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Department of Equity and Inclusion — Why we participate:

Monitor for Ensure we meet Serve as a
compliance requirements gatekeeper

-DEI and our offices monitor searches to ensure we meet compliance:
- Search committee is documented
- Recruitment Plan on file
- Hiring goal is denoted and communicated
- Diversity data is run at interview stage
- Three or more candidates are interviewed
- Finalist reviewed when there is a hiring goal
- Job search Report is completed when required

- Academic, research position, tenure, and tenure line.

- We are here to support all HR leadership and reps through the complete
workflow

- Support each school on their individual unique workflow

- Consult with leadership on redundancies in workflow

- Ensure background checks are completed when policy calls for it.

-- Ensure compliant forms are completed such as COVID vaccine attestation.

- Review search and send finalist data to PeopleSoft que.
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4 iCIMS17.3 - Emory P8l & Emory University - Leading R

<« [Ca G @ https://emory.icims.com/platform?hashed=755351767 - @ Search I o =

z
Jams  create v @v =

Candidates Requiring My Review SOM Faculty Offer Packet Progress
1 Candidates Requiring My Review é w
i - Needs My Approved in Last All Approved (19)
Artention (3) 12 months (19)

Jobs By Status

My Pending jobs My Closed Jobs My Open Jobs (2) My Open Jobs
@ @ Req Teams (Iam

on) (2) -
Career Site:

University Faculty Careers: hitps-//faculty-emory.icims.com

My Jobs

My Open Jobs
My Offer Details Form and Offer Progression

ReqID Posting job Titde Department : Name
a 6340 Acting Assoc Professor - School of 720004 - SOM: Strategic .
- Ea Medicine Initiative Exp I I L
Offer Details Finalist Offer
= 6397 Faculty Position - Open Rank 814000 - SPH: Epidemiology Forms Needed P
My Attention (5) Signed (1)

Open Jobs Requisition Teams (I am on)

Req I} Boskng job Tie Depa Iret Sn—e Quick instructions for using the system:

& J8 630 ‘gss‘f‘ta"t IP"DfESSD"' 720000 - SOM: Dean's Office

PREEEL Requisitions

- - ine: = To create a new Requisition and route for approval

@ /B 6304 FacultyPosition OpenRank 20015 - SOM: Medicine: i s
Endocrinolegy

Review Candidates

= To review multiple Candidates

Updating Candidate Statuses

Onboarding in Progress = To Update Candidate statuses (Short listing. Interview, Selected Candidate)

Offer, O ing and 19 Compli
Onboarding In Progress = To complete Offer Details iForm v
HH O Type here to search (] [} 0% =) e ] F (= wi ~

Navigating the dashboard:

Each user Dashboards will be different depending on the level of user.

- Open Jobs only include requisitions that include you on the requisition team
- You may search by job and view the entire requisition or by candidate in a widget
- Closed jobs with candidates can still be,
o Moved to other requisitions that you are on the req. team
o Available to complete the hire workflow and onboarding process
o My offer details only works when you include the “advance” step and signature feature
in every step
- Onboarding in progress appears to everyone on the req. team
- The all candidates feature allows you to look for candidates in all your requisitions
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& Create New Requisition
B[X o |
REQUISITION TEMPLATE POSTING INFORMATION "
Please pick the job you are creating a requisition for: * Posting Job Title *
EUV-9903-Post Doctoral Fellow v Post Dactoral Fellow
Recruitment Type * Campus Location (For Posting) *
EUV Faculty, Fac Equivalent, Librarian, Post Dac Open Recruitment v Bldg 1525 Clifton Road v
Peoplesoft Jab Title Posting Category (Portal Searching) *
Post Doctoral Fellow Faculty & Faculty Equivalent v
Job Code
|ob Description *
9903
Verdana 9pt A-AR-B T VUS
Grade = = = = = = = = s
EEEEELEEE-SPuEBEL
099
.o
Pay Frequency

JOB DESCRIPTION: Helps design and conduct research within a specified field while
Monthly receiving advanced training from a designated Principal Investigator to enhance
professional skills and research independence needed for pursuit of a career, The
specific area of research in which the trainee is mentored is determined by the
department and laboratory of the Postdoc. Designs and evaluates experiments.
USD $0.00/Hr. Develops new ideas that promote current research. Prepares and publishes scientific

manusernte nndar the diraction of the Princinal Inyestinator Mav he resnansibla for

Min Rate

Creating a new requisition:

First you must deicide if a search is taking place or a candidate has been identified already. A
search waiver can include positions such as part time, appointments, adjuncts and visiting titles.

The provost office requires that a search be held for all fulltime positions with exceptions that
are approved.

- 6 options for requisition types; Staff, Part time staff, ETS, faculty search or Admin. decision
- Staff or faculty (Post doc Searches are considered Faculty searches)
- Search or Administrative Decision (Search waiver for Faculty)

Job codes for faculty do not generate automated job descriptions. The department must create the JD
and place it into the Job Description box.

Open rank 001 is used when the committee or hiring manager is unsure of the rank that will be hired.
Be sure to change the Posting title to reflect the position , department and specialty.

The system will have within its template welcome language and EEO/AA language for every position and
posting.

Be sure to use inclusive language and include specific information about the department and team.

Select the location of the position or default to the campus location Clifton Corridor
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Creating a new requisition (Continued) The Job Details tab

@Common errors include:

- If you start with the incorrect job code, you cannot edit it.

- Open Rank code is not changed in the “Position Title” section

- Job template does not include department specific information

- Include the required application process, additional submission, due dates
or closed dates in the verbiage of the Job description

& Create New Requisition

SpEEuype S
Verdana opt A-R-BTVUYS
-Select- v
EEEEEECEEE-SPwWBEBED
ng: O Speedtype Distribution % 3
Speedtype 4
Talent Pools Select v
Add Talent Pools
Speedtype Distribution % 4
REQ ADMINISTRATION HIRING GOALS AND OUTREACH EFFORTS TO ATTRACT DIVERSE CANDIDATE PO...
Recruiter * Minority Hiring Goal
Select- v No v
Req Administrator * Female Hiring Goal
David Goetsch-DGOETSC@emory.edu v No v

Select the recruiter for Faculty and assign the requisition administrator as the person that will be
responsible for monitoring the candidates.

The requisition team should be ALL people that need to see the requisition and help with recruitment
and hire workflow

The search committee and hiring manger should be included on the Interview section in order to view
candidates
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Utilize internal notes for justification purposes or Business case may be required based upon university
approvals.

Hiring goals will not auto fill. Please refer to your updated AAP analysis from OEI.
Hiring goals for faculty will be updated and communicated by OEI

o An email including the link will come to you with details and requirements.

Ensure accurate data is placed in each area as this becomes part of the new employee’s data.

@ Ask who is responsible for communicating a hiring goal

OEl will send the notice along with your link to your position. The department should have a Hiring plan
or recruitment strategy. Utilize the outreach free form boxes to list all recruitment efforts with a focus
on sites for women and minorities.

The OEI office will have resources on their site if needed.
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i Create New Requisition

E 4 Previous

NCY AUIVIINLY T RATLIUIN MLIRING UUALY ANY UUITRCALN CrTURID 1V ATITRALT ULVERIC LANULIVAIC FU.. A
Recruiter * Minority Hiring Goal

David Goetsch-DGOETSC@emory.edu-EUV v No v
Req Administrator * Female Hiring Goal

David Goetsch-DGOETSC@emory.edu v No v
PeopleSoft Supervisor * Outreach Publications

Ivy Newman-inewman@emory.edu v NAPD

AMAUA

Requisition Team

Kimberly Hoyt-Eden-kimberly.hoyt-eden@emory.edu x

Add Requisition Team

Outreach Conferences

Interview / Search Committee (1-9) National Meeting in Washington

v
CIRESTS

New requisition (Continued)

Select the documents that are stated in the Job ad as required from the drop down. So the candidate
will get the prompts to upload as part of their submission / application.

A request for references offers the candidate a place to list names and contact information.

A request for recommenders creates an auto generated message to the recommender contact
information that is entered by the candidate to submit a letter directly to the hiring manager and or
search committee.

Select the appropriate safety questions that go with the position. Ensure that these are selected as
these prompt per-hire training and documentation

Common errors include:

- Wrong Administrator or PeopleSoft supervisor

- Incomplete committee or search team

- Incorrect charge back for Background check- Cannot use a Grant speed type.
- Incorrect onboarding experience selected
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The Third Slide or option is to ask for this to be an ETS hire

& Create New Requisition
A
IFUSING EMORY TEMPORARY SERVICES, COMPLETE BELOW IDENTIFIED CANDIDATE FOR ETS
Reason for Temp (ETS Only) Identified Candidate Name
-Select- v
ETS Pay Rate:- If pay rate higher than min, add here: Identified Candidate Email
Additional Information Identified Candidate Phone

Dress Code

Common errors include:

- Not selecting the proper ETS Job code for the position. If you do not see the job
code, contact an ETS Recruiter — All ETS job codes have ETS at the end.

- Selecting the incorrect type of requisition — Emory Temporary Services.

- Not completing the ETS Tab and Additional information in the spaces provided
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& Create New Requisition
El + Previous

USE FOR ADMIN DECISION, SEARCH WAIVER, DEPT. TEMPS: IDENTIFIED CANDIDATE

Reason for Admin Decision/Search Waiver/Dept. Temp: Identified Candidate Name

-Select- v

Justification for Bypassing Competitive Search Identified Candidate Email

Identified Candidate Phone

Identified Candidate Proposed Salary
Admin Decision/Search Waiver/Dept. Temp Action - Please select one

-Select- v

Administrative Decision (Staff) or Search Waiver (Faculty)

The fourth and final slide would include the name of the person in an Administrative Decision or Search
Waiver

“Reason” to utilize an Administrative Decision or Search Waiver must be selected
- Justification should include the complete “story” of the hire and reason for no search.

*The General Rule for approvers is at least two (2) people should approve a new
position within your community excluding yourself.

* A common practice is to include your name last, so you know it’s completed
the rounds

Common errors include:

- No email or Incorrect email for new candidate for the Search Waiver

- Routing to people that are not familiar with iCIMS

- Link to new posting is not distributed to department to be included in
announcements.
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‘l = | Q Search the web...

iCIMS - Emory 7 iCIMS - Emory x

<« c emo .ee w
zclms [ < Create v Search v Report v Communicate Library ~ Person ~ | Quick ~
< Back ~ [ select for Mass Action < Search Result| 77 |of431 >
People Job Code Job Details Source Approval Questions More ~

REQUISITION AT Finc Qualified Candidates Displaying 44 Results i

Post Doctoral Fellow

Andrea M. Merce By Workflow Page 1[~]| >
APPROVED
open ~ Status ¥ Recruiti... Person:.. | Person.. Person:. Upg
~ Bin: Department Review EP
# Days Since #in Pre- £, Longlist @ AKANSHA.. No Cand:Active  Ph.D. e B B2 11
First Approved # In Offer Tasks Employment
266 0 1 . longlist @@ NardiaGre.. No Cand:Active Bachelor's ... @ E B2z 111
David Goetsch-emp100@per... EX Long-List @  Anmed Al... No Cand:Active Doctorate ... @ B Bz 111
Atlanta, Georgia, United Stat...
. Long-list @ Michael Af.. No Cand:Active Pnh.D e ® Bz 111
T All Activities o
B Long-List @ XiaomiaoL... Yes Cand:Active Ph.D [z} Bz 1171
o ~
E, Longlist @@ Sibellslak.. No Cand:Active M.D. - Medi... @ B Bz 11
EX Llonglist @@ Hamidreza.. No Cand:Active Ph.D [~ E B2 111
=
EX Submitted .. @8  ashley Hill No Cand:Active Doctorate ... @ e Bz 31220
EX Submitted .. 88 AmandaB.. No Cand:Active Ph.D. @ e Bz 326
=
< >
Reject ~ Advance ~ More actions ~

Load More

The requisition and tabs

- People tab includes all the submitted resumes

- Job code is the first slide of the requisition you just reviewed

- Job Details is the second tab of the requisition you just reviewed
- Source is the posting to include dates posted

Did you know that you don’t have to ask when or if the job is posted? Its right here on
the “source” tab!!

Zoms - Create ~ Search ~ Report ~ Communicate ~ Library ~ Parson ~ | Coats. steven ~

= People Job Code Job Derails Source Approwval Quesrions More ~
L —]

REQUISTTION Q@ Sumich Forn || [ % Bak More ~

rPost Doct Porating Searc b Reslis (1 Forrd)
Fea Adiminisi o ~ Status Posted Date Post End Date Posted To - Posted By : Full Na...
. [E— 302072015 B:58:00 AN University Faculty Care. David Goetsch
= in Gffer 1asks Employment
o 1

Pavia Goerecn empl100@per
Attanta, Georgua, United Srar
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@G - 2 searchthe web..

PeopleSoft session expired iCIMS - Emory X | & CNBC - Watch Full Episodes | X [EIE VR 2uEnS X

&~ c o @ @ htips:/femorytesticims.com/platform/icms2?module= AppDashboard& o In @ 9

ZCII‘I‘IS [ < Create v Search v Report v Communicate v Library v

< Back v [] Select for Mass Action < SearchResult| 77 |of431 >

pr—m People Job Code Job Details Source Approval Questions More ™
[

REQUISITION Y Filters Find Qualified Candidates Displaying 44 Results 0l
Post Doctoral Fellow
Req Administrator: Andrea M. Mercer = By Workflow Page|1|¥| >
APPROVED
OPEN e Status ¥ Recruiti... Per: Person :... Upc
v Bin: Department Review 9
# Days Since #in Pre- E% Long-List AKANSHA ... No Cand:Active Ph.D. e E Bz 111
FirstApproved  #In Offer Tasks Employment
266 0 1 B Llonglist @ NardiaGre.. No Cand-Active Bachelor's ... @ B B 1l
David Goetsch-emp100@per... B Long-List @ AnhmedAl.. No Cand-Active Doctorate ... @ B B2 111
Atlanta, Georgia, United Stat...
B, Longlist @  Michael Af... No Cand-Active Ph.D [ B Br2 111
T Al Activities v X
BX Llonglist @ Xaomiaol.. Yes Cand-Active Ph.D @ ® Bz 11
(# Workflow Profile Edited momentago |-
B Llonglist @@ Sibellslak.. No Cand-Active M.D. - Medi... @ ® Bz 11
B Llonglist @ Hamidreza.. No Cand-Active Ph.D @ ® Bz 11
(# Workflow Profile Edited
; B, Submitted.. B ashley Hill & No Cand:Active Doctorate ... @ B B2 322
B, Submitted.. @ AmandaB.. No Cand:Active Ph.D. e B B2 326
-
< >
v
v A v i ~
Load More Reject \dvance More actions

Reviewing and advancing candidates

- The candidate status is simplified into; “Long List”, “Short list” and “Interview”.
o This is how you keep track of the status of the search by “Advancing” candidates.
o Work with hiring manager to ensure this person can complete this task.
o Make sure committee members are aware they can log in to view the candidate pool.

- All candidates are asked to “self-identify” as to Gender, race, disability, and Veterans Status.
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All candidates should be asked to apply. Utilize the Resource section to learn more about
setting up a confidential link for finalist to formally apply to the position and be entered
into the iCIMS system

Gv Q_ Search the web...

PeopleSoft session expired Sl [ CIMS - Emory Pl s CNBC - Watch Full Episodes

<« c o G @ httpsy//emory.idms.com/platform/icims2?module=AppDashboards - 2 W Search Lo @ =
ZCII‘I‘IS [ < Create v Search v Report v Communicate v Library v Requisition v | 24838 e
< Back v

EEO Resume/CV Experience Cand. Details Cand Uploads Screen More ¥

@ Audit Trail

Virginia S. Baker PhD EEO INFORMATION
CAND:-ACTIVE Gender
Female
preferred Highest Submission
First Name Alumni Education s
Virginia No Post-Do... 1 foce

White (Not Hispanic or Latino)

Submit to Requisition ~

@ Blountstown, Florida, United...

EMPLOYEE EEO DATA

= vbakerphd@gmail.com Updated: 413012018 3:35 PM
+, 8506437911 Created: 4/7/2018 8:03 PM

Activity Tags

T All Activities ~

~
( Email Link Clicked a month ago
For Virginia Baker PhD
Email subject: "Active Emory Research Administr.
Read More
# Email Opened 2 months ago
For Virginia Baker PhD
Email subject: "Active Emory Research Administr.
Read More
# Profile Edited 5 months ago
For Virginia Baker PhD v
Load More

@ Where do | “submit a candidate profile to a requisition?”

o Click on the name in a requisition, and the candidate profile appears. Use the blue
button to select the candidate to another requisition. Only the requisitions you are on
will appear,
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G' Q Search the web...

PeopleSoft session expired x iCIMS - Emory X | dis CNBC - Watch Full Episods o X [EEEEIGIV SN
&~ c o © @ https:/femorytestidms.com/platform/icims2?module= Applob&action=] see 9 Search m o9 =
.
?’CII‘I‘IS € Create v Search v Report v Communicate v Library v Person v | Coats, steven ™
< Back v [ select for Mass Action Search Result| 1 of31 >
EEO Resume/CV Cand. Uploads Faculty Letter... SOM Packet More ~

ERLUMINELEIET RS & Upload (2 Resumelog

B Traditional B vLinkedin | B3 Facebook B microsoft
AKANSHA SINGH

Senior Project Officer Research

CAND:ACTIVE

Highest Other
Alumni Education Submissions

No Ph.D. 1

PERSONAL

Dr. Akansha Singh
INFO!

@ Postdoctorate Fellow, Centre de recherche en démographie,
Universite Catholique de Louvain
Place Montesquieu. 1 bte L2.08.03-1348

Post Doctoral Fellow
Department Review - Long-List Louvain-la-Neuve,
Belgium

Reject v Advance v B +32466 17591?0
= akanshasin s@gmail. com

~
™ cand139438@j Department Review DUCATION
L. +32466189150 Long-List 2011-2016 Doctor of Philosophy in Population Studies

Thesis title: Improvement in Life Expectancy and

Applying for

Short-List Narrowing of Life Disparity in India.
Activity Candidate Selected for Offer Supervisor: Professor Laishram Ladusingh
International Institute for Population Sciences (IIPS), Mumbai,
T Al Acis Offer Tasks India
EUV Request Comp Quote 2008-2010 Master of Philosophy in Population Sturlie;
# Workflow Profile Edited International Institute for Population Sciences (IIPS),
N Prepare Offer Details Form & Mumbai, India with Grade Point (6.74 / 10.0)
-Fertility and Nuptiality
Launch Offer Details Form Approval B -Mortality, Morbidity and Public Health

-Migration, Spatial Distribution and Urbanization
& Job Application Completed -Advanced Research Methodology
INGH -Biostatistics

Notifv Manaaer to Send Offer [F] e
3 months ago

ol Fellon Glabatreain v 2006-2008 Master of Science in Statistics
University of Allahabad, India with aggregate 71.4%
Load More Tl

1:11PM
A e M

Reviewing and advancing candidates

- Utilize the “advance “button to track the status of a candidate
o This does not send out auto notification when a candidate status changes
o If an error is made, the status can be corrected to another status.

’ t The last selected status of a candidate will always appear under the “applying for position”

The search / Interview committee should be able to log in and review candidates
to help with selection process. Ensure each person has access to the iCIMS
feature before announcing to the committee. A search committee guide is
available in the Resource section in the back of the workbook
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@ - | @ search the web..

PeopleSoft session expired

iCIMS - Emory

. CNBC - Watch Full Episode o X [T VIR HIEEY o+ =
<« c @ @ hitps;/femorytest.icims.com/p! m e e w Search o v = ]
- Cec
ZCIH‘IS [ < Create v Search v Report v Communicate v Library » Requisition 15662
< Back | v

~

[ select for Mass Action SearchResult| 1 |of31 >

EEO Resume/CV Cand. Uploads Faculty Letter... SOM Packet More ™
@ Audit Trail

AKANSHA SINGH

EEO INFORMATION
Senior P

oject Officer Research
Gender
CAND:ACTIVE
Female
Highest Other
Alumni Education Submissions face
No Ph.D. 1

Asian (Not Hispanic or Latino)

EMPLOYEE EEO DATA

- Updated: 8/10/2018 11:49 AM
Reject

Created: 6/17/2018 1:42 PM

Hire
No Show [
Rejected [
Recruiter Rejected [
(2 candidate Withdre
Self-Withdrew (Recruiter) (0
Accepted Another Emory Position

-
& Job Application Completed 3 months ago
B HA SINGH

Load More

Reviewing and advancing candidates

Reject the candidate by utilizing the Red “Reject” button

No notifications go to the candidate unless you select “Send an email”
o Templates are available for rejections.

You must select a “reason” for rejections

No email or Incorrect email for new candidate
No rejections sent to the candidate
No rejection “reason” selected
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Staff- Skill Survey

@ How do | request a Skill Survey to be utilized as part of the decision to hire my finalist?

- Contact your recruiter to initiate the process and to get the results

Common errors include:

Goetsch, David | EMORY UNIVERSITY
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[BCEY

£ -

PeopleSoft session expire iCIMS - Emory &l CNBC - Watch Full Epi ;' iCIMS - Emory x
<« (& Q & h ytesticims.com/platfo e ﬁ Search
.
?/CII‘I"IS [ < Create v Search v Report v Communicate v Library v Person v | Coats, steven
< Back | v [ select for Mass Action Search Result
EEO Resume/CV Cand. Uploads Faculty Letter... SOM Packet More ~
B Traditional B vLinkedin K3 Facebook B Microsoft A Problem
AKANSHA SINGH
Senior Project Officer Research gl
CAND:ACTIVE
Highest Qther
Alumni Education Submissions
No Ph.D. 1 PERSONAL Dr. Akansha Singh
INFORMATION
@ Postdoctorate Fellow. Centre de recherche en démographie.
Applying for Universite Catholique de Louvain

Post Doctoral Fellow
Department Review -

~

= cand139438@g Department Rev

Place Montesquieu. 1 bte L2.08.03-1348
Louvain-la-Neuve,

Belgium

H +32466 189150

= akanshasinghiips@gmail com

DUCATION
. +32466189150 |ong-List 2011-2016
Short-List
Activity Candidate Selected for Offer
T Al Actiy OferTesks
EUV Request Comp Quote 2008-2010
[# Workflow Profile Edited
Prepare Offer Details Form (8
Launch Offer Details Form Approval (3
Notifv Manaaer to Send Offer ¥ v
& Job Application Completed months ago
B IGH
ral Fellow- Global Health " 20062008

Load More

Reviewing and advancing candidates

- Move the candidate to short list
- Utilize the “Interview” feature if needed

- Once the candidate is selected, advance the candidate to “candidate selected for offer”

Dactor of Philosophy in Population Studies

Thesis title: Improvement in Life Expectancy and
Narrowing of Life Disparity in India.

Supervisor: Professor Laishram Ladusingh

International Institute for Population Sciences (IIPS), Mumbai,
India

Master of Philosophy in Population Studies
International Institute for Population Sciences (IIPS),
Mumbai, India with Grade Point (6.74 / 10.0)

-Fertility and Nuptiality

-Mortality, Morbidity and Public Health

-Migration, Spatial Distribution and Urbanization
-Advanced Research Methodology

-Biostatistics

Master of Science in Statistics
University of Allahabad, India with aggregate 71 4%

111 PM

~ D) e N

“Candidate selected for offer” triggers a box that asks if you want to send the confidential

data form. This form asks for confidential data to complete the offer process such as

birthdate and social security number
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7 iCIMS - Emory x

<« G @ https:/femo icims.com/pl e Search n @ e =
ZCImS [ < Create v Search v Report v Communicate v Library v Requisition v | 15662 h
< Back | v

EEO

Resume/CV Cand. Uploads Faculty Letter...

SOM Packet More ~

@ Audit Trail

EEOQ INFORMATION

Female

Highest Other
Alumni Education Submissions
No Ph.D. 1
Applying for

Posi

off

Asian (Not Hispanic or Latino)

2l Ee EMPLOYEE EEO DATA
toral Fellow

- Launch Offer Detal

S F

ppr

updated: /10
Reject Advance Created: 6/1

cand139438@; “O"IUS
432466189150 Shortlist
Candidate Selected for Offer

Activity

- EUV Request Comp Quote
Y Al Activ q °

Prepare Offer Details Form (&

Send Offer and Confidential Data Form ()

6 days ago

[ Workflow Profile Edited
By David

~

Staff- Compensation Quote
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@ - | @ searchthe web..

PeopleSoft ses:

<« [~ ] @ & httpsi//e

Jams & Create v Search v

< Bak |~

AKANSHA SINGH
Senior Project Officer Research

CAND:ACTIVE

Applying for

Fellow

orytestidms.com/platform/icims22modu

7 iCIMS - Emory

Communicate v Library v

EEO Resume/CV Cand. Uploads

CYa

EEO INFORMATION

e=AppJob&taction=.

[ Selectror Mass Action

SOM Packet More ~

Gender

Fernale

Race
Asian (Not Hispanic or Latino)

EMPLOYEE EEO DATA

15662

SearchResult| 1 |ors1 >

Experience
Candidate Details,
Screen
iForms
Nortes
Offer Details / In..
Offer Approval

Other Workflows
Schedule -

Updated: 8/10/2018 11:49 AM
Created: 6/17/2018 1:42 PM

cand139438@person icims.c...
+32466189150

Activity Tags

Y Al Activities ~

(# Workflow Profile Edited

Fellow- Global Health

Load More

Faculty Launch Offer details

- iforms are located in the tabs or “More’ tab
Staff recruiter will launch and send for completion to the req. administrator

- Dashboard feature for recruiters will be driven by the signature

Offer Details Form Status
Otfer Detail Form Status: Complete

@ Signature Peter Buch 7/10/2018 1:54 PM
{checking the checkbox above is equrvalent to a handwritten signature)

’ School of Medicine — SOM Tab.

Steps to utilize this tab for Packet approvals are located in the resource section in the back of the
workbook.

Goetsch, David | EMORY UNIVERSITY
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i iCIMS - Emory x Perry Como (Holiday) Racic 3 X | +

<« c @ orm/icims2 pplob e o 29288 = n @9 = i
lclms [ < Create v Search v Report v Communicate v Library v Requisition v | 15662 v
< Back | v [ Select for Mass Action SearchResult| 1 |of31 >
EEO Resume/CV S Faculty Letter... SOM Packet iForms~
A Send iForm # Edit B Manage Requests
iForms Center
AKANSHA SINGH
cnior B iForm ++Emory Offer Details Form -

CAND:ACTIVE
Save & Exit Cancel
Highest Other i
Aumai Eadeation Submissions Emory Offer Details Form -
No Ph.D. 1
Applying for
Job Data
Candidate Name: AKANSHA SINGH Req #: 15662
Job Code/Title: Department:
9903-Post Doctoral Fellow ~ 816000 - SPH: Global Health -
cand139438@person.icims.c... Effective Start Date: v 5
+32466189150
Offer Type: | -Select- ~
Activity Tags
Employee Class: | ~
PeopleSoft Supenvisor:
~ Aryeh D. Stein -
Action/Reason: | <
Compensation Rate - Enter Hourly or Monthly Amount:
Pay Frequency: | Monthly [~
Fellow- Globa .
Reg/Temp Full/Part Time: [Regular Full-Time |~
v

Load More

Select “edit” and the form turns yellow and ready for you to input all new hire data.

“Save and Exit” is not selected.
- Distribution fields can only go to 3 places after the decimal

Goetsch, David | EMORY UNIVERSITY
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G' Q, Search the web...

PeopleSoft session & X iCIMS - Emory X / iCIMS - Emory Perry Como (| o New TabSearch X | Y emoryuniversity X | B Contact HR
&« c o hitps: icims.com/platf \odule= AppJob&acti - w 29288 e In @ 9 =
.
ZCIITIS [ < Create v Search v Repart v Communicate v Library v Requisition 15662 i
< Back | v [ select for Mass Action Search Result| 1 | of31 >
EEO Resume/CV Cand. Uploads Faculty Letter... SOM Packet More ~
B Traditional | B vinkedin | 1 racebook | Bl Microsoft
AKANSHA SINGH
Senior Project Officer Research ~
CAND-ACTIVE
Highest Other
Alumni Education Submissions
No Ph.D. 1 PERSONAL Dr. Akansha Singh
INFORMATION
@ Postdoctorate Fellow, Centre de recherche en démographie,
Applying for Umniversite Catholiqgue de Louvain
Post Docroral Fellow Place Montesquieu, 1 bte L2.08.03-1348
Offer Tasks - Launch Offer Details Form Appr.. Louvain-la-Neuve,
Belgium
. B +32 466 189150
Reject dvance v .
2= akanshasin; s(@email com
Candidate Selected for Offer -~
i cand139438@fp DIy
. +32466189150 Offer Tasks 2011-2016 Doctor of Philosophy in Population Studies
EUV Request Comp Quote Thesis title: Improvement in Life Expectancy and
o Narrowing of Life Disparity in India.
Activity Prepare Offer Details Form () Supervisor: Professor Laishram Ladusingh
International Institute for Population Sciences (IIPS). Mumbai,
- _ Launch Offer Details Form Approval [ India
T All Activ
Notify Manapar nd Nffar (xl 0NR-2010 Master of Philosophy in Population Studies
% Workflow Profile Edited | Offer Tasks: Launch Offer Details Form Approval(Auto-Launch Actions Needed) | International Institute for Population Sciences (IIPS).
By Dovid G N Send Offer and Confidential Data Form (8 Mumbai. India with Grade Point (6.74 / 10.0)
For AKANSHA SINGH to Pa -Fertility and Nuptiality
Read More Offer Accepted ~Mortality, Morbidity and Public Health
bost Offer Tacks v -Migration, Spatial Distribution and Urbanization
[Z Workflow Profile Edited o Ihours ago -Advanced Research Methodology
-Biostatistics
~ 2006-2008 Master of Science in Statistics
University of Allahabad. India with aggregate 71.4% -

Faculty- Launch Offer Details for Approval

Staff- recruiter will send for approval

- Be sure to make the recruiter aware of who that department needs to approve

Not all communities require the Offer Details form to be approved. Be sure you are aware if
this should be routed for additional approval.

Goetsch, David | EMORY UNIVERSITY



:i: https://emory.icims.com/platform

.
'Z_CI ms  Create v

Candidates Requiring My Review

|obs By Status

on)(2)

My Jobs
My Open jons
ReqID  Posting job Title
ld !3 6335  Assistant Professor Pedeatrics Oncology
=] j‘“p 6340  Acting Assoc Professor - School of Medicine
=] 6397  Faculty Position - Open Rank

£ 0pen |obs Requisition Teams (Tam on)

ReqID  Posting job Title

=] PL] 6350  Assistant Professor- Opthamology
ld ,u_‘u) 6304  Faculty Position - Open Rank

p-ac

Candidates Requiring My Review

My Pending Jobs My Closed Jobs My Open Jobs{3) My Open jabs -
2 (¢d) Req Teams (Lam

Department - Name
720000 - SOM: Dean's Office
720004 - S5OM: Strateqic Initiative Exp

814000 - 5PH: Epidemiclogy

Department : Name
720000 - SOM: Dean's Office

733015 - SOM: Medicine: Endocrinology

22

7 iCIMS17.3 - Emory

SOM Faculty Offer Packet Progress

)

Needs My
Attention (3]

Approved in Last All Approved (19)
12 mantns (19)

have access to
the underlying
search
template))

Career Site:

University Faculty Careers: hitps//faculty-emory.icims com

My Offer Details Form and Offer Prg

w L

Offer Details  Finalist Offer
Forms Needed Letter Not
My Attantion (5)  Signed (1)

Quick instructions for using the system:

Requisitions
= Ta create a new Requisifion and route for approval

Review Candidates
= Ta review mulfiple Candidates

Once the Offer Details is routed to all approvers, view the dashboard “Offers Approved, Ready to

Extend”

Goetsch, David | EMORY UNIVERSITY
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i iCIMS$ 17.3 - Emory P8 = My Homepage X | i Welcome to BrassRing

=

8
I
n
"

‘'emory.icims.com/platform?hashed=-1910424811

.
Joms  create v

4+ Back [OSelect for Mass Action 4 SearchResult 3 of 3

Resume/CV Cand. Uploads  (Wrkfiw) Faculty ... SOM Packet  Experience More ~

X Download Resu

B Traditional K3 Facebook Bl Microsoft

James R. Robinson

Assistant Professor- Opthamology

EMP-NEW HIRE

Alumni Highest Education

[Blank] [Blank]

Dr. James Robinson
Home phone 5402461336
Applying for ;‘; 9rk pho(ne }_?%(.)—36876931
Assistant / Associate Professor- Cardiology Qavic. poclscllgemory.edy
Offer Tasks - Send Offer and Confidential Dat..

Reject~ Advance ~ Experience o . . o _
2011 James Madison Univers; itle IX Administrator/Coerdinator Coordinate Title IX efforts

T ) B g entation, and monitoring of appropriate disclosures, policies,
= david.goetschi R —— ened to comply with fgdaral and state legislation. regulation, and
. 5402461336 P C prompt and eqmtal.)l.e resolutm_n ofall _complamts _pursuant to Tlt.le IX.
Launch Offer Details Form Approval & d’or effect changes to policies, to revise practices and to implement equitable
es across many departments, including human resources, athletics, academic affairs, and
Activity Send Offer and Confidential Data Form (B 1dent affairs/student conduct/discipline

Offer Accepted

Offer Tasks: Send Offer and Confidential Data Form(Aute-Launch Actions Needed) P2l Opportunity/ADA Coordinator EBO risk
Dost Offer Tasks FIENS, GIrects, momors,; ana evauates the EEQ complaint systems including
‘ersight; counseling and early resolution activities. Title IX Administrator with a focus on
cial justice.

Technological Launch Pre-Start

Prestart Created

3 . 104 2004 James Madison University Recruitment Specialist Refocus the organizations'
ARSI ORI AIr v cruitment efforts in the local diverse community to become employed. This involve local
[ programing and marketing of open job positions.
1982 2004 RR Donnelley Management Divisional Diversity Executive Council to promote and
support diversity efforts through out the division and company.

1982 2004 RR Donnelley Supervisor/Planner Managing department operations

¥
https://emory.icims.com/icims2/servlet/icims2?module= AppSearchEngine&action=searchBrowser&slot=SRCH_G...E&subsearchtab=RQ_PIPELINE&subslot=SRCH_G_378_3424&ishowDetails=18&thashed=18664398628thashed=-348133914%

Page 1

“Send Offer and Confidential Letter Form”

Goetsch, David | EMORY UNIVERSITY
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a ]‘ https://emory.icims.com/platform’hashed=1342315893 P-ad ? iCIMS17.3 - Emory
Joms create v .
2 https/emory.cims.com/icims2/servlet/icims2imodule=AppSearchActionAdapteriactio..

: b o P ) o Belect for Mass Action SearchResult 1 of 2 P
1 https://emory.icims.com/icims/servlet/icims2module=AppSearchActiond

/et & Download B s

-

iForms Center

iFarm +Faculty Offer Letter - Copy & Paste Template
LS

Dr. Buddy Wiser Wiser

Asslstant/ Assoclate Prafessor- Cardiology

EMP:NEW HIRE

Alumni Highest Education

No JD/PhD % EMORY

i ;
— UNIVERSITY

Acting Assoc Professor - School of Medicine
Offer Tasks - Send Offer and Confidential Dat..

= peterbuch+zzz@gmail com
L, 4047026721

Activity
O Signature

(checking the checkbox above is equivalent to a handwitten signature).

:46 AM
At

Ry .

Select “Faculty Offer Letter- Copy and paste template”
Select “Edit” then add message.

Select “Save and Exit”

- Select “Send Form”

Goetsch, David | EMORY UNIVERSITY
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e ;‘ https://emory.icims.com/platform?hashed= 1342313803 P-ac ;‘ ICIMS 17.3 - Emory

'Z_CIITIS Create v

4 Back :i https://emory.icims.com/icims2/seret/icims2Tmodule=AppSearchActionAdapter8iaction=autoL aunchWrapperBiact Eelec(furMassActiun Search Result | of2 b

4. nowninad

(2 Send iForms] - Intemet Explorer - O orms  Notes
m

1 https//emory.icims.com/icims2/servlet/icims2?module=AppForm&laction=sendFormsflid=7

] Send iFormi(s) [ A Provlems viewng? |
Dr. Buddy Wiser Wiser |

ssistant / Assoclace Professar- Cardialogy 1 iForm/Packet + Faculty Offer Letter - Copy & Paste Template

EMP:NEW HIRE
Expire When

iForm Display Name Expiration Date
Py P Completed

Highest Education

JD/PhD . =Faculty Offer Letter- Copy & Paste

§ ompine 810/2018 W

Applying for Please select what action you would like to perform:
Arting Assoc Professor - School of Medicine
Offer Tasks - Send Offer and Confidential Dat % Request Dr: Budldy Wiser Wiserto complete this iForm

0 Request 3rd Party to complete this iForm.

= peterbuch+zzz@gmail.com
\, 4047026721

Activity

Hasn v

“Send Offer and Confidential Letter Form”

- Send to the candidate and select “Continue”

Goetsch, David | EMORY UNIVERSITY
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(2 Compose Email - Internet Explorer - X
i https:// emory.icims.com/icims2/servlet/icims2?module=AppCommCenter&action=showCommUCenterurefreshon=send&type= [E&hashed= 201973357 [
Compose Email 3
From SOM SOMFacultyHM - peterbuch+somfacz@gmail.com
To Jue]: 4
Template Category All Templates v
Template Form Request i
Subject Form Request
Assaclated Recruiting Warkflow Or Buckdy Wiser Wier - Act..
G~ Mivaidtler B A HETEEEE M S OXDEE R T o
Dear Recipient: Legal First Name,
A
We'd lika to request for you to complete the following online form:
_FORMURL_
Login Name: Recigi
(If you da not know your passward, you can reset it here: Recipient: Password Reset URL.)
Allinformation that you provide wiill be kept confidential.
Thank you,
Sender: Legal First Name Sender: Legal Last Name
Sender: Email
If yau neo langer wish to receive e-mail from Recipient: Location Name, click hers: Recipient: Email Opt-Out uRe| v

Drat-and-drop files here or click to upload

Cancel Preview m

He5% v

“Send Offer and Confidential Letter Form”

Your email template will appear

- Edit the message to your candidate.
- Drag and drop the Final approved offer letter at the bottom of the message if necessary.
- Select “Send”

The Confidential Data form will be sent to the candidate if the data is not completed from
the first request page (12).

Goetsch, David | EMORY UNIVERSITY
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Follow your “Offer progression” on your Dashboard

G i https://emory.icims.com/platiorm

:
‘Z_CIITIS Create v

Candidates Requiring My Review

|obs By Status

My Pending jobs My Closed jobs My Open Jobs (3) My Open jobs -
[Fi] 1] Req Teams (Tam
on)(2)

Open jabs Requisition Teams (T am an)

ReqID  Postingjob Titie Department : Name

1 Candidates Requiring My Review

My Jobs
My Open jobs
ReqID Posting job Title Department : Name
=] 2,3 6335  Assistant Professor Pedeatrics Oncology 720000 - SOM: Dean's Office

[@ J& 63%0 ActingAssoc Professor - School of Medicine 720004 - S0M: Strategic Initiative Exp

=] 6397  Faculty Pasition - Open Rank 814000 - SPH: Epidemiology

& B 6350  Assistant Professor- Opthamology 720000 - SOM: Dean's Office:

=} J 6304 Faculty Pasition - Open Rank 733015 - SOM: Medicine: Endocrinology

1 ICIMS17.3 - Emory

SOM Faculty Offer Packet Progress

4 b W

Pending Re- Needs My Appraved in Last All Approved (19)
Attention (3) 12mantns (19)

cessto

the underlying
search
template.)

Career Site:

University Faculty Careers: https/faculty-mary.icims.com

My Offer Details Form and Offer Progression

w ¥ X

Offer Details ~ Finalist Offer
Forms Needed  Letter Mot
My Attention (5)  Signed (1)

Quick instructions for using the system:

Requisifions.
» To create a new Requisifion and route for approval

Review Candidates
» To review muliiple Candidales

Goetsch, David | EMORY UNIVERSITY



Follow your “Offer Progression”

@ i https://emory.icims.com/platform

.
'ZCII‘I'IS Create v

Candidates Requiring My Review

Jobs By Status

My Pending Jobs My Closad Jobs My Open Jobs (3] My Opan Jobs -
[ti] (v
on) 2

My Jobs

My Open jobs
ReqID Posting job Title
@ /& 6335 Assistant Professor Pedeatrics Oncology

Ir=} 3.3 6340  Acting Assoc Professor - School of Medicine

I} 6397  Faculty Position - Open Rank

Open Jobs Requlsitian Teams (1.2m on)
ReqID  Posting job Title

=R L] 6350  Assistant Professor- Opthamolagy

& A 6304  Faculty Position - Open Rank

20 0 bg

Goetsch, David | EMORY UNIVERSITY

720000 - SOM: Dean’s Office

dashboard by viewing “Finalist Accepted”

P80 | itMs173-Emory

SOM Faculty Offer Packet Progress

4

Pending Re-  NeedsMy
Attention (3]

Candidates Requiring My Review

Submissions

have actessto
the underlying

template.)

Req Teams Tam

Career Site:

Department : Name
720000 - SOM: Dean's Office l

720004 - SOM: Strategic Initiative Exp

814000 - SPH: Epidemiclogy

Quick instructions for using the system:

Department : Name

Requisitions

s To create a new Requisifion and route for approval
733015 - SOM: Medicine: Endocrinology

Review Candidates
= To review mulfiple Candidates

9 B £

My Offer Details Form and Offer Progression

Approved in Last All Approved (19
12 months (13)

University Faculty Careers: hitps:/facufty-emory.icims.com

¥ 1L
Offer Details  Finalist Offer
Forms Needed  Letter Not
My Attention {5)  Signed (1)

28
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Hire Workflow
= X
e 1 bitps//zmoryicims.com/platom P8¢ | M 173-Emoy wiE®
‘ZfCII'I'IS‘ Create v @ v
4 Back

Resume/CV | Cand.Uploads  (Wrkflw) Faculty.. ~ SOMPacket  Experience  Candidate Details  iForms  Notes  More~

& Tradionel [ Facebook B Micrasot
Peter A, Paulmary —

5 @
CANDACTIVE FEB A

Highest Education

|D/PhD

Applying for
Assistant Professor Pedeatrics Oncology

DT ach CFcDeom EMORY UNIVERSITY SCHOOL OF MEDICINE

STANDARD CURRICULUM VITAE FORMAT

Inerview ©

® peterpaulteste Revised: 10/2/2015

(AT candicate Selected &

e . Name: Peter Paulmary

Activity Prepare Offer Detalls Form (&) Office Addcess: 404-712-1415
Launch Offer Detalls Form Approval (8 e: 706-540-1389
Send offer and Confidentlal Data Form [

E-mail Address: david.goetsch@msn.com
Offer Accepted

Pos O Tasks . Citizenship: United States Citizen
— Current Tites and Affiatons
a. Instructor of Medicine, Division of General Medicine, Emory University School of

Madinina ANAE

T
260y U

Offer Accepted status

- When candidate excepts the offer the status MUST be selected
- This step is critical in auto generating the Faculty Background Check (See Faculty background
process)

Staff- Send to HireRight

- This status will be launched by your recruiter

Goetsch, David | EMORY UNIVERSITY



Hire Workflow

e i https://emory.icims.com/platform

}
'Z_CIITIS' Create v

- Back

Peter A. Paulmary

CAND:ACTIVE

Aumni

No

Highest Education

|D/PhD

Applying for
Assistant Professor Pedeatrics Oncalogy
Post Offer Tasks - Launch Pre-Start

Uil e

= david goetschi prepare offer Detalls Form (5
f, 4047121415

Launch Offer Detalls Form Approval ()

Activity Send offer and Confidentizl D
Offer Accepted
Post Offer Tasks

Launch Pre-Start

Hire - Offer Detalls Farm Complete Ready for Pe...

Onboarding Started [

30

Pr@d | ioMs173-Emory

Resume/CV | Cand. Uploads SOM Packet Candidate Details ~ iForms ~ Notes  More~

L Download Resume

& Traditional | B} racebook B microsott

(Wrkflw) Faculty... Experience

A\ Pronlems viewing?

~

EMORY UNIVERSITY SCHOOL OF MEDICINE
STANDARD CURRICULUM VITAE FORMAT

Revised: 10/2/2015

Name: Peter Paulmary
ata Form (¥

elephone: 706-540-1389

E-mail Address: david.goetsch@msn.com

Citizenship: United States Citizen

Current Titles and Affiliations
a. Instructor of Medicine, Division of General Medicine, Emory University School of

KMadinina MN1E

Faculty Select “Launch Prestart”

Staff-

Your recruiter wi

Goetsch, David | EMORY UNIVERSITY
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31

Hire Workflow

- X

e 1 https;//emory.icims.com/platform P -80S 7 iaMs17.3-Emory W e &

Jams  create v @ v
4= Back

Resume/CV Cand. Uploads (Wrkflw) Faculty... SOM Packet Experience Candidate Details iForms Notes More ~

T € Summary - Intemet Explorer - ] x
S Tradivional B3 1 https:/femory.icims.com/icims2/servlet/icims2?module= AppSearchAction&action=shov @]

Peter A. Paulmary | summary

CAND:ACTIVE

~

Peter Paulmary
Aumni Highest Education Assistant Professor Pedeatrics Oncology

No |D/PhD
+ Custom Integration: Emory: Applicant Status Defined Link

fing for Follow the link to confirm the action.

Applyi
Assistant Professor Pedeatrics Oncology
Post Offer Tasks - Launch Pre-Start Con e ke ICINE

= david goetsch@emory.edu Revised: 10/2/2015

L, 404-712-1415

Activity

Hes% v
a. Instructor of Medicine, Division eneral Medicine, Emory University School of

Mlndinina AN4E

Faculty- launch Prestart

- Custom integration Dialogue Box opens
- Select “Confirm and Modify”
- Anet Id will be prompted. Displayed and sent to your e-mail
o You can utilize the NetID and information for VISA application
= Always consult with ISSS for support with Visas.

Faculty — launch Prestart

Use your Single sign on to begin and confirm

Common errors include:

- “Confirm and Modify” is not selected

Goetsch, David | EMORY UNIVERSITY
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Onboarding:

Staff- launched by your recruiter

Faculty, begin the process by selecting the “advance” step to “Onboarding”

(e} G' Q Search the web...

& https://emornytesticims.com/icims2/servlet/icims2?module=AppSearchActionAdspterftaction=autoLaun - Internet Explorer

*
7 https://emorytest.icims.com/icims2/servlet/icims2?module= AppSearchActionAdapterfuaction=autolaunchWrapperiactions= Hire | dentifyWizard, TaskWizard, Comm&id=152148slot=SRCH_B_100
m Submit to Workflow Add Tasks Email
New Hire

Hire "Ayushi Gupta” for “Abdominal Radiclogist”

ACTIONS
Move job to folder: Approved [v]
closing te Jop will unpost oo
“Closed” folders are not avallable unti ail # of Dpenings are filled
Move candidate to folder: Emp:New Hire V]
Create an Employee (Onboarding) Profile
[ Reject New Hire from all other jobs applied: — Make a Selection — v]
EMPLOYEE FIELDS
i) If an employee profile already exists, these fields will overwrite existing data
Job Abdorminal Radiologist-15567 =
Job Title Abdominal Radiologist
Onboarding Start Date 10/1/2018 -
Manager Tanita Williams-emp25925@person.icims.com -

H100% -

Faculty -Onboarding (Slide 1)

- Do you close the job or leave “approved”?

- Incorrect email for new candidate or email is located on Phone number cell
“Move to Job Folder” is not at “Approved” which closes the requisition

Goetsch, David | EMORY UNIVERSITY
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( G' Q_ Search the web...

New Tab

& https://emorytest.icims.com/icims2/senvlet/icims2?module= AppSearchActionAdspter&action= autoLaun - Intemet Explorer

1 https://emontesticims.com/icims2/servlet/icims2Tmodule= AppSearchActionAdapter&action=autoLaunchWrspper&actions=Hire dentifyWizard, TaskWizard, Comm@id= 152

New Hire Add Tasks Email

Submit to Workflow

&slot=SRCH_B_100.

Submit Ayushi Gupta to the following workflows:

Filter By All New Hire Category Profiles .

Available
3504 - Campus Life
3505 - LITS: Library and IT Services ~
3506 - Campus Services
3508 - Goizueta Business School
3509 - Emory College
3510 - School of Law
3511 - Oxford College v
3512 - Yerkes

Selected
Onboarding Workflow
3507 - SOM: School of Medicine

Assign Onboard Portal

onboarding -

Faculty-Onboarding (Slide 2)

- Select the correct “Candidate experience” for the onboarding process

Goetsch, David | EMORY UNIVERSITY
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(&) GY Q, Search the web...

New Tab

(& https://emorytesticims.com/icims2/servlet/icims2?module=AppSearchActionAdapter&taction=autoLaun - Internet Explorer — %

1 hitps//emorytest.icims.com/icims2/servlet/icims2?module= AppSearchActionAdapter&action=autol aunchWrapperBactions= Hire | dentifyWizard, TaskWizard, Commé&id=1

New Hire Submit to Workflow  ZLULGRES S Email

Add Onboarding Workflow Task(s)

TASK LIBRARY

(i) 11 of the selected tasks have prerequisite tasks. If the prerequisite tasks are not added, these tasks can be completed withourt first completing the prerequisites
Show prerequisite tasks

Filter by Category — Suggested — ﬂ

Name Category Type Days Until Due Prerequisite Last Completed Date A

Select: [ All | None | All on Page None on Page ]

Form:
] Safety Orientation EUV EUV Safety Orientation 5 After Task Assigned 2 Tasks 8/9/2018 12:06 PM
W EHC Confidentiality Statement  Emo Form 5 After Task Assigned 2Tasks B/7/2018 10-12 PM
¥ ) v EHC Confidentiality Statement 9 ===
Link to External -9 Form:
e Emory gy U D e 5 After Task Assigned 8/7/20181:11 PM
W Direct Deposic Emo Form 5 After Task Assigned 2Tasks B/7/2018 10-12 PM
2Tasks
P R Emory Direct Deposit g
Form:
|| GA Withholding Form G-4 Emory Emory Georgia Tax Withholding 5 After Task Assigned 2 Tasks 8/9/2018 11:58 AM
(G4)
Form
[v] Federal Withholding Form W-4  Emory Emory Federal Tax Withholding 5 After Task Assigned 2 Tasks 8/9/2018 11:48 AM
(W4)
g P d s . Form
(IS an ecurity Emory Emory Privacy and Security 5 After Task Assigned 1 Task 8/7/2018 10:14 PM
Awareness Training
Awareness Training
k] Network ID (NETID) EUV Form 5 After Task Assigned 2Tasks 8/7/2018 10:05 PM
etwor EUV Network ID (NETID) 5 After Task Assigne 2Tasks -
o Form . v
[ Title IX Training EUV L Tt T T 6 After Task Assigned 3 Tasks 8/9/2018 1:59 PM

Cancel | Add 15 task(s)

Faculty -Onboarding (Slide 3)

- Rarely do you deselect tasks
- Exceptions are during Promotions or rehire * Consult your recruiter

Goetsch, David | EMORY UNIVERSITY



35

c G' Q Search the web...

New Tab
& https://emorytest.icims.com/icims2/serviet/icims2?module= AppSearchActionAdapterfaction=autoLaun - Internet Explorer
rchActionAdapterfaction= autoLaunchWrapper&actions= Hire, Identif

48:slot=SRCH_B_100

Nizard, TaskWizard, Comm&id=15.

1 https:/femorytesticims.com/icims2/servlet/icims2?module=Af

NewHire  Submitto Workflow ~ Add Tasks JJZeill)

Compose email

Save as document

From David Goetsch-emp100@person.icims.com ~

To Ce/Bec
Recrumtng workflow » Per.

Template category All Templates ™

Template Onboard Welcome Letter AN - |

Subject Welcome to Emory!

Associated Recruiting Workflow ~ Ayusni Gupta - Abdeminal

e L X DB B BT o

& Add Variable B A A = T = =
Hello Recipient: Legal First Name, A
Congratulations on your new position and welcome to Emory! We look forward to seeing you on the first day of your new career at Emory.
We want your transition to your new role with us to go smoothly and for you to feel confident on your first day. To help you in your onboarding process, you will need to leg in to our
Mew Hire Portal (see information below). The New Hire Portal is where you will go to update your information, review organizational documents and policies related to your position, and
v

complete some key tasks before your start date! In order to get the Onbearding process started we would like you to log in to our New Hire Portal below. There you will be able to
update your information, review company documents, and complete relevant tasks prior to your start date.

Drag-and-drop files here or dick to upload.

0% -

Preview

Faculty -Onboarding (Slide 4)

Copy yourself on the email in case the candidate does not get it.
Use the “Drag and drop” feature to add department specific orientation

details

Did you know you can “relaunch” the process?

Incorrect email for new candidate, ask your recruiter to change
Candidate does not receive the email, or it goes to their junk mail
Department does not use the feature to send details of the first day to

candidate

Goetsch, David | EMORY UNIVERSITY
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- x
e 1 https://emoaryicims.com/platform D+ @C| 7 iCMs17.3-Emory Pl
.
‘l_clrns‘ Create v @ -
+ Back

Resume/CV | Cand. Uploads  (Wrkflw) Faculty... SOMPacket  Experience  Candidate Details  iForms  Notes  More~

& Traditional [ Facebook B Microsoft
Peter A. Paulmary —_—

CAND:ACTIVE A

Humri Highest Education

No JD/PhD

Applying for
Assistant Professor Pedeatrics Oncology

Post Ofe Tasks - Launen Presar EMORY UNIVERSITY SCHOOL OF MEDICINE
STANDARD CURRICULUM VITAE FORMAT

Ul T

= david goetschl prenare offer Detalls Form () Revised: 10/2/2015

{, 4047121415

Launch Offer Detalls Form Approval (5 Name: Peter Paulmary
Activity send Offer and Confidential Data Form &)
Office Address: 404-

Offer Accepted

Post Offer Tasks
Launch Pre-Start ddress: david.goetsch@msn.com

Hire - Offer Detalls Form Complete Ready for Pe... . Citizenship: United States Citizen
onboarding Started [
Current Titles and Affiliations

a. Instructor of Medicine, Division of General Medicine, Emory University School of
Madinina MNAE

Faculty- “Hire Offer Details form Complete, ready for PeopleSoft”

- Select this status to auto notify OEl that you are ready for the record to be sent to the
PeopleSoft que.

Common errors include:

- Forgetting to select this status
- The req. can’t be found due the “closed” status of the req.

Goetsch, David | EMORY UNIVERSITY
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Trouble Shooting Onboarding issues:

- Changing the email of the candidate finalist
o During the recruitment of the candidates, please be sure to check that the e-mail that
will be utilized through out the process will continue to be available to the finalist. The
e-mail can be changed by your recruiter

7 iCIMS - Emory.

<« (K]

Jams € creaev  Search v

(o |

Type here to search

Report v/

https//emory.icims.com/platform

Communicate v

Library v

- @

Requisition v | 29595

EEO  Resume/CV  Experience  Cand.Details ~Employee  CandUploads  Screen  Recruiter Docs =~ Contact = Login  iForms  More~
@ AuwitTral Qi Folder Log
Nikolaos Papadantonakis GENERAL INFORMATION CONTACT INFORMATION
Hematologist - Cinical Investigator
Legal First Name
EMPNEW HIRE Phones
Nikolaos
Preferred Mobile
ArstName | Aumni | jobTide | Manager I CEEEEy
[Blan Mo | demrms | Exme Papadantonakis DEFAULT
3 o Email
Submit to Requisition ] i
noapadantonakis@gmail.com [
©  Birmingham Alabama United... Home
= npapadantonakis@gmail com O T PR 1413 11th Place South
o 8573341837 noapadantonakis@gmail.com [ Ap:U
Birmingham, Alabama 35205
Person Folder United States
Activity Tags
Emp:New Hire L]
T AllActivities v DRI
& Profile Edeed 3hours ago
By Decra Coton Updated: 812372019 11:25 AM
For Nikolaos Papadantorakis S P T
Read More
5 Emal Received 3hoursago
By Decra Comton
To Nikolaos Papadantonakis
Emal subject: "Welcome to Emory™
 Task Assigned 3hours ago
 Task Assigned 3hours age
& Task Assigned 3hours ago

- Once onboarding has been sent to the candidate here is where you locate the new candidate
Login information to iCIMS

i iCIMS - Emory

<« C @

’l:lms @ createv  Search v

© Birmingham Alabama United...

Report v

@ @ nttps://emory.icims.com/platiorm

Communicate v Library v

EEO | Resume/CV

Experience

2 noe® =

Requisition v | 29595

Cand. Details Employee Cand Uploads ~ Screen Recruiter Docs Contact Login iForms More ¥

Nikolaos Papadantonakis EEO INFORMATION EMPLOYEE EEO DATA
Hematologist - Clnical Investigator
Gender Gender
EMPNEW HIRE
Male Male
preferred
FisName | Aumni | JoTile | Manager e —
[Blan. NO | Hemarol... | DedraC White (Not Hispanic or Latino) No
Birth Date
Submit to Re v
6/26/1976

. 8573341837

Activity Tags

Y All Activities
7 Profile Edited 3nours ago

Comon
For Nikolsos Papadantonakis
Read More

5 Emal Received 3 hours ago
8y Dedra Cotton
To Nikolaos Papadantonakis
Email subject: "Welcome to Emory”
& Task Assianed 3 hours ago
 Task Assigned 3nours ago
& Task Assigned 3 nours ago

1226 AM
Createc: 41872019 10:31 PM

H O Type here to search
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If a change needs to be made to an existing or new requisition, how is this done?
o The requested changes should be sent to your iCIMS recruiter
o If ajob code or responsibilities change, the req. would be trashed, and you
would need to start over.
O
What triggers the faculty Background check?
o “Offer Accepted’ status for the candidate will auto trigger the process

Does the system know what | need to do next?
o No, the candidate status lets you know what you did last.
o Consult your recruiter for suggested decision and hire workflow.

Does the system automatically send messages to the candidates?
o No, the user must generate a message and is notified that an email is being
generated and asks for verification to commence.

What about candidates that will need a visa?
o Follow the guide on Faculty Hiring in the box account.
= Move the candidate to “launch prestart” to get an EMPL ID and send to
ISSS
If my candidate is not integrating properly or documents for my candidate do not
appear, who do | email/
o icimsinternalsupport@listserv.ccc.emory.edu

Goetsch, David | EMORY UNIVERSITY
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*Resources ZCImS

All candidates should formally apply to a position or utilize a formal “link” to a
position. These links are live and generated by the “Source” system to post onto
the internet through Emory’s career portal.

In the instance of an Administrative Decision or Search Waiver. Your recruiter will
send you a “link” utilizing a confidential portal that only the administration can
view. There the candidate can formally apply to the specific Administrative
Decision/ Search Waiver

Instances include:

- Staff Administrative Decision
- Faculty Search Waiver

- Faculty PT Hire

- Visiting Scholars

- Adjunct Positions

- Spousal hires

Goetsch, David | EMORY UNIVERSITY
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* Resources

Search Committee member guide

¥ Workforce Administration

HR Administration Emory Recruiting System -iCIMS |l Old Recruiting System - Kenexa [ Employee Search

S

Go to your PeopleSoft page and select the HRweb drop down then select the iCIMS tile to begin

Goetsch, David | EMORY UNIVERSITY
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EMORY

HEALTHCARE

Network ID
dgoetsc Login is Emory's authentication tool for logging into multiple web systems and applications. If you have
any questions, problems, or comments abaut Login, please contact the University Service Desk at (404)
Password 727-7777 or the Emory Healthcare Call Center at (404) 778-HELP. You may also submit an IT support

request at http://help.emory.cedu/.

Forgot Password?

You are about to access a computer system maintained or made available by Emory University and/or Emory Healthears that is intended for authorized users only. Unauthorized use of this
system is strictly prohibited and may be subject to criminal prosecution. By proceeding, your use of this system constitutes your acceptance of Emory's IT Conditions of Use and other
applicable policies and your consent to monitoring, retrieval, and disclosure of any information within this system for any purpose deemed appropriate by Emory University or Emory
Healthcare, including law enforcement purposes and enforcement of rules concerning unacceptable uses of this system.

EMORY HOME | CONTACTS | EMERGENCY | CAREERS | GIVE TO EMORY | ABOUT EMORY'S WEB
Copyright € 2018 Emory University - All Rights Reserved | 201 Dowman Drive, Atlants, Georgia 30322 USA 404.727.6123

You will sign in utilizing your NET ID

Goetsch, David | EMORY UNIVERSITY
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Candidates for Review

Candidates

6356 - Acting Assoc Professor-TT Faculty person ConfidentialLetter &
6356 - Acting Assoc Professor - TT Peter Facttest &

6356 - Acting Assoc Professor-TT Guy Test &

6356 - Acting Assoc Professor - TT Minnie Mouse &

6382 - Faculty Position - Open Rank Jon Racker &

6382 - Faculty Position - Open Rank Peter FacultyPortal §
6382 - Faculty Position - Open Rank Micky Mouse123 &
6382 - Faculty Position - Open Rank Micky MouseTEST123 8
6382 - Faculty Position - Open Rank Miley Cryuss &

6397 - Faculty Position - Open Rank Peter Fulltest &

More Results

Only the positions that you are on a committee for will appear as a list of all candidates to review.

We are going to review “Jon Rocker”

Goetsch, David | EMORY UNIVERSITY
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Z.CIITIS

< Back lect for Mass Action < SearchResuft| 5 |of17 >

Resume/CV  Cand.Uploads  Faculty Letter... Experience  iForms  Notes More~ Faculty Letters/Internal Uploads v
B Traditional B unkedin K3 racebook B microsoft

CONFIDENTIAL LETTERS OF RECOMMENDATIO]

A

Jon R. Rocker

Assistant Profess:

EMP:NEW HIRE
Recommendation letter- Rocker.docx
i Jonathan Rocker
jumni Highest Education
678-360-7555
No JD/PhD PO Box 8700389 Stone Mt. GA 30087 david.goetsch@emory.edu Undated: 419/2018 5:58 AM
Created: 1/3/2018 917 AM
EDUCATION
Applying for noe 2
o Openfank J.D.- Emory University School of Law, Atlanta, Georgia.
Honors.  Order of the Advocates; Dean’s Public Service Award, Emory Public Interest Committee

1998 Grant Recipient.

B.S.-Jacksonville State University, Jacksonville, Alabama.

IR o Cum Laude, Dual Degrees:  Psychology and Criminal Justice-Forensic Investigations
404712-1415 EXPERIENCE
Judge, Gwinnett County Magistrate- Lawrenceville, Georgia.
Activity Tags July 2014-Present
Serve as an associate magistrate judge in Gwinnett County. Conduct First Appearance Hearings, Probable
¥ Al Activities v Cause Hearings, Superior Court family violence hearings, State Court plea and probation

calendars, issue search and/or arrest warrants, conduct civil bench trials, dispossessory hearings, and issue

(7 Workflow Profile Edited 2we writs of possession.

B Email Sent 3weeks ago Owner, McMullin, LLC- Stone Mountain, Georgia.
January 2016-Present

= Email sent Solo practitioner focusing on forensic consultations for attorneys, investigative consultation, and criminal
felony appellate cases.

B Email Sent amon
Faculty, Emory University School of Law- Atlanta, Georgia.

= Email Sent amol

- Exchange Program, July 2015- Taught American Criminal Law and the Justice System to exchange

students from Beijing Normal University.
Load More

Kessler Eidson Program for Trial Techniques, May 2009- Present- Team Leader for this program, which
is a required one week course for second year law students. During this course they are immersed in
basic trial skills includine ovenine statements. closine areuments. develovine a case theorv/theme. direct ¥

Tabs across the top can offer the view of the resume and any additional documents that were
requested in the posting ad.

The screen can be split utilizing the arrow at the top, to view side by side the additional documents.

This includes the recommendation letters that were requested and sent back to Emory for viewings

Goetsch, David | EMORY UNIVERSITY
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< Back

Resume/CV ~ Cand.Uploads  Faculty Letter..  Experience  iForms  Notes More~

X Download Resume

Jon R. Rocker

Assistant Professor -

EMPNEW HIRE
Aumni Highest Education
No JD/PhD

Applying for

n Rank

= empl59@person.icims.com
L A47121415

Activity Tags

YAl Activities v

[ Workflow Profile Edited 2w

B Email Sent

B Email Sent

= Email Sent

= Email Sent a month ago
v

Load More

B Traditional B Linkedin [ Facebook Bl Microsoft

Jonathan Rocker
678-360-7555
PO Box 8700389 Stone Mt. GA 30087 david.goetsch@emory.edu

EDUCATION
J.D.- Emory University School of Law, Atlanta, Georgia.
Honors:  Order of the Advocates; Dean’s Public Service Award, Emory Public Interest Committee
1998 Grant Recipient.

B.S.-Jacksonville State University, Jacksonville, Alabama.
Cum Laude, Dual Degrees:  Psychology and Criminal Justice-Forensic Investigations
EXPERIENCE
Judge, Gwinnett County Magistrate- Lawrenceville, Georgia.
July 2014-Present
Serve as an associate magistrate judge in Gwinnett County. Conduct First Appearance Hearings, Probable
Cause Hearings, Superior Court family violence hearings, State Court plea and probation
calendars, issue search and/or arrest warrants, conduct civil bench trials, dispossessory hearings, and issue
writs of possession.

Owner, McMullin, LLC- Stone Mountain, Georgia.

January 2016-Present

Solo practitioner focusing on forensic cc ions for attorneys, i igat ion, and criminal
felony appellate cases.

Faculty, Emory University School of Law- Atlanta, Georgia.
Exchange Program, July 2015- Taught American Criminal Law and the Justice System to exchange
students from Beijing Normal University.

Kessler Eidson Program for Trial Techniques, May 2009- Present- Team Leader for this program, which
is a required one week course for second year law students. During this course they are immersed in
basic trial skills includine ovenine closine . develoving a case theorv/theme. direct

a

O selectfor Mass Action < search Result

Faculty Letters/Internal Uploads v

@ Audit Trail

CONFIDENTIAL LETTERS OF RECOMMENDATION
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5 |or17

Recommendation letter- Rocker.docx

Updated: 4/0/2018 9:58 AM
Creates: 11972018 9:17 AM

View and move to next candidate using the arrows

Goetsch, David | EMORY UNIVERSITY
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lclms ev  Communicate v

James R. Robinson
ank

Faculty Position - Ope

EMP-NEW HIRE
Highest Last Updated
Education Status Date
[Blank]  Sendoffera.. = 201803-14Ti..
Applying for

Faculty Position - Open Rank
Offer Tasks - Send Offer and Confidential Dat

Reject v vance Vv

empA400@pers| Deparment feview
5402461336 Long-List
Short-List
Activity Interview ()

T Al Acny C2ndidate Selected for Offer ()

Offer s
& Job Application Submittec

Prepare Offer Details Form &)
R Note Created Launch Offer Details Form Approval (2

‘o fidgntial Mata Garm M1

(' Workflow Profile Edited """ "85 555

(7 Workflow Profile Edited

(7 Workflow Profile Edited

Load More

tidms.com/pla

Resume/CV

B Traditional [ tinkedin B3 Facebook | [B) Microsoft

Cand. Uploads  Faculty Letter... SOM Packet  Experience  More~

Dr. James Robinson

Home phone 5402461336
Work phone 540-568-6991

011 James Madison University Title IX Administrator/Coordinator Coordinate Title IX efforts
including the development, implementation, and monitoring of appropriate disclosures, policies,
procedures and practices designed to comply with federal and state legislation, regulation, and
case law requiring the prompt and equitable resolution of all complaints pursuant to Title IX.
Recommend and/or effect changes to policies, to revise practices and to implement equitable
procedures across many departments, including human resources, athletics, academic affairs, and
student affairs/student conduct/discipline.

A

2004 Tames Madison University Director of Equal Opportunity/ADA Coordinator EEO risk

management. Plans, directs, monitors, and evaluates the EEO complaint systems including

oversight; counseling and early resolution activities. Title IX Administrator with a focus on
. social justice.

2004 2004 James Madison University Recruitment Specialist Refocus the organizations'
recruitment efforts in the local diverse community to become employed. This involve local
programing and marketing of open job positions.

1982 2004 RR Donnelley Management Divisional Diversity Executive Council to promote and
support diversity efforts through out the division and company.

1982 2004 RR Donnelley Supervisor/Planner Managing department operations

A

Search YN @

Cand. Uploads v

FACULTY AND ACADEMIC SUPPORTING DOCUMENTS

Supporting Docu

Doa ype

Cover Letter

Attachi

Dr. James Robinson- Cover.docx

X si

Document Type

Research Statement

Updated: 3/14/2018 11:46 AM
Created: 12/14/2017 9:22 AM

The chair or designated administrator can move the candidate status from “submitted for review” to;

“Long list” then to the “Short list” utilizing the Green button
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< c @
.
chms ev  Communicate v

< Back

James R, Robinson
Faculty Position - Open Rank
EMP:NEW HIRE

Highest Last Updated
Education Status Date

[Blank]  se

Applying for
Faculty pen Rank
o Offer Tasks - Send Offer and Confidential Dat.

I )

Department

Rejected B

Offer Tasks
Offer Rejected (@

Offer Rescinded ()

Self-Withdrew (Recruiter) B

Accepted Another Emory Position (3

[ Workilow Profile Edited 3weeksago

(" Workflow Profile Edited

(Z Workflow Profile Edited

Load More

5 ¢

Cand.Uploads  Faculty Letter.. ~ SOMPacket  Experience  More~

X Download Resume

B Traditional B vinkedin [ Facebook B Microsoft

Dr. James Robinson
Home phone 5402461336
Work phone 540-568-6991

Experience

2011 James Madison University Title IX Administrator/Coordinator Coordinate Title IX efforts

g ¢ the development, implementation, and monitoring of appropriate disclosures, policies,
edures and practices designed to comply with federal and state legislation, regulation, and
case law requiring the prompt and equitable resolution of all complaints pursuant to Title IX.
Recommend and/or effect changes to policies, to revise practices and to implement equitable
procedures across many departments, including human resources, athletics, academic affairs, and
student affairs/student conduct/discipline.

2004 James Madison University Director of Equal Opportunity/ADA Coordinator EEO risk
management. Plans, directs, monitors, and evaluates the EEO complaint systems including
oversight; counseling and early resolution activities. Title IX Administrator with a focus on
social justice.

2004 2004 James Madison University Recruitment Specialist Refocus the organizations'
recruitment efforts in the local diverse community to become employed. This involve local
programing and marketing of open job positions.

1982 2004 RR Donnelley Management Divisional Diversity Executive Council to promote and
support diversity efforts through out the division and company.

1982 2004 RR Donnelley Supervisor/Planner Managing department operations

¥ B e

- 0% Search N\t

Cand. Uploads v

B standard v

”

FACULTY AND ACADEMIC SUPPORTING DOCUMENTS

Supporting Documents for Application

Document Type
Cover Letter

Attachment

Dr. James Robinson- Cover.docx

Document Type
Research Statement

Updated: 311472018 11:46 AM
Created: 12/14/2017 9:22 AM

Or the candidate can be “rejected” utilizing the Red button.
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AENCE) oa
.
lclms ev  Communicate v
< Bak
James R. Robinson
Faculty Position - Open Rank
EMP-NEW HIRE
I Highest Last Updated
Education Status Date
[Blank] = Rejected = 2isosoim..
Applying for
Faculty Po: Open Rank
| Department R Rejected

[N O

emp400@person.icims com
5402461336

I Activity Tags

TAll Activities v

# Workflow Profile Edited

es Re
Viore

& Job Application Submitted 1 week ago

B Note Created

[Z Workflow Profile Edited

[Z Workflow Profile Edited Sweeks ago

Load More

https://emarytest.idms.com/platform

X

Experience  More~

B standard~

a

Resume/CV ~ Cand.Uploads  Faculty Letter.. ~ SOM Packet

B traditional B Linkedin B3 Facebook ) Microsoft
@ Mozilz Firefor - 0O X
@ & httpsy//emorytestidms.com/icims2/servlet/iims27module=App N +)
Disposition
You have chosen to reject the selected candidate(s).
Reason — Select a Disposition — M

[5end an email notice to this candidate.

dinate Title IX efforts
g disclosures, policies,
tion, regulation, and
ursuant to Title IX.
nplement equitable

s, academic affairs, and

irdinator EEO risk
ystems including
r with a focus on

organizations'
[his involve local

T70Z ZUUTIIT

support diversity efforts through out the division and company.

VI E VG TV ISTOIT TV VISt TAVOUT VS G

1982 2004 RR Donnelley Supervisor/Planner Managing department operations

uncil to promote and

R =

Cand. Uploads v

FACULTY AND ACADEMIC SUPPORTING DOCUMENTS

Supporting Documents for Application
Document Type

Cover Letter

Attachment (ma

Dr. James Robinson- Cover.doox

Document Type

Research Statement

Updated: 3/14/2018 11:45 AM
Created: 12/14/2017 9:22AM

Once rejected a communication box will appear. You can elect to send a rejection email to the

candidate by clicking the box. If not selected a message does not go to the candidate.

Select a reason for rejection. (The candidate will NOT see the reason you select)

Work with your HR team to ensure you communicate the status of the search.
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