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Requisition Process Approval Flow
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Creating a Position Requisition

Please note before creating a Position Requisition for a position with a Full Time Equivalent (FTE), the
termination form for a resignation or retirement must be submitted to HR Processing or you should
have received a baseline with a new or changed allocation.

Requisitions created for positions with no FTE or base line such as afterschool and hourly tutor may be
re-opened and reused as needed within a single school year.

You can access the system by going to the Employee Portal and selecting Lawson Global HR. Your login
is now your FULL district email address and your password is the same one you use to access the
network and your district email. Once in the system, double click on Recruiter.

Recruiter

Double click on Requisitions

Recruiter

M

iy %

2 (o}

Today Candidate Pool Requisitions
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To begin creating a requisition, click on the double down arrow:

Requisitions

Keyword ’

Status ’

Recruiter ’

Hiring ... ’

Select Create Requisition.

Chpian

Create Requisition

Create Requisition From Copy
Zend Mass Email

View Audtt Log

Wiew Full Audit Log

Crptions
DrllAraund™
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Complete the required fields as follows:

Date Needed: The opening date to begin recruiting for the position. This date does not

coincide with the effective date for a Hire or Transfer. Typically you will enter today’s date here
(remember you can quickly do this by entering a “T” and then press the “Tab” key to auto fill the
current day).

Confidential Requisition: Leave blank, flag not used by GCS.

Priority Requisition: Leave blank, flag not used by GCS.

*Job Requisition

Actions ¥ Options

Status - Date Needed |03/14/2016 [&l| OpenDate - Total Days Open -

:D Confidential Requisitioﬂ: [T Priority Requisition

Requisition

Position Information
*Position Code [ »] [

Organization Unit :]
Company D
Accounting Unit S
Account :] Sub Account E
Activity S
Account Category E

[JPool [JGCRefReq [J] Assessment [T Background

Location S Wark Type S
Relationship T Organization S Category :
Wark Schedule S
Standard Hours D
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Position Information: Click on the arrow in the Position Code field as shown below to search all

position codes.

Position Information

Organization Unit [:]
Company [:]

Accounting Unit [:]
Account [:] Sub Account D
aiity [ ]
Account Category [:]

To search for a Position Code, it is best to enter text in the Short Description field. You can enter the
Location Code or the Position Code in the Short Description field to search for the Position Code for this
requisition.

For example: 012 or 012CLK1000

This will display all the positions at the location you entered or the position you entered.
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If you searched by location only, then you will need to find the position code for which you are creating

the requisition. Once found, you can either double click on the position code or highlight it and click

Select to make your selection.

045A5YRKA000
045ADMINA000
D45AEMHS1000
D45AFASTDIR

D45AFSCH
D45AIDENO00
045CLK1000
045CUST1000
045DAFSCH

Aide 5 Year Kindergarten
Admin Assistant

Aide EMH SC

Asst Director, After School

After School Caregiver

Aide Instructional
Schoal Clerk
Custodian

Director, After School

Greenville County Schools- Human Resources
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Augusta Circle Elementary
Augusta Circle Elementary
Augusta Circle Elementary
After School-Augusta Circ. ..
After School-Augusta Circ...
Augusta Circle Elementary
Augusta Circle Elementary
Building Services-Augusta...
After School-Augusta Circ...

185 DAY - 9 1/4 month
190 DAY - 9 1/2 month
185 DAY - 9 1/4 month
8Hr (12 Manth) 245D
8Hr (12 Month) 245D
185 DAY - 9 1/4 month
200 DAY - 10 month
8Hr (12 Manth) 245D
8Hr (12 Month) 245D




If you searched by the position code, then you must select the position for your requisition by either
double clicking it or by highlighting it and clicking the Select button.

Recruiting Position List

Actions = Options * DrillAround™ =

Les
012CLK000
012CLKA000  School Clerk Alexander Elementary

Cancel

When the Position Code is selected, you will notice certain fields populate automatically from the
position code. You must now complete several additional fields.

- Account, Sub Account, Activity and Account Category: Leave these fields blank.

Account :] Sub Account :]

Activity | ]

Account Category :]
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- Pool: DO NOT EVER CHECK THIS OPTION. Used by Human Resources ONLY.

- Reference: USED FOR TEACHING REQUISITIONS ONLY.

The Reference flag must be checked for TEACHING POSITIONS ONLY. This is to ensure that the
automated system will send Confidential Reference Requests via the GCS Candidate Reference
System that are required for teacher positions only.

- Assessment: USED FOR TEACHING REQUISITIONS ONLY.
The Assessment flag must be checked for TEACHING POSITIONS ONLY. This is to ensure that the

automated system will send the teacher assessment profile (Crown Global) via the GCS
Candidate Reference System that is required for teacher positions only.

- Background DO NOT EVER CHECK THIS OPTION. Used by Human Resources ONLY.

For teaching positions these boxes should be checked as shown below.

[(JPool R GCRefReq () Assessment [[)Background

For all other positions these boxes should be left blank as shown below.

[(JPool [[JReference [[] Assessment [C] Background
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Location [012 Work Type [

Relationship To Organization [ Category [ CLASSIFIED
Work Schedule [ 200 DAY - 10 month B

Standard Hours
Requested Position FTE

Exempt From Overtime

- Work Type: Click on the arrow in the field for a drop down list. Select one of the Work Types by
clicking on the Work Type, then click Select. Provided below is a description of each Work Type.

e Hourly — Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as
Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.

e International — Used when hiring international teachers.

e Regular - Positions with a Full Time Equivalent (FTE) greater than zero including both
full-time and part-time positions. These positions are typically found on your Position
Control.

e  Substitute — Used by Human Resources Only.

Work Types
Actions * Options * DrillAround™ = DB ® L C

HOURLY Hourly
INTERNATIOMAL International

|REGUU—\R Regular

SUBSTITUTE Substitute
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- Relationship to Organization: Click on the arrow in the field for a drop down list. Select
Employee for all requisitions.

Relationships To Organization

Actions * Options * DrllAround™

i =

BOARD Board of Education Other Exclude For Both

EMPLOYEE Employee Employee

- Category: The Category will default from the Position Code selected. Do not change the
Category, because it is required for the requisition to route to the correct HR Hiring Manager for
approval and to list on the posting for the position. If the Category does not default from the
Position Code, please contact the Human Resources Helpline at 355-3117.

-  Work Schedule: The Work Schedule will default from the Position Code selected. Do not
change the Work Schedule and contact the Human Resources Helpline at 355-3117 if the Work
Schedule does not default from the Position Code.

- Standard Hours: Leave blank field not used by GCS.

- Requested Position FTE: Enter the Full Time Equivalent for the position. For example, if an
employee is full time then enter 1.0.

Standard Hours :]
Requested Position FTE

Exempt From Overtime [Nn E

- Exempt From Overtime: This field will default from the Position Code selected.
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- Opening Information: Leave these fields blank as shown below.

Opening Information

# Of Openings D # Remaining [:]

Detailed Reason For Opening [

#Filled D Reason For Opening [:] [ Budgeted

- Contacts: You must enter the following fields for the requisition to follow the correct approval

process:
- Hiring Manager
- Recruiter
- Alternate Recruiter

To search for the Hiring Manager, Recruiter and Alternate Recruiter, click on the arrow in the field. You

can search for the employee number by entering the last and first name.

Contacts

Direct Manager |

Hiring Manager

Hiring Manager-Enter the Manager for the Position, i.e.
Principal, Plant Engineer, Supervisor.

Recruiter

|
HR Contact |
|
Alternate Recruiter [

Approver 1 [

Approver 2 [

Approver 3 [

Recruiter-For School Locations, this should be the School
Secretary. For Departments, this should be the
designated Secretary of that department.

Alternate Recruiter-This should be the Manager for
the Position, for example, the Principal or
Supervisor to allow access to all tabs of the
requisition. Currently, we have no ability to add
EDP Directors, AP’s or AA’s on a requisition.

All other fields in the Contacts section can be left blank.

Greenville County Schools- Human Resources
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Find the name of the Hiring Manager, Recruiter or Alternate Recruiter needed and either double click to
select it, or highlight the name and click the Select button.

Resources

Actions = Options = Related =

‘ Keyword ’ ‘
Employment ID : Last Name : First Name :
Qrganization Unit : Location : Position :

Employment : Education : Credential :

Mouse, Mickey 111220... Employee
A-Islam, Bilalah F. 109644  Employee
Aaron, Anna E. 112390 Employee

Aartun, Valerie W. 122546 | Employee

- Other Information:
This information will default on the requisition. Do not change or alter this information. The
Self Identification Configuration is used for EEOC verification. The Consent and
Acknowledgement Agreements are used for background check information on all external
applications.

Other Information

Screening Category []

Self Identification Configuration ’ SEXETH/DOBNVET

Question Set ’

External Internal

Consent Agreement l Main Consent [

Acknowledgment ’ Main Acknowledgement [
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When all fields are entered, click the Save, ., icon at the top of the screen.

*Job Requisition

Actions * Options ¥ DrillAround™ » ®

Status - Date Needed | 0317/2016 =] Open CJl-  Total Days Open -

[ Confidential Requisition (7] Priarity Requi

Requisition

Opening Information
# Of Openings D #Remaining D Detailed Reason For Opening [

#Filled D Reason For Opening S [ Budgeted

Contacts

Direct Manager Alexander (ES) Principal
Hiring Manager S

HR Contact
Recruiter
Altemate Recruiter
Approver 1
Approver 2

1
1
1
1
1
I

Approver 3

Now request approval for the requisition. Go to Actions and click on the arrow for a drop down list.
Select Request Approval as shown below.

*Job Requisition #133 -
Ac
Save
Send Mass Email ded |0315/2016 (5| OpenDate -  Total Days Open -
Request Approval tion [0 Prionity Requisition
_ \Details | Motes: 0 | Attachments: 0 | Expenses: 0.00

Delete

—— Position Information
Select

Define : *Position Code [ 11 v] [School Clerk | [012CLK1000

Organization Unit 0121000

Company | 1000 »| General Fund

View Audit Log Accounting Unit [012.233.00.000  »| School Adm Gen Fund

View Full Audit Log Account 50115 | Sub Account Paraprofessional/Teacher A
Account Category 4

[ Pool [Reference [ Assessment [) Background

Location [012 v Work Type [REGULAR
Relationship To Organization [EMPLOYEE -] Category [CI.ASSIFIED
Work Schedule [200 DAY - 10 month B

Standard Hours B
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After you Request Approval, the requisition status will change to Approval Requested.

Actions = Options * DrillAround™ =

Status Approval Requested Date Meeded | 03/18/2016

The requisition will route through an approval process. Provided below is a description of the
requisition approval steps:

1. If the requisition was created by the secretary, then it will route to the Manager’s
(Principal/Supervisor) Inbasket for approval. If the Manager(Principal/Supervisor)
creates the requisition, then step 2 will be bypassed.

2. Manager (Principal/Supervisor) will approve or return the requisition. If the requisition
is returned, then it will return to the initiator of the requisition and a new requisition
must be created.

3. If the requisition is approved, then it will route to the HR Manager’s Inbasket for
approval. If the requisition is returned, then it will return to the initiator of the
requisition and a new requisition must be created. If the requisition is approved, the
requisition status will change to Pending and the initiator will receive an automated
message notifying them the requisition was approved.

You must wait for the requisition to be reviewed and approved by the appropriate people before you
can post it “live” to begin officially recruiting candidates. Please note it may take 20 or more minutes for
a requisition to be routed to the Manager for approval. The approval process is not an immediate action
and it is based upon the availability of the Manager and HR Manager.
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How to Approve a Requisition Request
Sent to My Inbasket

Principal/Hiring Manager

Click on Start located in the top right corner. Select My Inbasket as shown below:

Applications Create

Folders ij(ary

Reports My Notifications
My Print Files
My Actions
Set ‘As Of Date’

Proxy Management

S 0 >
Settings
Spaces

User Context
Help

17
Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1



Locate the requisition to be approved in the Work Items list. Double click on the requisition to be
approved.

Inbasket

Actions * Options * DrillAround™ =]

Lawson Training

Work Items

‘ Actions ¥  Options ™  DrillAround™ ~ =] Work Items]

0
12583 Job Reguisition 108:School Clerk Is Available Fo... 031252016 10:0... B 0 edoson adodwson |

Job Requisition 108:School Clerk Is Available Fo... 03/25/2016 10:0... adjohnson adjohnson

The requisition selected will be displayed.

Job Requisition #108 - School Clerk

Options * DrillAround™

Status Approval Requested Date Needed | 03/25/2016 (=] | OpenDate -  Total Days Open -

() Confidential Requisition (] Priority Requisition
Position And Job Details | Motes: 0 | Attachments: 0 | Expenses: 0.00 | Approval Tracking

Requisition
.l Position Information

Responsibilities .
T *Puosition Code _

[ School Clerk

[ 012CLK1000

Organization Unit (44 +] 012-1000

Company | 1000 »| General Fund
Accounting Unit | 012.233.00.000 b] School Adm Gen Fund

Account 50115 | Sub Account :] Paraprofessional/Teacher A

Activity | ]

Account Category E

[JPool [CJGCRefReg [JAssessment [C)Background

-

e e
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Review the form in its entirety to verify the information on the requisition is accurate. Select the
appropriate action Approve or Return. Selecting Approve will forward the requisition to the
corresponding HR Manager for approval. Selecting Return will forward the requisition back to the

initiator.

Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1
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Posting a Requisition

Once a requisition has completed the approval process, the position can be posted Internal Only,
External Only, Confidential Only, or Internal and External (requires the creation of two Job Postings).

Double click on Recruiter

Recruiter

Double click on Requisitions

Recruiter

- )
& (B

Candidate Pool Requisitions
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Search for the Requisition by entering the Job ID and click Search.

Requisitions

Keyword [

Status [

Recruiter [

Hiring ... [

The Status of the Job Requisition will change to Pending after being approved. Double click on the
Requisition to open it.

Requisitions ¥

Keyuor | | X

Status [

Recruiter [

Hiring ... [

#133 - School Clerk

Location: 012
Hiring Manager: Sonya Campbell
Status- Pending

Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1
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Before you can post a requisition, the requisition status MUST be Open. If the job requisition is not in
an Open status, you will not be allowed to post the requisition. To change the requisition status to
OPEN, go to Actions and click on the arrow for a drop down list. Select Open in the drop down list as

shown below.

Job Requi W .3 - School Clerk

Actions * |vptions * DrillAround™ « | ®

Request Update To Job Requisition 2016 &) | OpenDate -  Total Days Open -

Send Mass Email Prionty Requisition
Open _ | Attachments: 0 | Expenses: 0.00
Hold F
Delete 1 Information
*Position Code [ 11 +] [School Clerk | [012CLK1000 ]
Organization Unit | 48 »| 012.1000

Company 1000 »| General Fund

Accounting Unit | 012.233.00.000 »| School Adm Gen Fund

View Audit Log Account | 50115 | SubAccount | Paraprofessional/Teacher A
View Full Audit Log Activity »

Account Category y

[ Pool [DJReference [ Assessment [} Background

Location | 012 v Work Type [REGULAR v
Relationship To Organization | EMPLOYEE v Category [ CLASSIFIED 3
Work Schedule (200 DAY - 10 month B
Standard Hours D

The Status will change to Open.

Job Requisition #133 - School Clerk
15 » DrillAround™ ~ [3

Status Open Date Needed |03/5/2016 F=1| Open Date 03/18/2016
(] Confidential Requisition [ Priority Requisition

22
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The next steps for the Requisition are completing the Description, Questions, and Postings sections. The
Responsibilities section in not used by GCS, so you do NOT need to complete the Responsibilities
section.

Responsibilities

Description

Questions

Postings

- Description: Click on Description section.
Click on the arrow in the Job Posting Template field.

Status Open Date Needed | 03115/2016 %=!| OpenDate 03/18/2016 Total Days Open -

(7] Confidential Requisition (7] Priarity Requisition
Position And Jab Details | Motes: 0 | Attachments: 0 | Expenses: 0.00

Requistion Job Pasting Template

Responsibilities Position Description Nomd B|[Defultiont  B|[Deh.Ba B 7 U &

Description

Questions

Postings

Select the GCSMAINPOSTING TEMP template by either double clicking to select, or highlight the
name and click the Select button.

Job Posting Templates
Actions * Options * DrillAround™ » 0 E ® O c

[

GCSMAINPOSTING TEMP
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Select the Save icon, H, at the top of the screen. If a job description is associated with the position
code on this requisition, then it will display after you click the Save icon. If a job description does not
attach, then please contact the Human Resources Helpline at 355-3117. Many hourly positions such as
Hourly Tutor and After School Worker do NOT have a job description. In these cases, you may type a
brief description depending upon the type of hourly position.

*Job Requisition #133 - School Clerk

Actions * Options + DrillAround™ ~ [3

Status Open Date Meeded [[13.!15.-’2[]15 E]] Opffn Date 03/18/2016 Total Days Open -

(] Confidential Requisition [ Priority Requisition

The information for the job description will default to the requisition. This information will be displayed
on the posting.

Job Requisition #133 - School Clerk

Actions » Options * DrilAround™ = [}

Status Open Date Needed | 03/15/2016 E=)| Open Date 03/18/2016 Total Days Open -
Oc ial Requisition (] Priority Req
Position And Job Details | Notes 0 | Attachments= 0 | Expenses: 0.00

Requisition J Position Description |« cx % g4 45 & 1 (Normal ) Times New Roman)(14pt_ B a° B 7 U § = LR e WAt

a

Responsibilties Our Human Resources Team at the G| le County School District is dedicated to advancing student achievement by

Do recruiting and employing the highest qualified staff for our schools and to serve those with whom we work.

Questions Summary:

Postings Job Title: Clerk (encompasses Media, Guidance, Office and Attendance areas)

This position provides clerical support and assistance to the students and staff of the assigned school whether working in the
media center, guidance office, or front school office.

Qualifications:

Media Clerks ONLY-AIl paraprofessionals entering employment after January 1, 2007 must be deemed “Highly Qualified” as
defined in the No Child Left Behind Act of 2003. In order to be considered “Highly Qualified,” an applicant must meet one of the
following criteria:

+ Possess an Associate’s Degree from an accredited college; or

+ Have carned 60 semester hours (or the equivalent) from an accredited college; or

+ Have passed a state approved test (Parapro Workkeys or Parapro by ETS)

24
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Requisition

Responsibilities

Description
Questions

Postings

This is an important step in gathering information on the application. Questions are set up in
Question Sets and provided below is a list of the current Question Sets.

Question Set

Description

# of Questions

AIDE

Aides

BUILDING 5W5

Building Services

BUS AIDE

Bus Aide

BUS DRIVER

Bus Driver

FAMNS OP

FAMNS Operator

FANSMGR

FAMS Manager

GROUNDKEEP

Groundskeeper

MEDIA CLERK

Media Clerk

MURSE

Murse

PARENT INV. CLERK

Parent Involvement Clerk

PLANT ENG

Plant Engineer

SCHOOL/GUID. CLERK

School & Guidance Clerk

SECRETARY/BOOKKEEPER

Secretary & Bookkeeper

SECURITY

Security

SPECED AIDE

Special Education Aide

SUB TEACH

Substitute Teacher

Teacher

TEACH
|-

Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1

Questions: If you are posting the requisition, you MUST attach the questions that pertain to the
position you are posting. Please note there are no Question Sets for positions such as Afterschool
Caregiver, Hourly Tutor, etc. Select the Questions Tab.
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Click on the arrow with the sheet icon to see the defined Questions sets.

Actions ¥ Options ¥ Drilldround™ +  [Q

Onlip :
Applic’ tion

Select the question set for the position that you are posting. For example, if the position you
are posting is 012CLK1000, Clerk, you will choose the School/Guidance Clerk question set.
Select the Attach Question Set to Job Requisition option at the bottom.

Question Seis

Actions * Options * DrillAround™ =

. o Screening
e R

GROUNDKEEP GROUNDKEEP 10 Yes

MEDIA CLERK MEDIA CLERK 3 Yes
NURSE MURSE 6 Yes
PARENT INV. CLERK ~ PARENT INV. CLERK 4 Yes
PLANT ENG PLANT ENG 8 Yes

SCHOOL/GUID. CLERK  SCHOOL/GUID. CLERK 4 Yes
SECRETARY/BOOKK... SECRETARY/BOOKKEEPER 13 Yes
SECURITY SECURITY T Yes
SPEC ED AIDE SPEC ED AIDE 5 Yes

Attach Question Set To Job Requisition

26
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Once you attach the question set, you will be asked to enter the effective date. This is the
effective date for the question set. The question set effective date should be the same as the
requisition date. Click OK when you have completed this screen.

Enter Required Information For This Action

The Questions screen will be displayed with the questions listed from the attached Question Set
as shown below. Please verify the questions are attached only 1 time. If you attach the
guestions multiple times, then the applicant will be required to answer the questions multiple
times.

Requisition ( -
Actions * Options *  Dril&round™ * [} B = Questions

Respansibilities

Description

uestions .
@ Do you have previous customer senvice experience? If yes, ple... Yes No Text

Postings

Do you have previous experience working with Microsot Office ... Yes No Text

Do you have experience working with PowerSchool or any othe... Yes No

Do you have experience creating and maintaining reports using... Yes No

27
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In the following example, the questions were accidentally attached twice. To delete the

®

duplicated questions, highlight the question and click the icon as shown below for each

duplicated question.

Status Open Date Needed | 03/15/2016 E=!| Open Date 03/18/2016 Total Days Open 15

[T Confidential Requisition [ Priority Requisition
Position And Job Details | Notes: 0 | Attachments: 0 | Expenses: 0.00

Requisition
Actions ¥ Options ¥  DrillAround™ ~ 0 6

Responsibilities

uestions ; ) .
@ Do you have previous customer senvice experience? If yes, ple... 4 Yes No Text

POSTEE Do you have previous experience working with Microsoft Office ... : Yes No Text

Do you have experience working with PowerSchool or any othe... Yes Mo
Do you have experience creating and maintaining reports using... Yes No

Do you have previous customer senvice experience? If yes, ple... Yes No Text

Do you have previous experience working with Microsoft Office . Yes No Text
Do you have experience working with PowerSchool or any othe.. Yes Mo

Do you have experience creating and maintaining reports using... Yes No

A confirmation prompt will be displayed asking, “Are You Sure You Want to Delete?” Click Yes
to delete the question.

Infor Rich Client

-

Are You Sure You Want To Delete?
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- Postings

Requisition

Responsibilities

Description

Questions

Step 1: Click on the drop down arrow next to Actions. Select Create.

Job Requisition #133 - School Clerk

Actions ¥ Options ¥ DrillAround™ = s}

Status Open Date Needed |03/15/2016 (51| Open Date 0
[T Confidential Requisition  [T] Priority Reguisition
Position And Job Details | t-.’o:ej‘ Atta

Requisition

Responsibilities
Descniption

Questions

Postings

Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1
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For the posting, you will need to complete the Job Board, Posting Begin Date, and Posting End Date
fields.

Actions » Options » Related =

Edit Posting \"-\ \iew Posting

Job Requisition 228 Posting Status -
Pasting - Posting Rule -
*Job Board

Posting Begin Date Posting End Date

Minimum Salary

] Maximum Salary

Location IGCSD:SW:Sara Collins [ l

Details

*Title ISchocI Clerk ]

Description | <7 © % #h %L & 1 [Normal E[Tﬂnesl\'&w]{o... E[Mpt...ﬂ a B U5

2 =

Our Human Resources Team at the Greenville County School District is dedicated to advancing
student achievement by recruiting and employing the highest qualified staff for our schools and to
serve those with whom we work.

Step 2:

Job Board: Select one of the following options: Confidential, External, or Internal, refer to the
descriptions below for additional details on each option.

ing Begin Date
Category | Confidential

Sub Category = Extemal
Internal

inimum Salary

Confidential: Used at the discretion of Human Resources. This type of posting does not allow
anyone to submit an application for the position.

External: Displays the requisition on the external candidate site so applicants that are not
current employees can apply to the position.

Internal: Displays the requisition on the internal candidate site, which enables only current
employees to apply to the position.

To post a position both External and Internal you must create two separate postings; one for
Internal and one for External. If you want to consider both internal (current employees) and
external applicants, post the requisition both internal and external.
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Posting Begin Date and Posting End Date: The Posting Begin Date is the date the
job should be available for candidates to apply. The Posting End Date is the last day the posting
will be available for candidates to apply. A Posting End Date should always be entered for a
requisition and it may be extended at any time. To extend the Posting End Date, access the
Postings tab on the requisition and double click on the Job Board Posting (internal, external, or
confidential), change the Posting End Date and click Save. Postings must be displayed for a
minimum of 3 business days. If this requisition is posting for both internal and external
candidates, the Posting Begin and End Dates can be different on the internal and external job
posting.

Save

Edit Posting \‘-\ View Posting

Job Requisition 133 Pasting Status -
Posting - Posting Rule -

*Job Board m -

Posting Begin Date m Posting End Date @
Category | CLASSIFIED Classifed Position Category

Sub Category

Minimum Salary :] Maximum Salary
Location | US:SC-Greenville (=] US:5C:Greenville

Details

“Title [ School Clerk |

Description | v3 a4 g4 4% &1 Times New Romanid|[(14pt . H| 2" B 7 U § = = = EEECEHIH
(Our Human Resources Team at the G ville County School District is dedicated to advancing student achievement by recruiting and
employing the highest qualified staff for our schools and to serve those with whom we work.

Summary:
Job Title: Clerk (encompasses Media, Guidance, Office and Attendance areas)

This position provides clerical support and assistance to the students and staff of the assigned school whether working in the media center, guidance office,

- Category: Will default from the requisition

-Sub Category, Minimum Salary and Maximum Salary: Leave these fields blank

- Location: Select the location for the position. This is critical for applicants to know what
location/school has the job opening. Click on the arrow in the Location field for a list of
locations.

Location | US:SC:Greenville = ]&E:Greenville
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Location Of Job Select

Actions *+ Options * DrillAround™

b

Beck Middle

Bell's Crossing Elementary
Berea Bus Center

Berea Elementary

Berea High

Berea Middle
Bethel Elementary
Blue Ridge High
Blue Ridge Middle

To search for your location, enter all or a portion of your location description in the location
field at the top of the list and press enter. To select the location, double click on the location or
highlight the location and click Select.

In the Details section, verify the Title of the position and Job Description are completed and
accurate, because this is the information the applicant will see when reviewing the position.

Details

“Tite | School Clek Z)

Descplon 19 ¢+ B 25 & 9 (omd @ TesNow Rna16p By B 7 U $E SIS ES

Our Human Resources Team at the Greenyille County School District is dedicated to advancing student achievement by recruiting and
employing the highest qualified staff for our schools and to serve those with whom we work.

Summary:
Job Tifle: Clerk (encompasses Media, Guidance, Office and Attendance arcas)

This position provides clerical support and assistance to the students and staff of the assigned school whether working in the media center, guidance office,
ot front school office.

Visual oy HTML Source
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Step 3: Click the Save, , icon to save the posting and then select the “X” in the upper right hand
corner of the screen to exit. The Job Board Posting will display as shown below with the job posting you
added. Remember, if you would like to post the requisition for internal and external candidates, then
you will need to create two Job Postings. One job posting for the internal candidates and one for
external candidates. Return to Step 1 on page 29, if you would like to create another job posting.

Actions * Options * DrillAround™ = [}

Status Open Date Needed | 03/15/2016 (=] | Open Date 03/18/2016 Total Days Open 3

(D Confidential Requisition  [Z] Priority Requisition
Position And Job Details | MNotes- 0 | Attachments: 0 | Expenses: 0.00

Requisition

{Actiuns' Options * DiilAround™ > 0 B ® 0O Job Board Posting

Responsibilities

Description

Questions External 03/21/2016 03/25/2016 Not posted

Postings

When all required job postings are entered, you will need to Post the job board(s). Right click on the Job
Board Posting and select Post. Execute this step for each Job Board Posting.

Actions v Options v DrillAround™ v [}

Status Open Date Needed |03/15/2016 [&)| Open Date 03/18/2016 Total Days Open 3
Dc R [0 Priority R
Position And Job Details | Notes: 0 | Attachments- 0 | Expenses: 0.00

Requisition

lAcuons v Optons ¥ DrlAound™ > O B ®@ O Job Board Postlng'

Responsibilities

Open

School Clerk Extemal 0312112016 03/25/2016 Not posted

School Clerk Updale Intemal 0372112016 03/25/2016 Not posted
Generate Job Posting URL

Post

Delete

View Audit Log
View Full Audit Log
Options
DrillAround™
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The status of the Job Board Posting will change to Posting Live as shown below. Your requisition is now
visible to candidates to submit an application.

Actions ¥ Options v DrilAround™ = 0

Status Open Date Needed | 03/15/2016 Esl| Open Date 03/18/2016 Total Days Open 3
[ Confidential Requisition (] Priority Req
Position And Job Details | Motes: 0 | Attachments: 0 | Expenses: 0.00

Requisition

Actions ¥ Options ¥ DrilAround™ ¥ 0 D Job Board Posting

Responsibilities

Description _ Job Board Posting Begin Date |Posting End Date | Posting Status I

Questions

Schoal Clerk Extemal 03/21/2016 03/25/2016 Posting live
Postings School Clerk Internal 032112016 0312512016 Posting e
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Entering Candidate Correspondence,

Notes, and Interview Details

Select the Recruiter icon and the Requisitions icon. Enter the requisition number in the Job ID field and

press enter. Click on the Requisition and you should see the candidates who have applied or been

attached to this requisition listed to the right. Find the candidate you want to correspond with or make

notes for, and double click on the name to open their application.

Requisition Dashboard

Options « ¢

All: 3 Mew: 0 | Screen Out Online: 0 Screen: 1 \‘-\ Hiring Manager Review: 0 | Qualify: 0 | Offer: 0

Requisitions Y

| On Board: 0

Candidat

Recruiter [ 1] |Sally Test Appli... 03/26(2..  Screen | Exter .

#B9 - School Clerk
Location: 045

Hiring Manager: Kerry Bannister
Status: Open

Correspondence:

To send an email to an applicant, click on Correspondence at the top or on the tab located on the left to

begin adding candidate correspondence.

Sally Test Applicant(33982) School Clerk

Actions = Options * DrilAround™ =

Sally Test Applicant (Extemal)
sallytestapplicant@gmail.com 864-111-2222 - Home Source GCS WEBSITE
Greer, 5C 29651 Percent Fit 0.00%

*Candidate | 33982

| Correspondence: 0 | Interviews: 0 | Screenings: 0 | Notes: 0 | Attachments: 0 | Positions Applied To: 1

At A Glance
Details

Talent Profile

Source [ GCS WEBSITE

Preferences Specific Source [ E
]

Fit Analysis

Rank [ il JobID 89

Referring Source [

Assessment Date :]

Question Results View Assessment Report

Correspondence _
A

) pplication Status
Interviews

Date Entered Date Left
Offer Screen 03/25/2016
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Then select Create Email to begin drafting an email to the candidate.

spondence

[ Create Email %Track Correspondence l'} Print to File

SRR _I

No Data Available

From this screen, you will select an email template to use. Click on the arrow in the Email Template
field to view the email options.

Send Email X

Send Email

Choose An Email Template
S— : ]_

Optional: Include A Link In Your Email

Choosing a type below provides the Candidate with a link to complete the process
[T) Online Interview

[C) Request For References

Next Cancel
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A list of available Email Templates will be displayed as shown below

Email Templates

Actions = Options * DrllAround™

AAMAP POOL AAJAP POOL

ASSESSMOTRCVD Teacher Portrait Assessment Mot Received
ATTACHRESUME Attach Resume

BACKGROUMND AUTH Background Authorization Request

BACKGROUMND CHECK Background Check Information
BGCHNOTRCVD Background Check Not Received
HRPROCESS WORKKEYS HRProcessingCenter WorkKeys Assessment Email

INTERVIEW NO OFFER Interviewed but not offered

NEWAPPLICANT Mew Applicant

Select the Email Template you wish to send the applicant and click Select. Below is a list of Email
Templates that will be commonly used by recruiters/secretaries. Please note you may edit the email
template to meet your needs.

Recruiting Email Template |Description
APPLICATIONCOMP Application Complete
ATTACHRESUME Request Resume be Attached
INTERVIEW MO OFFER Interviewed but not offered
MOT BEING COMSIDERED Mot Being Considered
POSITION FILLED Position Filled

When an Email Template is selected you will be returned to the Send Email screen. Click the Next at the
bottom of the screen.

37
Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1



The Send Email screen will display populated with the information from the email template. Notice the
following items will default into the email.

1. To will default to the applicant’s email address.

2. From email address will default to the sender’s email address.

3. The position description on the requisition will default into the body of the email. For example,
School Clerk, in the email shown below.

4. The Hiring Manager Full Name will default into the closing section of the email.
Change the email as required to customize it to your needs. Once done, click Next.

*Send Email

Send Email
Edit Email Text

Email Template INTERVIEW NO OFFER

To [5aIIy‘testapplicam@gmail_com

[{f-\ctual Sender} _

cc ||
BCC |
Subject

[ Thank you for interviewing

Body we gy 2L & T [Nomal B3 [Arial BDefa . B B 7 U &
EiIEIS T & &

Thank you for interviewing for the School Clerk position with Greenville County Schools. Your
selection to participate in the interview process speaks well of your experience and
qualifications. We have made an offer of employment to another candidate. While you were not
selected, we value the time you invested in the process. Again, thank you for your participation
inthe process and best of luck to you in the future.

Sincerely,

{Hirina Manager Full Name -
Candidate Correspondence Created m .m
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The screen below will be displayed. Select Previous to go back and edit your email message further or
select Send to send the email to the applicant.

Send Email

Send Email

To send the email now click Send and then click Exit.
To send the email later from Candidate Correspondence click Exit.

Email Template INTERVIEW NO OFFER

To sallytestapplicant@gmail.com
From {Actual Sender}

cC -
BCC -

Subject Thank you for interviewing

Body Thank you for interviewing for the School Clerk position with Greenville County Schools. Your selection to

participate in the interview process speaks well of your experience and qualifications. We have made an offer of
employment to another candidate. While you were not selected, we value the time you invested in the process.
Again, thank you for your participation in the process and best of luck to you in the future.

Sincerely,
{Hiring Manager Full Name}

Attachment -
| Send |

Candidate Correspondence Updated

A Send Completed message will display at the bottom of the screen indicating the email was sent. Click
Exit. The email you sent should be displayed in Correspondence as shown below. Click the “x” to exit
this screen and return to the candidate application.

Correspondence

[ Create Email Q) Track Correspondence Dl Print to File

N

Thank you for inteniewing INTERVIEW NO OFFER Sent 03/25/2016 11:48:19 AM
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Notes:

To add notes to an applicant’s application, click on Notes located at the top of the display.

Sally Test Applicant(33982) School Clerk

Actions * Options v DrilAround™ ~

Sally Test Applicant (extemai)
sallytestapplicant@gmail.com 8641112222 - Home Source GCS WEBSITE
Greer, SC 29651 Percent Fit 0.00%

"Candidate

1 | Interviews: 0 | 20 | Notes: 0 | 20 | Positions Applied To: 1

At A Glance B
Details

Talent Profi

et Source [GCS WEBSITE - Rank [ i JobID 89
Preferences

Fit Analysis Referring Source :} Assessment Date Z

Question Results View Assessment Report

Correspondence

Application Status
Interviews
Date Entered Date Left

Offer Screen 0312512016

Click on the double down arrows located in the top right section of the screen and select Create.

Create l

Options »
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Enter a Description that clearly identifies the purpose of the Note.

Enter the note in the Note Text section. Click the Save, . , icon when finished. The Notes section
should not be used for Interview notes, because there is a specific section for entering interview details
and notes that is described on page 43 of this manual.

*Motes For Sally Test Applicant

Actions = Options -

*Candidate | 33982 Sally Test Applica
Job Requisition School Clerk Job A

Description [Candidate Update

Mote Text — : : »
Sally is interested in a part time position |

Creation Date -
Originator -
Criginator Mame -

The Creation Date, Originator, and Originator Name should automatically fill after you select Save.

Notes For Sally Test Applicant

Actions *+ Options =

*Candidate | 33982 Sally Test Applicant
Job Requisition School Clerk Job Application 1

Description [Candidate Update

Mote Text

Sally is interested in a part time position.

Creation Date 03/25/2016 12:28:56 PM
Originator adjohnson
Originator Name Adele Johnson
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The Notes screen will be displayed and the added note will be shown in the list. If you need to delete
the Notes, highlight it, click on the double down arrow in the top right corner, and select Delete. Click
the “x” to exit the Notes screen.

Description - A::," Job Requisiion Creation Date | Origintor Originator Name
E Create
Candidate Update Sall.. Yes School Clerk 03/25/2016 122 adjohnson Johnson, Adele

Update
‘ Delete ‘
View Audit Log

View Full Audit Log
Options »

DrillArouna™ ¥
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Interview Details:

Interview Details must be entered on the requisition each applicant being interviewed. To enter
interview information, click Interviews located at the top of the screen or on the tab located on the left.

Sally Test Applicant(33982) School Clerk

Actions * Options = DrillAround™ =

Sally Test Applicant (Extema)
sallytestapplicant@gmail.com 864-111-2222 - Home Source GCS WEBSITE
Greer, SC 29651 Percent Fit 0.00%

*Candidate |33982

| Correspondence: 1 | Interviews: 0 | Screenings: 0 | Motes: 1 | Attachments: 0 | Positions Applied To: 1

At A Glance ;
Details

Talent Profile
solil [ GCS WEBSITE B Rank [ JE3] JobID 89

Preferences Specific Source [ n

Fit Analysis Referring Source [ ] Assessment Date :]

Question Results View Assessment Report

Correspondence

} Application Status
Interviews _
Date Entered Date Left

Offer Screen 03/25/2016

Click the double down arrow in the top right corner of the screen and select Create to create an
interview record.

Interviews
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Click on the arrow in the Type field.

Create Interview

Actions = Options = DrillAround™ =

Type [
*Interview Date

Interviewer

Location

Address

[
[
[
[
[
[
[
[

Status [
Result [

Comments

Select a Type by double clicking or highlight and click Select.

Interview Types

Actions » Options * DrillAround™ =

-
|

|CROWN GLOBAL Crown Global Interview

DISTRICT Disctrict Interview
IN PERSON In Person Interiew

JOB FAIR Job Fair Interview

OMNLINE Online Interview
PHONE INTERVIEW Phone Interview
SCHOOL BASED School Based Interview
WEB BASED Web Based Interview
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Enter an Interview Date and Interview Time. Click on the arrow in the Interviewer field to select an
Interviewer.

Actions =+ Options * DrillAround™ =

Type |IN PERSON v| InPe

*Interview Date [USIEEIEU‘IE EJ]
Interview Time [UE:UU:DU P S]]

Interviewer [ r_

Search for the Interviewer by entering the Last Name and/or First Name. Select the Interviewer by
double clicking or highlight and click Select.

Resources

Actions = Options * DrillAround™ =

‘ Keyword [ ‘
Employment ID :] Last Name First Name [:] m
Organization Unit :] Location :] Paosition [:]

Employment :] Education Credential

--I

Gibbs, Kimberly J. Employee SUBS .. Substitutes

Gibbs, Lindsey C. 128... Employee

Gibbs, Lynn P. 129...  Employee - 712 Central Office
Gibbs, Mary W. 139...  Employee
Gibbs, Mancy O. 3448  Employee

Gikhs Peooe M 10493 | Fmbloves
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Click on the arrow in the Location field to select the Location as shown below.

*Create Interview

Actions * Options =

Type [IN PERSON r] In Person Interview
“Interview Date | 03/25/2016 [ |
Inteniiew Time [ 03:00-00 PM (= |
Interviewer | 999999 ]

Location [ b ]—

To find the Location, use the description field and enter all or a portion of the description. Select the
Location by double clicking or highlight and click Select.

Locations

Actions = Options = DrillAround™ =

Paris Elementary Schoaol Taylors

Select Cancel
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Click on the arrow in the Status field and select a Status by double clicking or highlight and click Select.

Interview Statuses

Actions * Options * DrilAround™ =

COMPLETE

Complete

MO SHOW
PENDING

Click on the arrow in the Result field and select a Result by a single click on your selection.

DECLINED INTERVIEW Declined Interview

Mo Show

Pending

Crown Global Interdew
District Manager Intarview
Interviewad Well

Mo Show

Second Inteniew

Enter Comments as needed.

Comments

Well qualified applicant, interviewed well, schedule 2nd interview.
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Click the Save, , icon when the Create Interview is completed.

k=

Type [IN PERSON r] In Person Interview
“Interview Date [ 03/25/2016 [=l |
Interview Time [ 03:00:00 PM [=l |
Interviewer | 999999 ]

Location [ 316 b ] Paris Elementary School

Address [ 32 East Belvue Road ]
| Taylors, SC, 29687

]
[ ]
[ ]
]
]

[
[

Status | COMPLETE »| Complete

Result [Secnnd Interiew H Second Interview

Comments _ _ _ _ _ _
Well qualified applicant, interviewed well, schedule 2nd interview |

A Job App Interview Created message will display at the bottom of the screen indicating the interview
was created. Click the “x” to exit this screen and return to the Interviews display. The Interview created
will be shown in the list.

Interviews

In Person Interview 03/25/2016  03:00:00 PM  Lynn Gibbs Paris Elementary School
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If you need to delete Interviews, highlight it, click on the double down arrow in the top right corner and
select Delete.

Date ter teriewe tio a Rest
Create
In Parson Intenview 03/26/.. 03:00... Lynn Gibbs Paris Elementary School Second Intendew Updata

Delete

P
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How to Move Candidates to Hiring
Manager Review for Vetting

Select the Recruiter icon and then the Requisitions icon. Enter the requisition number in the Job ID
field and press enter. Click on the Requisition and you will see the candidates who applied to this
requisition listed to the right. To initiate the vetting process for your top candidates, please move them
to the Hiring Manager Review tab. Highlight the applicant to be moved and select the double down
arrows in the top right corner.

Requisttion Dashboard

Options * ¢

Requisitions Y All:3 N New: 0 | Screen Out Online: 0 Screen: 3 | Hiring Manager Review: 0 | Qualify: 0 * Ofler 0 OnBoard: 0 | Hire: 0 | Disposition: 0

keod [ ] ¥ Candidates For Teach Grade 4-5

wi ]
S -
Recruiter S Jenn Test Apphcant 03/25/2 Screen  Exter..

Hiring .. S Kim Test Applicant 03/26/2...  Screen  Exter..

#107 - Teach Grade 4-5 Terry Test Applicant 03/252..  Screen  Exter..
Location: 045

Hiring Manager: Kerry Bannister |

Status' Open

Select Send to Hiring Manager

Requisition Dashboard

Options v ¢

vRequIsltions ¥ | [ AN:3\_New:0 | Screen Out Online: 0 | Screen:3 . Hiring Manager Review: 0 | Qualffy: 0 ' Offer 0 | OnBoard: 0 . Hire:0 | Di 0

jord m ¥ Candidates For Teach Grade 4-5 | ‘

Keyw |
Recuter [ ] Jenn Test Applicant 03/2572...  Screen

Update
Hiring Kim Test Applicant 03/25/2 Screen

Calculate Fit
#107 - Teach Grade 4-5 Terry Test Applicant 03/25/2...  Screen 2 Create Document

Attach Candidate To Another Requisition

Send To Hirng Manager

Move To Qualifying

Assign Screening Packages

Disposition Candidate
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To view the candidates sent to hiring manager, click on the Hiring Manager Review tab. The Selection
Process status will change to Hiring Manager Review for these applicants.

Requisition Dashboard

Options ~ ¢

Requisitions All:3 | New:0 | Screen Out Online: 0 | Screen: 0 [ Hiring Manager Review: 3 “_ Qualify: 0 | Oﬁer:-

Keyword [

Job ID | 107

Recruiter :] |Jenn Test Applicant 03/25/2016  Hiring Manager Re... Extemal
Hing . [ ] Kim Test Applicant 03/25/2016  Hiring Manager Re... Extemal

#107 - Teach Grade 4-5 Terry Test Applicant 03/25/2016  Hiring Manager Re... Extemal
Location: 045
Hiring Manager: Kerry Bannister
Status- Open

For the candidates moved to Hiring Manager Review, the HR Processing group will begin the applicant
vetting steps such as background check, checking rehire eligibility, reference review, certification
verification and assessment review based upon the type of position.

When HR Processing completes the vetting process, the applicant is moved to the Qualify tab, which
signifies the vetting is complete for the applicant and they are eligible to be hired, rehired or transferred
to the position. To view the candidates sent to Qualify, click on the Qualify tab.

Requisition Dashboard

Options = @
Requisitions ¥ All: 3 0 New:0 | Screen Out Online: 0 Screen: 0 | Hiring Manager Review: 0 Qualify: 3

o 1

Job ID | 107 m

Recruiter:] ‘JennTestAppIi_._ 03/25/2..  Qualify | Exter...
Hinng .. [ ] Kim Test Applic... 03/25/2.. Qualify Exter...

#107 - Teach Grade 4-5 Terry Test Appli... 03/25/2..  Qualify Exter..
Location: 045
Hiring Manager: Kerry Bannister
Statys: Open
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Recommendation for Hire

The Hire action is used for external candidates never employed by the district. Select the Recruiter icon
and then the Requisitions icon. Enter the requisition number in the Job ID field and press enter. Click
on the Requisition and you will see the candidates who applied to this requisition listed to the right.

Select the Qualify tab as shown below.

Requisition Dashboard

Options = @

‘ Requisitions

Job ID | 107

Keyword [ ]

e
~

All: 3 New: 0

. Screen Out Online: 0

Screen: 0 | Hiring Manager Review: 0 [ Qualify: 3 °

#107 - Teach Grade 4-5
Location: 045
Hiring Manager: Kerry Bannister
Statys- Open

‘Jenn Test Appli...

Kim Test Applic...

Terry Test Appli...

03/25/2... Qualify | Exter...

03/25/2...  Qualify Exter...

03/25/2...  Qualify  Exter...

To initiate hiring the selected candidate, please move them to the hire tab. Highlight the applicant to be

hired and select the double down arrows in the top right corner. Select Move to Hire.

Requisition Dashboard

Options ¥ ¢

Requisitions v

e — - |
JobiD (107 | [ Cear |
O E—

Recruiter S

O —

#107 - Teach Grade 4-5

All:3 . New: 0

Screen Out Online: 0 . Screen: 0

Hiring Manager Review: 0 }Quallly:-3 _Offer: 0 '\ OnBoard:0 | Hire: 0 . Di

0

l l Candidates For Teach Grade 4-5

Penn Test Appli

0312512

e

Qualffy ~ Exter

1

Open

Update

Kim Test Applic

Terry Test Appli..

0372502

03/25/2...

Greenville County Schools- Human Resources
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Qualify  Exter.

Qualify  Exter...

1

1

Calculate Fit

Create Document

Attach Candidate To Another Requisition
Move To Screening

Send To Hiring Manager

Schedule Intenview

Assign Screening Packages

Disposition Candidate

On Board

Move To Offer

Move To Hire
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Select the Hire tab as shown below to view the applicant moved to hire. Highlight the applicant being
hired and select the double down arrows as shown below.

Requisition Dashboard

Options v ¢

JRequisitions v All: 3 | New: 0 | Screen Out Online: 0 Screen: 0 | Hiring Manager Review: 0 | Qualify: 2 | Offer: 0 | On Board: (

Keywod [ | J y Candidates For Tea

Job D [ Clear |
s -

Racruiter [: ‘JennTestApphcant 03/252016  Hire  Extemal

#107 - Teach Grade 4-5
Location: 045
Hiring Manager: Kerry Bannister
Status: Open

Select Hire from the drop down list. The Hire action is only available for External applicants. The Hire
action should be selected for an applicant that has never been employed by the district. The Rehire
action should be selected for an applicant that was previously employed with Greenville County Schools.

Requisition Dashboard

Options * ¢

New:0 | Screen Out Online: 0 | Screen: 0 . Hiring Manager Review: 0 . Qualify: 2 | Offer.0 | OnBoard: 0 | Hire:1 "\ Disposition: 0
Open

Requisitions v

JobID [ Clar JHE R [ m : Update
ss [ B ‘ : i ol G Calcuate Fit
Recniter [:l e i Hire  Exteral Create Document

Hiring ' Attach Candidate To Another Requisition

Move To Screening

#107 - Teach Grade 4-5

Send To Hiring Manager
Move To Qualifying
Assign Screening Packages

Disposition Candidate
On Board
Move To Offer

Rescind Offer
\ Hire
Rehire
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The Request to Hire form will be displayed as shown below.

Request To Hire Jenn Test Applicant For #107 - Teach Grade 4-5

Options = DrillAround™ =

This request will be routed for approval. After it is approved, the record will be created.

Effective Date

Reason ’

Title (Mr., Ms_, etc) |

* First Mame [Jenn

Middle Name |

* Last Name [Test Applicant
Suffix ’

Professional Designation [

Preferred First Name ’Jenn

Preferred Last Name [Test Applicant

General

Completed the form as described below:
Effective Date: The date the employee will begin employment.
Reason: Click on the arrow in the Reason field and select NEW HIRE by double clicking or highlight

and click Select.

Action Reasons

Actions =+ Options = DrillAround™ =

e ——

‘NEW HIRE HEW HIRE HCMActionRequestHire
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Name Section: This section should be populated from the online application.

Home Country: Click on the arrow in the Home Country field and select US — United States by
double clicking or highlight and click Select.

Countries

Actions » Options = DrillAround™

United States

.
¥

Select Cancel

Relationship to Organization: This should default to EMPLOYEE. If not, click on the arrow in

the Relationship to Organization field and select EMPLOYEE by double clicking or highlight and click
Select.

Relationship Status: Click on the arrow in the Relationship Status field and select ACTIVE by
double clicking or highlight and click Select.

Relationship Status

Actions + Options * DrillAround™ =

W
\

ACTIVE Active
LEAVE On Leave
LEAVE-UNPAID-HRLY

Unpaid Leave for NON-Contract employees

MILITARY Military Leave (Short)

TERMINATED

Terminated
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Work Type: This field should default from the requisition, please do not change the default. Below
is a description of each Work Type.
e Hourly — Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as
Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.
e International — Used when hiring international teachers.
e Regular - Positions with a Full Time Equivalent (FTE) greater than zero including both
full-time and part-time positions. These positions are typically found on your Position
Control.
e Substitute — Used by Human Resources Only.

Work Types

Actions = Options * DrillAround™ =

HOURLY Hourly

INTERMNATIONAL International

REGULAR Regular

suB Substitute

EXE EXE

Legacy Employment Number: Leave blank not used by GCS

Hire Source Section: These fields should default from the online application, if the applicant
entered the information. If the applicant did not enter the information on the application, it does not
need to be entered.

Hire Source

Source [GCS WEBST i GCS WEBSIT

Specific Source []

Referring Source [
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Personal Information: These fields should default from the online application, if the applicant
entered the information. If the applicant did not enter the information on the application, it does not
need to be entered.

Personal Information

|dentification Number [ l [

Gender | Female E

(0 Hispanic Or Latina Qrigin

Race [rA=ian

7 Caucasian
(0 Hispanic

FY

(7] Latino

Disabilty Type | [
Nationality EE Nationality Country

Marital Status [ MARRIED B

Bithdate |14A970 [=

Point Of Origin |

Dates: These will be completed by the Human Resources department, please do not enter
information in the date fields.

Start Date ||
Adjusted Start Date [
First Date Worked [

Anniversary Date [

Seniority Date [
Benefit Date 1 [
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Work Assignment: The majority of the fields in this section will default based upon the position
code on the requisition. The Assignment Type is the only field that must be selected in the Work
Assignment section.

Work Assignment

Assignment Type E
Position | 117 Teach Grade 4-5

Job | 148 Teacher Elementary
Organization Unit Augusta Circle Elementary

Legal Entity ]

Company | 1000 General Fund

Accounting Unit | 045.113.00.000 | Elem 4.8 Gen Fund
Account [5[]11[]“[] =] ] Regular Salaries

Activity

Account Category

Location [[]45 ] Augusta Circle Elementary School

Preferred Job Title
Work Schedule [ 190 DAY - 9 1/2 month | |
Shift

Assignment Type: Click on the arrow in the Assignment Type field and select one of the following
options:
1. Base Assignment — Select if the position is a budgeted FTE position.
2. Supplemental Assignment — If the position is not a budgeted FTE position. For example,
afterschool, substitute and hourly tutor.

Work Assignment

Assignment Type l E
Position |

Job | Base Assignment I

Supplemeantal Assignment

Crrganization Unit
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Manager Information: The Manager Information will default from the position code on the

requisition.

Manager Information

Direct Manager | 140 Augusta Road (ES) Principal
Dotted-Line Manager
Is A Manager

Trial Period: Leave blank not used by GCS.

Trial Period

Trial Period [:E

Trial Period End Date Cwverride [

Compensation: The majority of the fields in this section will default based upon the position code
on the requisition. Do not enter or change any information that defaults from the position code. The
appropriate Human Resources manager will assign the Step and Grade Schedule, Grade and Step. The
Full Time Equivalent is the only field that must be selected in the Compensation section.

Compensation

Pay Rate [ ] Pay Rate Currency [E]
Step And Grade Schedule [TEACH190 | Grade [ V] Step [ /]
Pay Rate Type @ MNumber Of Months D
Pay Frequency @E

Payment Schedule [SME}( Semi-Monthly Exempt

Full Time Equivalent

Full Time Annual Hours

Exempt From Overtime

Full Time Equivalent: Enter the full time equivalent for the candidate being hired. If you are
hiring a candidate that will be split between multiple positions, please attach the RFE with the additional

position splits in the attachment section of the Hire form.
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Compensation Analysis: Leave blank not used by GCS.

Compensation Analysis

Salary Structure [ Geographic Differential Code

Salary Structure Grade

Other Pay [

Allowances [

Other Amounts [

Address: If the candidate entered address information on their application, then it will default into

the hire process. If the candidate did not enter the information, then enter the address as shown below.

Address

Country | LIS

Street Address [ 100 Lucky Avenue

l
l
l
City [Greer
State / Province @
Zip Code [29651 |

County / District ||

Country: Click on the arrow in the Country field and select US for United States.

Street Address, City, State and Zip Code: Enter if not provided by candidate on application.

Greenville County Schools- Human Resources
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Contact Information:

Contact Information

Contact Email Address [jenntestapplicant@gmail.cnm

(7] Preferred Email Contact
7] Used As Work Email

Alternate Email Address [

[T Preferred Email Contact
(] Used As Work Email

Contact Email Address: The email address should default as entered on the application and leave

it as the default.

Alternate Email Address: Not required leave blank.

Attachments: Please attach the following items in this section:
1. If the employee being hired will have multiple positions with FTE’s, please attach the

Recommendation for Hire Form in the Attachments section for additional position(s).

2. Attach the Principal/Phone Reference form.
Attach the Interview Log.

Attachments

Type Of Attachment [Intenﬂ'ew Log

File | Interview Log pdf

Type Of Attachment [Dtherﬁttachment

File [RFE Form.docx

Type Of Attachment [

File |

When all information is entered, select SUbmit to start the approval process for the Hire.
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Recommendation for Rehire

The Rehire action is used to hire external applicants that were previously employed with Greenville

County Schools. Select the Recruiter icon and then the Requisitions icon. Enter the requisition number

in the Job ID field and press enter. Click on the Requisition and you will see the candidates who applied

to this requisition listed to the right. Select the Qualify tab as shown below.

Requisition Dashboard

Options = @

‘ Requisitions

Job ID | 107

Keyword [ ]

e
~

All: 3 New: 0

. Screen Out Online: 0

Screen: 0 | Hiring Manager Review: 0 [ Qualify: 3 °

#107 - Teach Grade 4-5
Location: 045
Hiring Manager: Kerry Bannister
Statys- Open

‘Jenn Test Appli...
Kim Test Applic...

Terry Test Appli...

03/25/2... Qualify | Exter...

03/25/2...  Qualify Exter...

03/25/2...  Qualify  Exter...

To initiate a Rehire for an applicant, move them to the hire tab. Highlight the applicant to be rehired

and select the double down arrows in the top right corner. Select Move to Hire.

Requisition Dashboard

Options ¥ ¢

Requisitions v

e — - |
JobiD (107 | [ Cear |
O E—

Recruiter S

O —

#107 - Teach Grade 4-5

All:3 . New: 0

Screen Out Online: 0

Screen: 0

Hiring Manager Review: 0 }Quallly:-3 _Offer: 0 '\ OnBoard:0 | Hire: 0 . Di

0

l l Candidates For Teach Grade 4-5

Penn Test Appli

0312512

e

Qualffy ~ Exter

1

Open

Update

Kim Test Applic

Terry Test Appli..
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0372502

03/25/2...

Qualify  Exter.

Qualify  Exter...

1

1

Calculate Fit

Create Document

Attach Candidate To Another Requisition
Move To Screening

Send To Hiring Manager

Schedule Intenview

Assign Screening Packages

Disposition Candidate

On Board

Move To Offer

Move To Hire
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Select the Hire tab as shown below to view the applicant moved to hire. Highlight the applicant being
rehired and select the double down arrows as shown below.

Requisition Dashboard

Options v ¢

JRequisitions v All: 3 | New: 0 | Screen Out Online: 0 Screen: 0 | Hiring Manager Review: 0 | Qualify: 2 | Offer: 0 | On Board: (

Keywod [ | J y Candidates For Tea

Job D [ Clear |
s -

Racruiter [: ‘JennTestApphcant 03/252016  Hire  Extemal

#107 - Teach Grade 4-5
Location: 045
Hiring Manager: Kerry Bannister
Status: Open

Select Rehire from the drop down list. The Rehire action is only available for External applicants. The
Rehire action should be selected for an applicant that was previously employed with Greenville County
Schools and has an employee ID with the district. The Hire action should be selected for an applicant
that has never been employed by the district.

Requisition Dashboard

Options ¥ ¢

Requisitions Y ‘ New:0 | Screen Out Online: 0 | Screen:0 | Hiring Manager Review: 0 | Qualify: 2 | Offer: 0 | OnBoard: 0 | Hire:1 '\ Disposition: 0

Open

e — s I
D o W L o e Ofer Update E
sas [ I | A Calculate Fit I

Recruter :} L 03/25/ Hire  Exter ‘ Create Document

Hiing E Attach Candidate To Another Requisition |

Move To Screening
#107 - Teach Grade 4-5

Send To Hiring Manager
Move To Qualifying

Assign Screening Packages

Disposition Candidate
On Board

Move To Offer
Rescind Offer

Hire

i Rehire
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The Request to Rehire form will be displayed as shown below.

Request To Rehire Jenn Test Applicant For #107 - Teach Grade 4-5

Options * DrillAround™ =

This request will be routed for approval. After it is approved, the record will be created.

Effective Date

Reason [

“Work Assignment Option [ H

Name

Title (Mr., Ms., etc.) |

* First Name [Jenn

Middle Name |

* Last Name [Test Applicant
Suffix [

Professional Designation [

Preferred First Name [.Jenn

Preferred Last Name [Test Applicant

Completed the form as described below:

Effective Date: The date the employee will begin employment.

64
Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1



Reason: Click on the arrow in the Reason field and select REHIRE by double clicking or highlight and

click Select.

Action Reasons

Actions =+ Options * DrillAround™ =

| |

REHIRE REHIRE HCMActionRequestRehire

REHIRERT Rehire-Retiree HCMActionRequestRehire

Employment ID: Click on the arrow in the Employment ID field to search by first name and/or last

name to locate the Employee ID.

This request will be routed for approval. After it is approved, the record will be created.

Effective Date | 04/11/2016 F= |
Reason | REHIRE

*Employment ID [|

“Work Assignment Option [
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The Resources search function will be displayed as shown here. Enter the candidates Last Name and/or
First Name to search for their Employee ID. Highlight the candidate and click on Select. The Employee
ID number will populate into the rehire form.

Resources

Actions * Options * DrillAround™ =

Keyword |
Employment D [ Last Name Frs Name [ Clear

Organization Unit S Location :] Position :]

A-lslam, Bilalah F. Employee 012APR...  Alexander E. ..
Aaron, Anna E. 112390 Employee SUBS SUBCER... Substitutes
Aartun, Valerie W. 122546 Employee

Abadia, Maria C. 119568 Employee 012 012A5Y...  Alexander E. .
Abare-Test, Cynthia E. 138744 Employee 012 012CLKA1... Alexander E. ..

Ahavan Asuncion 104424 Fmnlowves

Select Cancel

Work Assignment Option: Click on the arrow in the Work Assignment Option field and select

Create New Work Assignment as shown below.

"Wark Assignment Option | n

e | |

Title (Mr., Ms_, etc.) Update First Work Assignment

= Firat Hams Create Mew Work Assignment
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The top portion of the Request to Rehire form will look similar to the sample below.

*Request To Rehire Jenn Test Applicant For #107 - Teach Grade 4-5

Options * DrillAround™

This request will be routed for approval. After it is approved, the record will be created.

Effective Date | 04M11/2016 =

Reason | REHIRE 3
*Employment ID | 123456 ]
*Woark Assignment Option [Create Mew Work Assignment H

Name Section: This section should be populated from the online application.

Home Country: Click on the arrow in the Home Country field and select US — United States by
double clicking or highlight and click Select.

Countries

Actions = Options + DrillAround™ «

United States

Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1

67



Relationship to Organization: This should default to EMPLOYEE. If not, click on the arrow in

the Relationship to Organization field and select EMPLOYEE by double clicking or highlight and click
Select.

Relationship Status: Click on the arrow in the Relationship Status field and select ACTIVE by
double clicking or highlight and click Select.

Relationship Status

Actions * Options ¥ DrillAround™ ~

|ACTIVE

LEAVE On Leave

LEAVE-UNPAID-HRLY Unpaid Leave for NON-Contract employees

MILITARY Military Leave (Short)
TERMINATED Terminated

Cancel
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Work Type: This field should default from the requisition, please do not change the default. Below
is a description of each Work Type.
e Hourly — Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as
Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.
e International — Used when hiring international teachers.
e Regular - Positions with a Full Time Equivalent (FTE) greater than zero including both
full-time and part-time positions. These positions are typically found on your Position
Control.
e Substitute — Used by Human Resources Only.

Work Types

Actions = Options * DrillAround™ =

HOURLY Hourly

INTERMNATIONAL International

REGULAR Regular

suB Substitute

EXE EXE

Hire Source Section: These fields should default from the online application, if the applicant
entered the information. If the applicant did not enter the information on the application, it does not
need to be entered.

Hire Source

Source [GCS WEBST i GCS WEBSIT

Specific Source []

Referring Source [
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Personal Information: These fields should default from the online application, if the applicant
entered the information. If the applicant did not enter the information on the application, it does not
need to be entered.

Personal Information

[ Hispanic Or Latino Origin

[T) African American -
[T] Alaskan Native
[T Asian

[T Caucasian

Disability Type [ [
Mationality [] Mationality Country [:
Marital Status [ E

Birthdate | = |
[

Point Of Origin

Dates: These will be completed by the Human Resources department, please do not enter

information in the date fields.

Start Date

|
Adjusted Start Date [
First Date Worked [
[

[

[

Anniversary Date

Seniority Date

Benefit Date 1
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Separation Information: Leave blank not used by GCS.

Separation Information

Termination [

Last Date Worked [
Last Date Paid [

Work Assignment: The majority of the fields in this section will default based upon the position
code on the requisition. The Assignment Type is the only field that must be selected in the Work
Assignment section.

Work Assignment

Assignment Type E
Position Teach Grade 4-5

Job Teacher Elementary

Organization Unit Augusta Circle Elementary

Legal Entity ]

Company | 1000 General Fund
Accounting Unit | 045.113.00.000 ] Elem 48 Gen Fund

Account | 501100 == Regular Salaries

Activity

Account Category

Location ] Augusta Circle Elementary School

Preferred Job Title
Work Schedule E
Shift

Greenville County Schools- Human Resources
April 7, 2016 Version 10.1.1

71



Assignment Type: Click on the arrow in the Assignment Type field and select one of the following
options:
1. Base Assignment — Select if the position is a budgeted FTE position.
2. Supplemental Assignment — If the position is not a budgeted FTE position. For example,
afterschool, substitute and hourly tutor.

Work Assignment

Aszsignment Type l E
Position |

Job | Base Assignment

Organization Unit

Supplemental Assignment

Manager Information: The Manager Information will default from the position code on the

requisition.

Manager Information

Direct Manager Augusta Road (ES) Principal
Dotted-Line Manager [:

Trial Period: Leave blank not used by GCS.

Trial Pericd

Trial Period []

Trial Period End Date Override [
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Compensation: The majority of the fields in this section will default based upon the position code
on the requisition. Do not enter or change any information that defaults from the position code. The
appropriate Human Resources manager will assign the Step and Grade Schedule, Grade and Step. The
Full Time Equivalent is the only field that must be selected in the Compensation section.

Compensation

Pay Rate [ ] Pay Rate Currency [E]
Step And Grade Schedule | TEACH190 | Grade [ 1] step [ 1]
Pay Rate Type @ MNumber Of Months D
Pay Frequency @E

Payment Schedule [SME}( Semi-Monthly Exempt

Full Time Equivalent
Full Time Annual Hours 1.425

Exempt From Overtime | Yes

Full Time Equivalent: Enter the full time equivalent for the candidate being hired. If you are
hiring a candidate that will be split between multiple positions, please attach the RFE with the additional
position splits in the attachment section of the Rehire form.

Compensation Analysis: Leave blank not used by GCS.

Compensation Analysis

Salary Structure I ] Geographic Differential Code

Salary Structure Grade

Other Amounts [ =] ]
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Address: If the candidate entered address information on their application, then it will default into

the rehire form. If the candidate did not enter the information, then enter the address as shown below.

Address

Country
Street Address [ 100 Lucky Avenue
[
[
[
City [Greer
State / Province
Zip Code

County / District [|

Country: Click on the arrow in the Country field and select US for United States.

Street Address, City, State and Zip Code: Enter if not provided by candidate on application.

Attachments: Please attach the following items in this section:
1. If the employee will have multiple positions with FTE’s, please attach the Recommendation for
Hire Form in this Attachments section for additional position(s).
2. Attach the Principal/Phone Reference form.
3. Attach the Interview Log.

Attachments

Type Of Attachment [Intenﬂ'ew Log

File | Interview Log pdf

Type Of Attachment [Dtherﬁttachment

File [RFE Form.docx

Type Of Attachment [

File |

When all information is entered, select SUbmit to start the approval process for the Rehire.
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Recommendation for Transfer

The Transfer action is used for candidates already employed with the district, however, they are moving
to a different position. Select the Recruiter icon and then the Requisitions icon. Enter the requisition
number in the Job ID field and press enter. Click on the Requisition and you will see the candidates who
applied to this requisition listed to the right. Select the Qualify tab as shown below.

Requisition Dashboard
Options = ¢

'Requisitions ~ Allz4 | MNew: 0 | Screen Out Online: 0 Screen: 0 | Hiring Manager Review: 0 [ Qualify: 3 °

~

Keyword [ ]

JobID [ 107 m

S — e v ] S
Recruiter :] AdeIeJohnson 04/04/2_. Qualify | Internal

Hiing . [ ] Kim Test Applic... 03/25/2..  Qualify Exter..

#107 - Teach Grade 4-5 Terry Test Appli... 03/25/2..  Qualify Exter..
Location: 045
Hiring Manager: Kerry Bannister
Status: Open

To initiate a transfer for the selected candidate, please move them to the hire tab. Highlight the
applicant to be hired and select the double down arrows in the top right corner. Select Move to Hire.

Requisition Dashboard

Options + &

( | i [ 3 ;
Requisitions y | Ali4  New0 | ScreenOut Online:0 | Screen:0 | Hiring Manager Review: 0 | Qualify:3 \ Offer. 0 | OnBoard:0 | Hire:1 . Di 0

Kewod [ | EZ l ] Candidates For Teach Grade 4-5

Job1D [ Cear | _ Open
o — | L I
Recuter [ 1] Adele Johnson Qualfy  Intemal 3 Update ‘

Hing . | ) Kim Test Applic Qualfy  Exter. 1 Calculats Fit

Create Document

#107 - Teach Grade 4-5 Terry Test Appli.. Qualify  Exter 1

Attach Candidate To Another Requisition

Move To Screening

Send To Hiring Manager

Schedule Intenview

Assign Screening Packages
Disposition Candidate

On Board

Move To Offer

Move To Hire
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Select the Hire tab as shown below to view the applicant moved to hire. Highlight the applicant being
hired and select the double down arrows as shown below.

Requisition Dashboard

Options ¢

’Requisitions ¥ All:4 | New: 0  Screen Out Online: 0 | Screen: 0 | Hiring Manager Review: 0 | Qualify: 3 | Offer: 0 | OnBoard: 0 | Hire: 1 \

Keywod [ | ‘ Y Candidates For Teac

JobID | 107

- m Name a ati i Whkey?
sas[ e | 2 I e il
Recruiter :] Adele Johnson 04704/ Hire  Internal

#107 - Teach Grade 4-5
Location: 045
Hiring Manager: Kerry Bannister
Status: Open

Select Transfer from the drop down list. The Transfer action is only available for Internal applicants.
The Transfer action should be selected for an applicant that is currently employed with Greenville
County Schools, and is moving to a different position.

Requisition Dashboard

Options v ¢

Requisitions ¥ All:4 | New:0 | Screen Out Online: 0 | Screen: 0 . Hiring Manager Review: 0 . Qualify: 3 | Offerr 0 . OnBoard: 0 | Hire:1 "\ Disposition: 0

oo (107 [ Cear | P | - Update
Status (:‘ | ) i Calculate Fit

Racrster S le Johnson 04/04/ Hire | Internal ‘ Create Document

Hiring ’ ‘ Attach Candidate To Another Requisition

| Move To Screening

#107 - Teach Grade 4-5 |

p Open )
| e 4.5

Send To Hiring Manager
Move To Qualifying

Assign Screening Packages

Disposition Candidate
On Board
Move To Offer

Transfer
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The Request t Transfer form will be displayed as shown below.

Request To Transfer Adele Johnson For #107 - Teach Grade 4-5

Options * DrillAround™

This request will be routed for approval. After it is approved, the record will be created.

Effective Date

Reason

Work Assignment [ 1 b ] [ System Admin Applicant Track

N

General

Home Country [ r] [
Relationship To Organization [ EMPLOYEE >] [Emplnyee
Relationship Status r] [
Work Type [ REGULAR » l [ Regular
[C] Waorking Remately

Adjusted Start Date | 03/18/2013 E&

Hire Source

Source | CURRENT EM -
Specific Source [—E

Completed the form as described below:

Effective Date: The date the employee will start in their new position.
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Reason: Click on the arrow in the Reason field and select TRANSFER by double clicking or highlight

and click Select.

Action Reasons

Actions * Options * DrillAround™ «

=]

Reclassification
Transfer
Promotion

023 Demation

MILP Military Leave Paid
MILU Military Leave Unpaid
OM TERI On Teri

RML Return Military Leave
WORK SCH PY | Work Schedule Pay

HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer
HCMActionRequestTransfer

Select

Cancel

Employment ID: The Employment ID field will default for the employee. Please do not change the

Employment ID. For purposes of documentation, the Employment ID above was not displayed.

Work Assignment: Leave the Work Assignment with the default information provided.

Home Country: Click on the arrow in the Home Country field and select US — United States by

double clicking or highlight and click Select.

Countries

Actions = Options = DrillAround™ = =]

United States

Greenville County Schools- Human Resources
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Relationship to Organization: This should default to EMPLOYEE. If not, click on the arrow in

the Relationship to Organization field and select EMPLOYEE by double clicking or highlight and click
Select.

Relationship Status: Click on the arrow in the Relationship Status field and select ACTIVE by
double clicking or highlight and click Select.

Relationship Status

Actions + Options * DrillAround™

|ACTIVE

LEAVE On Leave

LEAVE-UNMPAID-HRLY Unpaid Leave for NON-Contract employees

MILITARY Military Leave (Shart)

TERMIMATED Terminated
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Work Type: This field should default from the requisition, please do not change the default. Below
is a description of each Work Type.
e Hourly — Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as
Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.
e International — Used when hiring international teachers.
e Regular - Positions with a Full Time Equivalent (FTE) greater than zero including both
full-time and part-time positions. These positions are typically found on your Position
Control.
e Substitute — Used by Human Resources Only.

Work Types

Actions * Options * DrillAround™ =

HOURLY Hourly
INTERMATIOMNAL International

REGULAR Regular

SuB Substitute

elect Cancel

Adjusted Start Date: This date will be completed by the Human Resources department, please
skip this field.
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Hire Source Section: These fields should default from the online application, if the applicant
entered the information. If the applicant did not enter the information on the application, it does not
need to be entered.

Hire Source

Source [GCS WEBSIT gl GCS WEBSIT

Specific Source []

Referring Source [

Personal Information: These fields should default from the online application, if the applicant
entered the information. If the applicant did not enter the information on the application, it does not
need to be entered.

Personal Information

b |
Gender | Female -

[T Hispanic Or Latina Origin

[T] African American -
[T Alaskan Native
7] Asian

W Caucasian

Disability Type [ |
Mationality [] Mationality Country :]
Marital Status [ E

Birthdate || = |
Point Of Origin |
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Work Assignment: The majority of the fields in this section will default based upon the position
code on the requisition. The Assignment Type is the only field that must be selected in the Work

Assignment section.

Work Assignment

Assignment Type [ Base Assignment

Pasition | 117 | [Teach Grade 45

Job Description [TeacherEIememary

Organization Unit [TT ] [Augusta Circle Elementary

Legal Entity [

J

Company [1[][]0 ] [General Fund

Accounting Unit [ 045.113.00.000 |

[Elem 4-8 Gen Fund

Account [50110°0

=) ] [Regular Salaries

Activity | |

[

Account Category [ ] [

]

Location [045

] [Augusta Circle Elementary School

Preferred Job Title [

)

Work Schedule [ 190 DAY - 9 1/2 month B

shit [ |

Assignment Type: Click on the arrow in the Assignment Type field and select one of the following

options:

1. Base Assignment — Select if the position is a budgeted FTE position.

2. Supplemental Assignment — If the position is not a budgeted FTE position. For example,
afterschool, substitute and hourly tutor.

Work Assignment

Assignment Type l

Position
Job

Crrganization Unit

Base Assignment

Supplemeantal Assignment
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Manager Information: The Manager Information will default from the position code on the

requisition.

Manager Information

Direct Manager Augusta Road (ES) Principal
Dotted-Line Manager [:

Trial Period: Leave blank not used by GCS.

Trial Period

Trial Period [ [

Trial Period End Date Override [

Pay Information: The majority of the fields in this section will default based upon the position code
on the requisition. Do not enter or change any information that defaults from the position code. The
appropriate Human Resources manager will assign the Step and Grade Schedule, Grade and Step. The
Full Time Equivalent is the only field that must be selected in the Pay Information section.

Pay Information

Pay Rate | | Pay Rate Currency [USD |

Step And Grade Schedule | TEACH190 | Grade | v| Description |

Step | +| Description [

Payment Schedule | SMEX |

Pay Rate Type |Hourly E Number Of Months
Pay Frequency I Semi Monthly E

Full Time Equivalent | |

Full Time Annual Hours | 1425

Exempt From Overtime | Yes E

Full Time Equivalent: Enter the full time equivalent for the candidate being hired. If you are
hiring a candidate that will be split between multiple positions, please attach the RFE with the additional
position splits in the attachment section of the Hire form.
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Compensation Analysis: Leave blank not used by GCS.

Compensation Analysis

Salary Structure [ ]
)

Geographic Differential [
Salary Structure Grade [:] Grade Description

[
[
[

Attachments: Please attach the following items in this section:
4. If the employee will have multiple positions with FTE’s, please attach the Recommendation for
Hire Form in this Attachments section for additional position(s).
5. Attach the Principal/Phone Reference form.
6. Attach the Interview Log.

Attachments

Type Of Attachment [Intenﬂ'ew Log

File | Interview Log pdf

Type Of Attachment [Dtherﬁttachment

File [RFE Form.docx

Type Of Attachment [

File |

When all information is entered, select SUbmit to start the approval process for the Transfer.
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How to Approve a Hire/Rehire/Transfer

Request Sent to My Inbasket

Principal/Hiring Manager

Click on Start located in the top right corner. Select My Inbasket as shown below:

Applications
Folders
DRa ~ -
Repors

Data

Create

Library

My Notifications
My Print Files
My Actions

Set ‘As Of Date’

Proxy Management

Settings
Spaces

User Context
Help
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Locate the Hire, Rehire or Transfer to be approved in the Work Items list. Double click on the Hire,

Rehire or Transfer action to be approved.

Lawson Training

———
Work ltems ™

A:nons Options ¥ DrillAround™ ~

Work Items

H\re 1000; 33984-Test Applicant, Kim; 107-Teach []4![]5!2016 04:29:5.

12

adjohnsnn adjnhnann

The Hire, Rehire or Transfer requiring approval will display.

Request To Hire Kim Test Applicant For #107 - Teach Grade 4-5

Cptions -

Requested By [ Kathy Stack

Requester Work Phone [

Requester Email [kstack@greenville.k12.sc.us

]
]
]

Effective Date | 04/06/2016 &l

Reason | NEW HIRE +] NEWHIRE

Title (Mr., Ms., etc) |

* First Mame [Kim

Middle Name |

*Last Mame [TestApplicant

Suffix [

Professional Designation [

Prefarred First Mame [ Kim

]
]
]
]
]
]
]

r

Send Email
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Review the form in its entirety to verify the information on the Hire, Rehire or Transfer is accurate.
Select the appropriate action Approve or Reject. Selecting Approve will forward the requisition to the
corresponding HR Manager for approval. Selecting Reject will forward the action back to the initiator.
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How to Close Out a Requisition

When a position requisition is filled, the following steps need to be executed:
1. Move Applicants Not selected to the Disposition Tab.
2. Send a Mass Email to the applicants not selected to inform them the position is filled.
3. Close the Requisition.

Select the Recruiter icon, then the Requisitions icon.

Enter the requisition number in the Job ID field and press enter.

Requisition Dashboard

Options v ]

AII:C)\‘\ Mew: 0 | Screen Out Online: 0 | Screen: 0 | Hiring Manager Review: 0 | Qualify: 0  Offer:0 | OnBoard: 0  Hire: 0 | Disposition: 0

Requisitions

Kewod [ | ' v Candidates For School Clerk
13

oo (133 | Cles

Status

-
Recruiter E
L

Hiring ...

#133 - School Clerk
Location: 012 i

Hirin

No Data Available

1. Move Applicants Not Selected to the Disposition Tab.
Select the All tab to display all applicants for this requisition. Highlight the applicants NOT hired like
the example below. To highlight multiple applicants, press the CTRL key and then click on each
applicant.

All: 4 [ New: 0 Screen Out Online: 0 Screen: Hiring Manager Review: 0 Qualify: 3 Offer: 0 On Board: 0 Hire: 1 Disposition: 0

¥ Candidates For Teach Grade 4-5

Adele Johnson 04/04/2._. Internal

\Jenn Test Applicant 03/25/2... Exter...

Kim Test Applicant 03/25/2... Exter...

Terry Test Applicant 03/25/2... Exter...
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When the applicants NOT hired are highlighted, right click and select Disposition Candidate.

All: 4 | New:0 | Screen Out Online: 0 | Screen: 0 | Hiring Manager Review: 0 Qualify: 3 | Offer: 0 On Board: 0 | Hire: 1 | Disposition: 0

v Candidates For Teach Grade 4-5

s o o

Adele Johnson

Jenn Test Applicant Calculate Fit

Kim Test Applicant Create Document
Attach Candidate To Another Requisition

Terry Test Applicant
il i Move To Screening

Send To Hiring Manager

Schedule Interview

Assign Screening Packages

Disposition Candidate _ |

The following prompt will display requesting entry of a Disposition Reason. Click on the arrow in the
Candidate Disposition Reason field for a list.

Disposition Candidate

Options » DrillAround™ » [} &

*Candidate Disposition Reason [|
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Highlight the SELECT ANOTHER CANDIDATE disposition reason and click Select. The disposition reason
will be filled, select OK.

Disposition Reasons

Actions = Options =+ DrillAround™ -

POSITION CLOSED Position Closed

SELECT ANOTHER CAN  Selected Another Candidate _

TOOK ANOTHER. JOB Took Another Job

Select the Disposition tab and the applicants are moved as shown below.

All: 4 New:0 " Screen Out Online: 0 | Screen: 0 | Hiring Manager Review: 0 | Qualify: 0 | Offer: 0 | On Board: 0 | Hire:1 | Disposition: 3 \

¥ Candidates For Teach Grade 4-5

o o | B B s

Jenn Test Appl... 03/252016  Disposition ~ Extemal SELECT ANOT...

Kim Test Appli... 03/252016  Disposition ~ Extemal SELECT ANOT...

Terry Test App... 03/252016  Disposition ~ Extemal SELECT ANOT...
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2. Send Mass Email to Applicants Not Selected to Inform them the Position is Filled.
Right click on the requisition as shown below and select Send Mass Email.

e

Requisitions All: 4 | New: 0 | Screen Out

Keyword [

JobID

s | e

Recruiter [

Hiring ... [ r]

Jenn Test Appl...

Kim Test Appli...

#107 - Teach Grade 4-5 Open
Location: 045
Hiring Manager: Kerry Bannister
Status: Open

Request Update To Job Requisition
Lipdate

Post All
Hald

Click on the arrow in the Email Template field for a list of email templates.
Send Mass Email

Options » DrillAround™ » [}

*Email Template [|

“Eligibility Group |

K Cence
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Highlight the POSITION FILLED email template and click Select.

Email Templates

Actions = Options * DrillAround™ =

Fe Q all Template De ptio

NEWAPPLICANT MNew Applicant

NOT BEING CONSIDERED Not Being Considered

POOL CLOSING NOTICE Pool Closed

POSITION FILLED Position Filled ﬁ

REFERENCES NEEDED References Incomplete

REFMNOTRCVD Professional References Mot Received

SPECIAL ED INQUIRY SPECIAL ED INQUIRY :

STATECERTNOTRCVD State Certification &/or HQ Mot Received ;

SUBPOOLNOTHIRE Substitute Pool Not Hire Email Motification hi
Cancel

Click on the arrow in the Eligibility Group for a list.
*Send Mass Email

Options * DrillAround™ » [

*Email Template | POSITION FILLED 3
“Eligibility Group | N
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Highlight the DISPOSITION APPLICANTS group and click Select.

Custom Groups

Actions * Options * DrillAround™ =

Custom Group Description

DISPOSITION APP_..  Disposition Applicant Mass Email

JobApplication

NEW APPLICANTS  Mew Applicant Mass Email
QUALIFY APPLICANT Qualify Applicant Mass Email

JobApplication
JobApplication

SCREEM QUT OMLI... Screen Out Online Applicant Mass Email  JobApplication

Select Cancel

Please check the Email Template and Eligibility Group selected for accuracy. When OK is selected, a
POSITION FILLED email will be sent to each applicant in the Disposition Tab.

*Send Mass Email

x

Options + DrillAround™ » R @& @

*Email Template [F'DSI'I'IDN FILLED

']

“Eligibility Group | DISPOSITION APPLICANT |

o) Bl B

Send Mass Email Completed

You will receive a

message in the lower, left hand corner of your

screen. The emails created will be added to the Correspondence section for each applicant.
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3. Close the Requisition.
Right click on the requisition and a drop down list will be displayed. Select Close.

' Requisitions i “_New: 0 Screen Out Online: 0

Keywora [

Job ID

S —
Recruiter [
Hiring [ v

#133 - School Clerk

Reguest Update To Job Reqguisition
Update

Send Mass Email

Fill Reguisition
Hold

Cancel

Close
Mass Calculate Percent Fit
View Audit Log

View Full Audit Log

The requisition and the postings (if the position is still posted internally/externally) will close on the

date that the requisition is closed. The status will change to Closed.

Requisitions

Job 1D | 133 m
Status

Recruiter

Hiring ...

#133 - School Clerk

Location: 012
Hiring Manager: Sonya Campbell

Siatus Closod ..

Once a requisition is closed, you may still submit the hire/transfer/rehire action if this has not been
completed.
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