {o
Ready to Hire v

™ Please comment on the status change (optional)

OR

Click on the Move Candidate button (at the bottom of their
application page)

SAP SuccessFactors

Choose the “Ready to Hire” status in the drop down and then

o>

click on Apply Updates
23
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OFFER PROCESS

How to Manage Candidate Status in SuccessFactors

\'C"\VERMONT #5 | Home

Home

SuccessFactors Recrl Careers

Recruiting o

G Company Info

Quick Links
My Employee File

Admin Center

i

Job Title
Family Services Worker (&

923

Hiring Manager Candidates

Ruth Houtte B

08/01/2018 1

0 Selected  Action
H Name
[0 = & Mandy Torrey

[l = Q& Keisha Dunkley

<& Display Options

3

New

Y Filter Options

Status 4 Candidate Type
Offer External
MNew Application External

Cate: 08/29/2018
Uzer Gail Rushford
Comments: Start date 9/17/18, St

Status: Offer

Helpful Tips:

Z

v' Keep your email notification open in

another window or print it for easy access
to position details on the req.

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.

™

SAP SuccessFactors

These steps begin once you have received
notification that the candidate has been
moved to Offer status.

© 06

Go to Home and click “Recruiting.”

Select the requisition by clicking the
number under candidates.

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

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.

23



OFFER PROCESS

Offer Approval (Optional Step) and Offer Letter Creation

Mandy Tomey (Exiemal Candidate

Oaoz1112222  E oreymandyigmal.com D Cover Letter & Resume B View

Your Work Has Mot Been Saved
Pleass cornact the markad fisids below.

Otter . o

andlartary Inferview Yes

Hred Date MamDyyy | &
VTHR Feod:
Joh Btart Dite OEATE01E =
F Tor VT
| F Mo Flekl

F L o riville

o Elep Dale OH1TIZ015 4

o
wqured
wqured
equired

Task Fros

m ! Mor-Management

Application &N

@ B Save @ Cancel & Email [ Take Action

A 3

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

Application [E=EHINTE

ts
Offer Approval

tem Offer Letter e

ndence

- —
¥ Forward b

(© History

18 User: System System

ppiying

18 User. System System

pplying

D> Move Candidate

18 User: System System
te your application

18 User: System System £ Return to List

te your application

Tips and Notes:

<

v" Search by Social Security Number in VTHR
to validate whether the candidate is a New
Hire, Rehire or Transfer before selecting the
Hire Action Reason.

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
1/1/1901.

Bessie Mackie

Country United States ~
Language: English US (English US) ~
Template: 6 Offer_External ~
Subject | 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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OFFER PROCESS

Reset Template

Cancel  SaveAsDrah  Preview | Next Step

Cancel

Save As Dra@ Preview Mext Step

Offer Letter: Bessie Mackie for Family Services Worker 02

Draitis saved successfully

~

Bak  Cancel

Print

Oniie Offer

| Verbal Offer

Email as text

Email 25 PDF atiachment

Cancel

@ Back

Cancel Save As Draft

Previ@ Mext Step

Print Online Offer

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.

Q0OO @

™
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OFFER PROCESS

Sending the Offer Letter

The next screen will show you the email that the Thi ill all to “Send” the letter to th
candidate will receive regarding the pending offer. IS screen wi ?, ow Y,OU 0 >en € letter to the
Click ‘Next” at the bottom of the screen. candidate. Click “Send” at the bottom of the screen.

Offer Letter: Bessie Mackie for Family Services Worker 02

(ISECOND_RECRUITER_FULL_NAME]
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Cancelling Offer Letter/Acceptance Notification

OFFER PROCESS

e

Email sent.

The final screen will show you that the email
has been sent.

Click “I'm Done" at the bottom LEFT of your
screen.

To cancel an offer, return to the requisition and
select the candidate’s name in the active
candidate list. On the application page, scroll
down to find the Offer Letter on the right hand
side of the screen.

Click on Cancel Offer

Once the candidate accepts the offer you will
receive an email confirmation.

I:i'_ Reply ||_—¢1 Reply All I'_:_']',Fcr-.-'.arcl '5'51[‘;1

Fri &/A40/2018 2:49 PM

Candidate accepted offer

o m@m e To @ Henrich, Denice

“  Offer Letter

State of Vermont Offer of Employment
Author:

Send Mode:
Offer Extended On:
Offer Response:

3]

Gail Rushford
Online Offer
08/29/2018

Pending (Mot Viewed)

Cancel Offer

7~ VERMONT

Tttt E \ A ey et e Y Y S N
SO State of Vermont <system@successfactors.com>

Bessie Mackie has accepted the conditional offer for Family Services Worker 02, 1067.

-

™
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HIRE PROCESS

Initiating the Hire Process

2
NN’"\‘V-ERBAOBTT‘ /ﬁ\ Home ~ Filter Job Requisitions ~ Open Job Requisitions v  Clearallfilters 7 Filter Options < Display Options Highlight Job Title (<)
" - : - Initiate the Hire Process upon receipt of system notification
ome Job Title Hiring Manager 4 Talent Acquisition Candidates Progress Job Postings . .
SurscacEes e R Famiy Senvices Worker 001 Ruth Houts B2 P——— e e (email) that the candidate has accepted the offer.
Recruiling A
Quick Links a Company Info IEEERY = Job Requisitions | Open Job Requisitions s Clearall filters 7 Fiercomons @ Disalsy Ogtns . .
X ) From the Home menu drop down, click on the Recruiting
My Employee File Hiring Manager 4+ link
Admin Center F 281 Ruth Houttz i1 4(1 Ne .
Y N
Filter Opticns x . . - . . .
To quickly find the requisition, click on “Filter Options.”
Use the options below to limit the items YOUu want to see.
Job Requisition Status: All Job Req Statuses.
o Candidates : View all candidates (4) A dialogue box will open. Enter the Job
Erisr e v Requisition ID and click on Update Screen.
Job Requisition 10: 81
Fositon Numbar 0 Selected  Action ~ & Display Options %W Fitter Options L . .
On the requisition list, click on the number in
t== Hiing Manzger the Candidates column.
W name New Status T
F_R . I:' = [ Testing Testing Agsin New Mew Application Select the candidate in Offer Status, by clicking
eld Administrator
A4 on the person’s name.
Appointing Authority |:| S A Bessie Madie 6 Orffer
Filter By: Search Division Q Search Departmend,
Search Location O SA P S F t ™
-~ uccessractors
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HIRE PROCESS

Initiating the Hire Process

Bessie Mackie (External Candidate) Resume
[202-333-3332 = madiebessie@gmail.com Ecover Letter ElResume E View Profile (508) o
Ed Email [} Take Action
s Application ~ Comments + Add
Candidate Statu: Offer There are no items in this section.
~ Correspondence
Hiring Notes Date: 07/31/2018 User: System System Action: Email
Thanks for applying
Mandatony nterview Date: 07/31/2018 User: System System Action: Email
Mandatory Intervie NU Selection v Please update YOUFappIICEﬂIOI’]
Delete the
Hired Da
dashes from v Offer Letter
Phens Soreen Date MMIDD/YYYY E the SSN or State of Vermont Offer of Employment
Author:
Phane Screen Detsils we will get an Send lode:
. th Offer Extended On:
Typ errorin e Offer Response:
flle transfer Candidate Responded On:
Application
to HRIS w Application Status Audit Trail
Additicnal Appli n QGuestions Date: 07/21/2018
User: System System
009-23-4567 Status: Mew Application
Accuracy Alert

If you identify any errors (other than a change in start date) in the Offer, stop here. Once the discrepancies have been addressed,
submit a new offer to the candidate and resume the hire process when the corrected offer has been accepted.

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). Errorsthat cannot be corrected this way will require a PAR.

You are now viewing the candidate’s
application. You may enter notes for
HRIS in the Hiring Notes box. (for
example: “Doubile fill approved
xx/xx/xx by xx” OR “This is an internal
xfr; actual start date is the beginning of
the pp”)

The details in the offer will be
forwarded to HRIS by a data feed. You
may review the offer letter by clicking
on the link. It will openin a new
window or download, depending on
your web browser. To validate or
overwrite-the start-date, enter-the
correct date in the “Hired Date” field.

SAP SuccessFactors
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Moving to “Hired” Status and Closing out Requisition

w  Offer Letter

State of Vermont Offer of Employment
Author:

Send Mode:

Offer Extended On:

Offer Response:
Candidate Responded On:

Gail Rushford

Online Offer

@ o

05/01/2018

Bonny Booboo (External Candidate)
{0 555-263-1678 = glishird@gmailcom G Cover Letter G Resume E View Profils (14841)

~  Application

[ Take Action Resume

~  Comments + Add

Candidate Status Offer v @ There are no items in this section
Changes pending. You must save your changes in order to keep them.
Bonny Booboo (External Candidate) Elsave € Cancel E’Take:etion Resume

(0 555-263-1678 = girshird@omail.com (£ Cover Letier & Resume B View Profile (14841)

~  Comments + Add
There are no items in this section
~  Jobs Applied

Job title: Benefits Program Mentor
£ (1520)

Recruiter: Denice Henrich
Status: Offer

~  Application
Hired W
Please comment on the status change (oplional):
Candidate Stafus
Enter any applicable notes for the candidate audit trail.
Hiring Motes Enter any applicable notes necessary for the Actions team to validate Job
g Motes

Datd

Date: 05/01/2019

£ Job fitle: Trooper - Probationary (886)

5]

* Position # for VTHR

* Double Fill?

End Date of Position

* Position Location
*Next Step Date
*Rate of Pay

* Offer Expiration Date
*Task Group

*Work Group

“TRG
Task Profile ID
Officer Code

Union Code

VTHR Fead
MM/DDAYYYY [1a]
Mo Selection
MM/DDYYYY m|
Mo Selection W

MM/DD/YYYY o

MM/DDAY Y'Y 1a]

Mo Selection W

Mo Selection

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

o
0

@

& Cance I'L’Take;.ctlon Resume

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

QO00OD

NOTE:

If there was just one opening remaining on the
requisition, the status of the requisition will
change to filled and candidates who were not

previously dispositioned to “Not Selected” will
receive a system generated email.




