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Creaing and Posing a Requisition University Funded (IWS and FWS)

This section details the steps required to hire a student employee via Institutionsdtabyrk

(IWS) or Federal WonrStudy (FWS) fundingTo access the system, gotww.njit.edu( NJ I T 6 s
homepage) and login to the Pipeline by clickiMy NJIT." Enter your UCID username and

password. Click the tab titledraculty/Staff Service$ and then click the link at the bottom left

hand side tittedEmployee Recruitmen®ystent. This will re-direct you to thescreen below:

Here,click onRecruitandthenselectiManage Requisondo f r om t he dr op

: : ~ - — e
_n ‘Welcome - Realize Your Potentia| % \+ f =i
® col

Recruit student Employment Positions

Requi sts
Welcome, Steven ie recruitment system!

New Jersey Institute;of Techn..
Y o S

s

NIl

Terms - Privacy - Cookies - Feedback

fornerstone

javascriptivoid();

On Manage Requisition pagelectOptionsand A Add Requi sitionbo

wBe +$ & O

uuuuuu | LogOut | Help

=} Owner =} 6 Selected  ~ Hiring Manager =} 4/16/2017 6/14/2017

All Jobs

New
Applicants Referrals
o U ) Submissions &
. Test FWS Position req8 New Jersey Inst, Open Renetta Omar 0 0 0 0 o -
@ .to Powered by Cornerstone OnDemand, Inc. ©2000-2017
rnerstone Al Rights Reserved. Terms - Privacy - Conkies - Feedback
javascriptivoid(0)

equisition Requests
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http://www.njit.edu/

On Create Requisition paga,Job Titlef i e | d,

F/ Realize Your Potentiak: njit

€ ) O@ hips;

Home

Admin

sel

ect

AStudent

Wo r k

& i - / " -— ol
njit-stg csod.com/ATS ion.aspxtnew=1 - - ATS%2iRec Vs w8 + A& =

ey Institute of Technology

Recruit  Student Employment Positions

#  Manage Requisition

Create Requisition

General

Job Title

Requisition Template

DETAILS

Display Job Title

Department

Primary Location
Additional Location(s)

Grade

Cost Center

Job Ad

*Student Work Study

Plesse Select

Address

Application Workflow

Applicant Review

My Account | Log Qut | Help

For University funded positions (IWS or FWS),theRequisition Templatdield select
fiStudenWork-St udy o

\

from

t he

el -\ =

< ]

Home

5 181fm - Super 70's- 41 X Y [ Realize Your

Recruit

tential: n X l; \

drop

down

menu

@ Secure | https://njit-pilot.csod.cpm/ATS/)

New Jersey Institute of Technology
Student Employment Positions

A ManageRequisition

Create Requisitio

General

Job Title *
Requisition Template =

DETAILS

Display Job Title ~
Department *
Primary Location *

Additional Location(s)

Grade

Cost Center

Job Ad

“Student Work Study

“Student Work Study

Student Work Study

Department

New Jersey Institute of Techne

+ Add Locationis)

Cost Center

x

Address *

Application Worldflow

usa (@

Applicant Review

-~ i T L — N @J C,__@_Q
quisition/JobRequisition.aspx?new=18&Mode=08&route=ATS%2fRec nent%2fManag | 0

My Account | Leg Out | Help

Study




In theDisplayJob Title field, the title will default taiStudent WorkStudyo; supervisors should
change to actugbb title andadd the departmefqtf or e x a mp | e WorkeS Finadcalnt Of f
Aido )

I Reatze Your otentia it O v ~ — i
€ ) G} @ | https//njit-pilot.csod.com/ATS/JobRequisition/JobRequisition.apx?new=18lMode=08troute= ATS%2RecruitingManagement %2fManageRequisitions ¢ e & A =

N I My Account | Log Out | Help
New Jersey Institute of Technology

Home  Recruit  Student Employment Positions

A Manage Requisition

Create Requisiti¢

General Job Ad Application Warkflow Applicant Review ﬂ
Job Title * *Student Work Stucy x

Requisition Template * *Student Work Stucy x
DETAILS
Display Job Title * Student Office Worker - Financial Ai
Department * Student Financial Aid Services| x
Primary Location * Mew Jersey Institute of Techng % | Address * USA (@
Additional Location(s) 4 Add Location(s)
Grade
Cost Center Cost Center
q T 5 2

V Realize Your Potentiak: njit x \+ — el

C

€ ) © @ httpsy//niit-stg.csod.com/ATS, sp?new=18Modef0&route= ATS %2fRecruitingManagement2:2fManageRequisitions ¢ || Q search wB ¥+ @ =

N I My Account | Log Out | Help
New Jersey Institute of Technology

Home  Admin  Recruit  Student Employment Positions

Manage Requisition

Create Requisition

Job Ad Application Warkflow Applicant Review ﬂ

Job Title *Student Work Study d
Requisition Template Work Study x
DETAILS
Display Job Title Student Office Worker
Department ‘L Btudent Financial Aid Services| x
Primary Location Mew Jersey Institute of Techno 3¢ | Address USA (@
Additienal Location(s) =+ Add Location(s)
Grade
Cost Center Cost Center

hitps://njit-stg.csod.com/LMS/ catalog/Main.aspxitab_page.id=-67&tab_jd=-1 i i




In Primary Locationfield, should defaulttéi New Jer sey I nstitute of
down menu:

Realize Your Potentiak: njit

(D @  hitps//njit-stg.csod.com/ATS/ /s 1 TS%2R e |[Q search e 3 A =

Job Ad Application Workflow Applicant Review
Job Title *Student Work Study X
Requisition Template Work Study x
DETAILS
Display Job Title Student Office Worker
Department Student Financial Aid Services| X
Primary Location [New Jersey Institute of Techng Address USA (&
Additional Location(s) + Add Location(s)
Grade Grade
Cost Center Cost Center
Contact Phone
EEO Category Please Select M
Employment Type Student v O Full Time @ Part Time
Currency Please Select v
Compensation Please Select ¥
Referral Bonus 0 -
‘ ] D

In theEmployment Typdield, should default téiStudend  I\WSror FWSpositions:

Realize Your Potentiak: njit

esod.com/ATS/. / i Pnen=14] TS 32 Recrui ¢ |[Q search B + A =
\
DETAILS il
Display Job Title Student Office Worker
Department Student Financial Aid Services| 3
Primary Location Mew Jersey Institute of Techno x| Address USA [
Additional Location(s) + Add Location(s)
Grade Grade
Cost Center Cost Center
Contact Phone
EEO Category Please Select v
Employment Type Student ¥ O FullTime @ Part Time
Currency Please Select v
Compensation Please Select v
Referral Bonus 0

Requisition Type (Required for

v
Staff & Faculty Positions) Select

Most Recent Incumbent (Required
for all Staff & Faculty Backfilled
Positions)

Position Start Date (Required for &
all Grant Funded Positions)

Pasition End Date (Required for all @
Grant Funded Positions)




In RangefieldT populateBOTH fields with the hourly ratar{ example below, student will be
paid $10 per holr Also, populatdosition Start DateandPosition End Datefields:

—— - - e - - -
| Realize Your Potential: njit x \OF (SSiol ]
€ ) © @ | nttps//njit-stg.csod.com/ATS/JobRequisition/JobRequisition aspxiid=18&route= ATS%2fRecruitingManagement%2fManageR equisitions c Search wBe $ a9 =

Grade
Cost Center Cost Center

Contact Phone

EEO Category Please Select v
Employment Type Student ¥ | @ Full Time © Part Time
Curren. <y United States Dollar ¥
Compensation Hourly v

___» Range _> 5 1000 To 5 1000 4_
Referral B 50

Requisition Type (Requi
Staff & Faculty Position:

Most Recent Incumbent (Required
for all Staff & Faculty Backfilled
Positions)

Position Start Date (Required for
all Grant Funded Positions)

Position End Date
Grant Funded Posi

H

Position Status (Required for Staff

v
Positions) Temporary/Hourly

Duration of Appointment
(Required for Temporary Staff
Positions)

Employment S
Staff & Faculf

1 Pa i y hours?
(Ranuiirad far Part Time Staé

Oncethose fields are populatethere are several student fields that need to be compldtexh,
arenotedbelowin the screen shot:

= —a _m = _a

Reports To (Required for Studer8taffand FacultyPositions)

Reports To Email address (Student Only)

Position Summary (Required for Studesitaff & Faculty Positions)

Essential Functions (Required for Studé&taff & Faculty Positions) (Limit 2000 Characters)
Prerequisite Qualifications (Required for Stud&taff and FacultyPositions)



U Reslize Your Potential: njit x\+ - v - —— e
€ ) © @ hitps://njit-stg.csod.com/ATS spxinew=1 0 ATS %2R - & | [ seomh alE & 4 =

Staff & Faculty Positions)

If Part-Time, how many hours?
(Required for Part-Time Staff
Positions)

Reports To - Title & Name
. (Required for Student, Staff &

Faculty Positions)

Reports to Email Address (Student M
—>on ‘ ‘
Position Summary (Required for
P student, statr & Faculty Positions)

Essential Functions (Required for g
__’ Student, Staff & Faculty Positions)

(Limit 2000 Characters)

Essential Functions Continued
(Limit 2000 characters)

Additional Functions

Essential Characteristics (Limit
2000 Characters)

i ]

(5nce the above is complete, the fields be(algo noted in screen shot) will need to be populated:

1 Funding Sourcéb e s ur e Universite | ect A
1 Index (Required for Studertaffand FacultyPositions)

€) @ @ | hitps //njt-stg,csd.com/ATS/JobRequisition/JobRequisition aspincuws L&iMod - 0giroute ecruitingManagement:2iManageRequisitions & || Q search e A D =
Bivision Approver (Required for
Staff & Faculty Positions)

Funding Source (Required for T — .
————P  Student sttt & Faculty Positionsy | UV
Index (Required for Student, Staff

__—’ & Faculty Positions)

Index Percentage
Index 2
Index 2 Percentage

Index 3

Bargaining Unit (HR use Only) Select -

FTE (HR use Only)
Employee Class (HR use Only)
Pasition Class Code (HR use Only)
Classification Range (HR use Only)
Range Min (HR use Only)

Range Midpoint (HR use Only)
Range Max (HR use Only)

Pesition Number

Additionally, the fields below will need to be cormnpleted:

1 Timekeeping LocatioStudent Only)
1 Employment Period (Student Only)
1 Hours Per Week (Student Only)



U Realize Your Potential: njit x\+ - - - — o
€ ) O B htps://njit-stg.csod.com/ATS/ w=1, 0 ATS32MR C || Q Search e & A
Range Max (HR use Only)
Position Number
Py Time Keaping Location (Student ||
Only)
—P  Employment Period (Student Only) | Select v
p  Hours Per Week (Student Only)
DESCRIPTION AND QUALIFICATIONS =
Internal External ﬂ
n/a
Description
Minimurm ideal
hitps://njit-stg.csod.com/AT: Tnew=1 TS/R i ]

Once the above have been complet&gp DESCRIPTION AND QUALIFICATIONS
SECTIONand go directly tdHIRING TEAM.

UnderHIRING TEAM, other staff members can be givarcess to view requisitions
applications, etdo do sounderRequisition Owner(sand/orApplicant Reviewer(sglick on

inAdd

Owner so

U Realize Your Potentiak: njit x\+

€ ) © @  hitps//njit-stg.csod.com/ATS,

HIRING TEAM

Requisition Owner(s)
Users listed as ‘Primary Owner' or ‘Owner(s)' are given partial management rights for the requisition and access to all submissions. Approval workflow is based on the Primary Owner.

I the Primary Quner is removed, that user becomes an ‘Owner', Use the Delete icon to remove any ‘Owner,

Primary Owner Steven Harrel x

+ Add Owner(s)

Owner(s) fij Omar, Renetta

Applicant Reviewer(s)

Users listed as ‘Reviewers' are given access to all submissions. The ‘Hiring Manager'is the primary reviewer and can be used a5 a dynamic role for emails and approvals.

Hiring Manager Harrel, Steven (21473626) 3

+ Add Reviewer(s)

Reviewer(s) [ Omar, Renetta

Applicant Interviewer(s) (2]

Users listed as Interviewers' are only given access to submissions that are scheduled for interviews. These users can be selected in any applicant status with the Tnterview type.

Interviewer(s) =+ Add Interviewer(s)
ATTACHMENTS
Attach up to ten (10) documents.
Document Title Uploaded By Upload Date Options

Approvals

Select individual(s) to be addé@m the drop down menand click onAdd.

9




UnderREQUISITION, several fieldsieed to be populated only a specific number of students
wi || be hired, enter t hOpenimgsfimt:er (for exampl e

we 3 A~ =
ATTACHMENTS =

” Realize Your Potentiak: njit L LI— - - - " LE‘M
(& . % <h

hitps://njit-stg.csod.com/ATS// spxPnew=1 ATSH2MR

Attach up to ten (10) documents.

Document Title Uploaded By Upload Date Options

Approvals
Define zn approval warkflow for the job requisition. Indiicate if the approval workflow is sequential or concurrent,

View Approval Status

REQUISITION

Requisition ID
—P  piciy —P Medium v
—  Openingg —————Pp 1 || [ On Geing

6/14/2017 =
Target Hire Date
(Target hire date of first opening)
Requisition Status Draft v

Do Not Allow to Apply [T (Note: Referral Bonus will not apply to this requisition if Do Not Allow to Apply is selected.)

m

1,0 Powered by Cornerstone OnDemand, Inc. ©2000-2017
rners ne All Rights Reserved. Terms - Privacy - Cookies - Feedback

(Please note that once two students are hired, the position will no longer be visible to)students

|l f unsure of the number of st Qparengstield artdplace wi | |
a check mark in th&n Goingbox:

o) eS|

hitps:/ /njit-stg csod.com/ATS/ /) spnen=1 ATS%2MR e &+ & =

ATTACHMENTS A

'f Realize Your Potentiak: njt x \+ 4

Attach up to ten (10) documents

Document Title Uploaded By Upload Date Options

Approvals

Define zn approval warkflow for the job requisition. Indiicate if the approval workflow is sequential or concurrent,

View Approval Status

REQUISITION

Requisition ID
Priority Medium v

— B Openings —p 9] On Going

6/14/2017 =
Target Hire Date
(Target hire date of first opening)
Requisition Status Draft v

Do Not Allow to Apply [T (Note: Referral Bonus will not apply to this requisition if Do Not Allow to Apply is selected.)

m

1.0 Powered by Cornerstone OnDemand, Inc, ©2000-2017
rners ne All Rights Reserved. Terms - Privacy - Cookies - Feedback

10



Additionally, it is important to leave thRequisition Statu§ i el d as ADrafto

Uﬁeahm\(omvmnm\ W < H - R e e e

) @ hitps//niit-st.csod.com/ATS/. ATSH2fRe % @ || Q Search e &+ & =
ATTACHMENTS -

Attach up to ten (10) documknts.

Document Title Uploaded By Upload Date Options

Approvals

Define an approval workflow for the job requisition. Indicate if the approval workflow is sequential or concurrent.

View Approval Status

REQUISITION o
Requisition ID
Priority Medium v
Openings 0 On Going
6/4/2017 | )

Target Hire Date
(Target hire date of first opening)

Requisition Status Draft v

Do Not Allow to Apply [T (Note: Referral Bonus will not apply to this requisition if Do Not Allow to Apply is selected.)

Powered by Cornerstone OnDemand, Inc. ©2000-2017

@rners‘l‘one All Rights Reserved. Terms - Prwa(y—(;ukley Feedback £

Once theREQUISITION section is complete,ick onNEXT and the screen below will appear

!; Realize Your Patentiak: njit x ; - - - g " v Q‘M

) @ _ https://njit-stg.csod.com/ATS/JobRequisition/JobAd.aspxiMode=0alang=1 E1 € ||Q Search e & A =

Create Requisition - Student Office Worker

General Job Ad Application Workflow Applicant Review

External Site Internal Site Moabile
View Tags
Position: Student Office Worker |-
Department: Student Financial Aid Services
Reports to: Renetta Omar, omar@ajit.edu

Hours per week: 15 Employment Period: Academic Year

Pay Rate: 0.00 - 0.00

I

Position Description:

i

Assist staff as needed
Answer phones.
Good phone manners.

Please allow at least 24 hours for your application and cligibility to be processed.

Thank you for your interest in student employment at NJIT! -

Click onNEXT and screen below appears:

11



Here, the supervisor has several options to select from Belleet Templatéield; if supervisor
wants student to submit a resume, s e.dlickon

Apply and then omNext

Realize Your Potentiak: njit

7
(€ ) ® @ htps://njit-stg.csod.com/ATS/. \ 1&lang=1 c HQSsm}. ‘ e &+ A& =

dit Requisition - Test FWS Position

General Job Ad Applicant Review

+ Ad\ Related Requisition

Exte\nal Applicant Internal Applicant Recruiting Agency

The following yorkflow will be used for external applicant submissions. Once an applicant has begun the application process, the application workflow cannot be changed. If the
requisition is pdgted on a mobile optimized career site, the applicant will be ableto apply with a mobile device. The application workflow components noted with the mobile icon will

be applicable in Xie apply with mobile workflow.
Save Workflo Changes  Cancel Workflow Changes

Select Template | \Student workflow with Resumer ¥ | Apply

Student Defi exayutive Application
Facl\ty Application

(s nctonttem |

Ao Acionttom - |

B oisciaimer
E

@ Submit Application

A

100% Preview
Back Cancel Submit -

If no resume is required, selé@tudent Default Wdflowo from theSelect Templatéeld, click on
Apply and then oNext

Realize Your Potentiak: njit

-
(€) ® @ hitpsi/njt-stg.csod.com/ATS/ \ 18&lang=1 e |[Q searcn rEe A =
\
Edit Requisjtion - Test FWS Position
Job Ad Applicant Review
o Add Related Requisitiol
External Applicant Internal Applicant Recruiting Agency

The following warkflow will be uskd for external applicant submissions. Once an applicant has begun the application process, the application workflow cannot be changed. If the
requisition is posted on a mobile dotimized career site, the applicant will be ableto apply with a mobile device. The application workflow components noted with the mobile icon will

be applicable in the apply with moljile workflow.

Save Workflow Changes ncel Workflow Changes

Select Template  Student Defallt Workflow Y | Apply

m

Select
Student Defi Executive Applicafion
Faculty Applicatio;

Staff Application =
B e

Student Default Workflow

Student workfiow with Resume requirement

E)
B oisctsimer n[Edo]
&

59 submic Application

0=
100% Preview \
Back | Cancel | Submit -

12



Applicant Reviewscreen below appears; review and clicksutbmit and Manage Postings:

Realize Your Potentiak: njt

Offer Letter (Type: Offer Letter)

Offer Template |Please Select ~|®

Offer Approvals

Define an approval workflow for offer letters. Indicate if the app i ial or concurrent and if required or

or copy from

F User [Renetts Omar ] OR [Erica Avington 3]

® Approval Required

Notification Only

|E User [Steven Harrel &

@ Approval Required
Status Change Emails:0

Closed (Type: Closed)

Natification Only

Hired (Type: Hired)

Back Cancel Submit

UnderCareer Centerglick in the white box

Realize Your Potentiak: njit

Submit and Add Related Requisition

hitps//njit-stg.cs0d.com/ATS. 1&dang=1 B e |[Q searn / [wa + & =

/

Interview Type: | Scheduled Interview &

Interview Guide: @ Select Guide ' Upload Guide () No Guide

Name Interview Guide:

No Iterviewers selected

Status Change Emails: 0

Background Check (Type: Background Check) 54

%
(€) ® @ https://eorporatel proxy-stg.sod.com/phr/ TSR nof ¢ |[Q search B + A O =
/
(] External Career Site 6/22/2017 |- [
< Edit Requisition
Post
Career Sites
Recruiting Agencies
Career Center jencies

Smart Referrals

select agencies tfat can access and submit applications to this requisition.

(1D Enable specific users to view this requisition from the Career Center.

Select QU Criteria ¥

Name Include Subordinates | Effective Dates

No results

Smart Referrals

[ Enable specific users to see this requisition as feature for referrals.

Select OU Criteria ™

Name Include Subordinates  Effective Dates

13



After doing so, a green check mark appears:

Realize Your Potentiak: njit

-
(€) ® @ https://corporatel proxy-stg.csod.com/phr/ TSR o 7 e |[Q searcn E A =
/
External Careerfiite 6/22/2007 | (B | - 5]
€ Edit Requisition
Post
Career Sites
Recruiting Agencies
Career Center Recruiting Agencies

Select agencigh that can access and submit applications to this requ
Smart Referrals

No results

r Center -

Enable specific users ta view this requisition from the Career Center.

Select OU Criteria ¥

Name Include Subordinates Effective Dates E
No results
Post
Smart Referrals =

(I Enable specific users to see this requisition as feature for referrals.

Select OU Criteria ¥

Name Include Subordinates | Effective Dates °

Select agencies that can access and submit applicationgto this requisition.

€ Edit Requisition

Name

Career Sites No results

Recruiting Agencies

Career Center

Career Center

Smart Referrals.

"t| Enable specific users to view thif ion from the Career Center.

Select OU Criteria ¥

" select OU Criteria .
Include Subordinates | Effective Dats
Al Users
Department
position Class
Cost Center
Location

Group

[ Enable specific users to see this requisition as feature for referrals.

Select OU Criteria ™

Incluc

No results

1'0" Powered by Cornerstone GnDemand, Inc. ©2000-2017 L
ners 9 All Rights Reserved. Terms - Privacy - Cookies - Feedback

14



Next, click here

A —_— I
r;' Realize Your Potential: njit & o
4 ) © @  https/njit-stg.csod.com/phnx/drivi 7 Ts/Recruitingh wBe & # =

< Edit Requisition

Career Sites

Recruiting Agencies

Career Center

Career Center

S RETE S Enable specific users to view this requisition from the Career Seer.

Group ¥

No results

Post g

Smart Referrals

Enable specific users to see this requisition as feature for referrals.

Select QU Criteria ¥

_ HeEEbainetss HHEERaE -
No results

Post

Powere d by Comerstone OnDemand, Inc, ©2000-2017 L4

d’“l‘lerstone All Rights Reserved. Terms - Privacy - Cookies= Feedback

javascriptvoid(0)

The Select Groupmenuappeas; from here, select the type of student you are looking to hire. If

you want Federal WorStudy student©NLY, s el ect SR aderoalanWoroknl y s
with FWS as part of their financial aid award will be able to view the position and apply. If you
selecffilnstitutional WorkStudyo, all students (FWS and IWS) will be able to view the position

and apply:

_ — — —
r;' Realize Your Potential: njit * \&& E‘M
€ ) © @ httpsy/mjit-stg csod. o — @ e & 4 =

Select Group

*Federal Work Study
“Institutional Work Study
HR

Cancel

15



After making your selection, click dhost

Realize Your Potentiak: njt

i " T / #loaded & |[Q searcn B 3

>
<]
m

< Edit Requisition
Recruiting Agencies

Career Sites Select agencies that can access and submit applications to this requisition.

Recruiting Agencies

Name Effective Dates

Career Center No results

Smart Referrals.

Career Center

(TJED Enable specific users to view this requisition from the Career Center.

Select OU Criteria ¥

Name Include Subordinates | Effective Dates

Al users in Group *Federal Work Study it} 6/21/2017 B® - | EndDate ] 7]

m

Smart Referrals =

[TJED Enabe specific users to see this requisition as feature for referrals.
Carmerstone Training Manual.doc: - Microsoft Word }
Select OU Criteria ~

Name Include Subordinates | Effective Dates °

No results

The screen Bew appearsvhich indicates that your requisition has been saved armbigon
is posted. In this examplenly FWS students will have access to this posting.

Realize Your Potentiak: njit

rE ¥ A O

#loaded

Name Effective Dates
< Edit Requisition No results
Career Sites
Recruiting Agencies (@ Al changes were successfully saved.
Career Center

Smart Referrals Career Center -

("1 Enable speific users to view this requisitiop/from the Career Center.

Select QU Criteria ¥

Name Include Subordinates | Effective Dates
All users in Group *Federal Work Study ] 6/21/2017 B2 - | EndDste (] w
Post
Smart Referrals =

[T Enable specific users to see this requisition as feature for referrals.

Select QU Criteria ¥

Name Include Subordinates | Effective Dates

No resuits °

In order to view the posted position scroll to top of above page and clitkcoa ¢ randithernn
cickoni Manage Requisition. o

16



Creaing and Posing a Requisitior Grant Funded

This section details the steps required to hire a student employee via Grant flilodingess the
system, go tovww.njitedu( NJ I Tés homepage) and I"NygNJm" to the
Enter your UCID username and password. Click the tab tfHadulty/Staff Service$ and then

click the link at the bottom left hand side titldamployee RecruitmenBystem. This will re-
direct you to the screen below:

Here,click onRecruitandthens e | ect A Manage Requi sition

B Wetcome - Realize Vour Potertial % | w
1) wel Realize Your Potenti x\f

Requisition Requests

Welcome, Steven le recruitment system!

Recruiting Dashboard

Pending Items!

New Jersey Institutejof Techn.. =
2 S

f*ornerstone

Terms - Privacy - Cookies - Feedback

javascript:void(0);

On Manage Requisition pagelectOptionsand A Add Requi sitiono from t

r— —_—
n Realize Your Potential: njit x \ +

e
e +$ &# @ =

njit-stg.csod.com/phns/driver.aspsiroutename= ATS/Recruit

uuuuuu | LogOut | Help

Manage Requistion

Manage Requisition

equisition sts
reqlD Division © | | Location =] —_—
Include related ordinate divisions Include subordinate locations i

Hiring Manager o | | 4762017 671472017

All Jobs

L] Test FWS Position

Gornerstone

Powered by Corn
All Rights Reserved
Javascriptivoid(0)

17


http://www.njit.edu/

On Create Requisition page,Job Titlef i el d, sel ect AStudent Work

L Realize Your Petentiak: njit x \F o Do S
€ ) O @ https//njit-stg.csod.com/ATS, ion.aspx?new=1&Mode=08route= AT %2fRecruitingManagement%2fManageRequisitions ¢ || Q Search B ¥+ A =

My Account | Log Qut | Help

ey Institute of Technology =

Home  Admin  Recruit  Student Employment Positions

#  Manage Requisition

Create Requisition

General Job Ad Application Workflow Applicant Review g

Job Title *Student Work Study x
Requisition Template Please Select
DETAILS

Display Job Title

Department

Primary Location Address
Additional Location(s)

Grade

Cost Center

For Grantfunded positions, in thRequisition Templaté i e | d StadentWsoik Studyii
GrantFunded from t he drop down menu

B Resize Your Potentia it x K \

o | )
wie ¥ A9 =

) @ | https:/njit-stg.csod. ATS,

new=18Mode=08route=

My Account | Log Out | Help | _

Home  Recruit  Student Employment Positions

#  Manage Requisition

General Job Ad Application Workflow Applicant Review

*Student Work Study x ﬂ

“Student Work Study - Grant F| X

Job Title

Requisition Template

DETAILS

Display Job Title Student Work Study

Department Department

Primary Location New Jersey Institute of Techng X Address UsA (@
Additional Location(s) + Add Location(s)

Grade

Cost Center Cost Center

Contact Phone

18
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In theDisplay Job Titlefield,t he ti tl e wi | | €5d fuabydéryjisors shoufdSt udent
change to actual job titendadd the departmefqtf or exampl e, f S Fimadcalnt Of f
Aido )

— .4 o]
e 3+ A S =

I Reatze Your otentia it x \+

€ ) @ @  hitps://njt-pilot.csod.com/ATS/JobRequisition/JobRequisiti\n.ospx?new=18&Mode=0 &route= ATS%2fRecruitingManagementS2fManageRequisitions c

My Account | Log Out | Help |

New Jersey Institute of Technology

Student Employment Positions

Manage Requisition

Create Requisitipn

General Job Ad Application Warkflow Applicant Review

Job Title* *Student Work Study x

Requisition Template * *Student Work Stucy x

DETAILS

Student Office Worker - Financial Ai

Display Job Title -

Department * Student Financial Aid Services| x
Primary Location * Mew Jersey Institute of Techng % | Address * USA (@
Additional Location(s) = Add Location(s)

Grade

Cost Center Cost Center

New Jersey Institute of Technology

Admin

Recruit Student Employment Pusitions

Manage Rea\isition

Job Ad Application Workflow Applicant Review

Job Title *Student Work Study X

Work Study x

Requisition Template

DETAILS

Display Job Title Student Office Worker

Department ¢ rudent Financial Aid Services %
Primary Location New Jersey Institute of Techng X Address USA (@
Additional Location(s) = Add Location(s)
Grade
Cost Center Cost Center
hitps://njit-stg.csod.com/LMS/catalog/Main.aspitab_page.id=-678ttab_jid=-1 it v
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In theEmployment Typd i el d,

s ellGeanttFundie® t ud e nt

f

'/ Realize Your Potentiak: njt

-~

d.com/ATS/. / 5 -1 ATS%

(€
Display Job Title
Department

Primary Location

Additional Location(s)

New Jersey Institute of Techng X

Student Work Study

nancial Aid Services (1-313000] %

Address UsA (&

+ Add Location(s)

Grade
Cost Center Cost Center

Contact Phone

EEO Category Please Select v

Employment Type

Currency
Compensation Hourly
Range 5o
Referral Bonus 50
Requisition Type (Required for =

Staff & Faculty Positions)

Most Recent Incumbent (Required
for all Staff & Faculty Backfilled
Positions)

Position Start Date (Required for
all Grant Funded Positions)

Position End Date (Required for all
Grant Funded Positions)

Student-Grant Funded ¥

© Full Time @ Part Time

United States Dollar ¥

v

Teso

m

In RangefieldT populate BOTH fields with the hourly rate (in example below,estuavill be
paid $10 pehour).Also, populatePosition Start DateandPosition End Datefields:

'f Realize Your Potentiak: njit

T

@ | https://njit-stg.csod.com/ATS/) spxTid=18oute= ATSI2MR ¢ || Q search
i Grade
Cost Center Cost Center
Contact Phone
EEO Category Please Select v
Employment Type Student v Full Time © Part Time

Currency
Compensation Hourly

—> Range —> 1000
Referral Bonus 50
Requisition Type (Required for Seloct

Staff & Faculty Positions)

Most Recent Incumbent (Required
for all Staff & Faculty Backfilled
Positions)

Position Start Date (Required for
all Grant Funded Positions)

. Pasition End Date (Required for all
Grant Funded Positions)
Position Status (Required for Staff
Positions)

Duration of Appointment
(Required for Temporary Staff
Positions)

Employment Status (Required for

Staff & Faculty Positions) Solect

If Part-Time, how many hours?
(Ranuired for Part-Tima Staff

United States Dollar ¥

v

To 5 10.00

«—

Temporary/Hourly ¥

>

20

we + A&

I



Oncethose fields arpopulated, there are several student fields that need to be completed, which
are noted below and in the screen shot:

Reports To (Required for Student & Staff Positions)

Reports To Email address (Student Only)

Position Summary (Required for Student & Staff Positions)

Essential Functions (Required for Student & Staff Positions) (Limit 2000 Characters)
Prerequisite Qualifications (Required for Student & Staff Positions)

= —a _m = _a

e — — —
| Realize Your Potential: njit x F [E=Rlal >
€ ) D @ httpsy//njit-stg.csod.com/ATS, spi?news=18Mode=08troute= ATS %2fRecruitingManagement2fManageRequisitions c we 4+ A =

Staff & Faculty Positions) et

If Part-Time, how many hours?
(Required for Part-Time Staff
Positions)

Reports To - Title & Name

———p  (Required for Student, Staff &

Faculty Positions)

Reports to Email Address (Student

—P oy

P Fosition Summary Required for

Student, Staff & Faculty Positions)

Essential Functions (Required for g

_> Student, Staff & Faculty Positions)
(Limit 2000 Characters)

Essential Functions Continued
(Limit 2000 characters)

Additional Functions

Essential Characteristics (Limit
2000 Characters)

Once the above is complete, the fields below (also noted in screen shot) will need to be populated:
9 Funding Sourcesshoul d defaultodjo fiRestricted Grant
1 Index (Required for Student & Staff Positions)

 Resiae Vour Potenti B ol

€ ) @ @  hitps/njit-stg.esed.com/ATS/JobRequisition/JobRequisition aspxinew=1&Mode=0&oute fRecruitingManagement%2fManageRequisition: searc wo + D=

Externally Advertising? (Required
for Staff & Faculty Positions)

1 yes, where? If no, how do you
plan to reach a diverse audience?
(Required for Statf & Faculty)

Department Approver (Required
for Staff & Faculty Positions)

Division Approv
Staff & Faculty P

P Funding Source (Required for ;
Student, Statf & Faculty Positlons) | Restricted Grant ¥
Index (Required for Student, Staff
—P & Faculty Positions)

Index Parcantage

Index 2
Index 2 Percentage

Index 3

Index 3 Percentage

Bargaining Unit (HR use Only) Select -
FLSA Status (HR use Only) Nen-Exempt ¥
FTE (HR use Only)

Employss Class (HR use Only)

21



Additionally, the fields below will need to be completed:
1 Timekeeping Location (Student Only)
1 Employment Period (Stude@nly)
1 Hours Per Week (Student Only)

U Realize Your Potential: njit x \F - o0
€

@ & | https://njit-st d. ATS, Inew=1/ =0 = ATS%2fRecs C || Q Search wBe +$§ & 9O =

Range Max (HR use Only)
Position Number

Time Keeping Location (Student ||
Only) 1

. Employment Period (Student Only) | Select v

Hours Per Week (Student Only)

DESCRIPTION AND QUALIFICATIONS

Internal External g

n/a

Deseription

Minimum Ideal

https://njit-stg.csod.com/ATS/)

Once the above havé been cbmpl,eﬁk'cb DEéCRIPTION AND QUALIFICATIONS
SECTIONand go directly tdHIRING TEAM.

UnderHIRING TEAM, other staff members can be given access to view requisitions
applications, etc; to do so, undRequisition Owner(spand/orApplicant Reviewer(sglick on
AAdd Owner so

d o | o) |
U Realize Your Patentiak: njit ® \F / T
€) © 8 | s/t sigcsodcomaTs cprinew= LEMode-0BrousZATS HaRec @ |[@ seormn %E 4 O =
HIRING TEAM
Requisition Owner(s)
Users listed as 'Primary Owner’ or ‘Owner(s)’ are given partial management rights for the requisition and access to all submissions. Approval workflow is based on the Primary Owner.
IFthe Primary Owner s removed, that user becomes an ‘Owner' Use the Delete icon to remove any ‘Owner'.
Primary Owner Steven Harrel x
Add Owner(s)
Ovmer(s) \ E Omar, —
Applicant Reviewar(s)
Users listed 25 Reviewers' are given access to all submissions, The Hiring Manager' is the primary reviewer and can be used as 2 dynamic role for emails and approvals.
Hiring Manager Harrel, Steven (21473626) x
Reviewer(s)
Applicant Interviewer(s) (2]
Users listed as Tnterviewers' are only given access to submissions that are scheduled for interviews. These users can be selected in any applicant status with the Tnterview type.
Interviewer(s) + Add Interviewer(s)
ATTACHMENTS B
Attach up to ten (10) documents ‘ ‘
Uploaded By Upload Date
Approvals 5a

22



Select individual(s) to be added from the drop down menu and cligkidn

UnderREQUISITION, several fields need to be populatéainly a specific number of students
wi || be hired, enter t hOpenimgsfield (@ate thatforce twe x a mp | e

students are hired, the position will no longer be visible to students):

\
[ e vourpoentini . \ I v - L. B = ]

€ ) O B https/njit-stg.csod.com/ATS/! /) \« =1 ATS%2fRe % ¢ || Q Search %8B ¥+ A =

Uploaded By Upload Date

r\ne job requisition. Indicate if the approval workflow is sequential or concurrent.

Medium v g

Openings | | [ onGoing

REQUISITION

Requisition ID

Priority

6/14/2017 =]
Target Hire Date
(Target hire date of first opening)
Requisition Status Draft v

Do Not Allow to Apply [T (Note: Referral Bonus will not apply to this requisition if Do Not Allow to Apply is selected.)

Cancel Save Next

@rners‘l‘one All Rights Reserved. Terms - Privacy - Cookies - Feedback

Powere d by Cornerstone OnDemand, Inc. ©2000-2017 H

e T ]

|l f unsure of the number of st Qparengsfied artd placé wi |
a check mark in th&n Goingbox:

[ Realze Your potenta: it 0 - —~—— —~— ——_— cHmE

&) (DB hitps//njit-ctq csod.com/ATS/ -1 ATS%2R o @ || Q seorech e + A =

ATTACHMENTS

Attach up to ten (10) documen s

Uploaded By Upload Date

Approvals
Define an approval workflow for the job requisition. Indicate if the approval workflow is sequential or concurrent,

View Approval Status

REQUISITION

Requisition ID
Priority Medium v

————J  Openings —Pp 9] OnGoing  ——

6/14/2017 [::]
Target Hire Date
(Target hire date of first opening)
Requisition Status Draft v

De Not Allow to Apply 7] (Note: Referral Bonus will not apply to this requisition if Do Not Allow to Apply is selected.)

Cancel Save Next

Powered by Cornerstone OnDemand, Inc. ©2000-2017

@rnerstone All Rights Reserved. Terms - Privacy - Cookies - Feedback H

’
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Additionally, it is important to leave thRequisition Statu§ i el d as ADraft o:

[ Restee vourPotenta it PG . ‘—H' - _— L. e o )
(€ hity ? —1\’ ATS%2MR % ¢ || Q search *e & A =
h ATTACHMENTS A

psi//njit-stg.csod.com/ATS/. /) .

Attach up to ten (10) documents)

Document Title Uploaded By Upload Date Options

Approvals

Define an approval workflow for the b requisition. Indicate if the approval workflow is sequential or concurrent,

View Approval Status

REQUISITION =
Requisition ID
Priority Medium v
Openings 0 On Going
6/4/2017 | )

Target Hire Date
(Target hire date of first opening)

Requisition Status Draft v

Do Not Allow to Apply [T (Note: Referral Bonus will not apply to this requisition if Do Not Allow to Apply is selected.)

1,0 Powered by Cornerstone OnDemand, Inc. ©2000-2017
I'neI'S ne All Rights Reserved. Terms - Privacy - Cookies - Feedback

m

Once theREQUISITION section is complete, click ddEXT and the screen belowill appear

Realize Your Patentiak: njit x OF ' - v ' _ - E‘M

https://njit-stg.csod.com/ATS/JobRequisition/JobAd aspx?Mode=18lang=1 El| @ || Q Search %8 ¥+ A =

 Add Related Requisition

©®  Extemal site Internal Site Mobile
View Tags
Position: Test FWS Position -

Department: Student Financial Aid Services m

Reports to: Renetta Omar, omar@njit. edu

Hours per week: 15
Employment Period: Academic Year g
Pay Rate: 10.00 - 10.00

Position Description:

i

This 1s a TEST FWS position.

Assist SFAS staff.

I

Be smart! [

Back Cancel Submit Next

1,0 Powered by Cornerstone OnDemand, Inc. ©2000-2017
rners ne All Rights Reserved. Terms - Privacy - Cookies - Feedback

“

Click onNEXT and screen below appears:
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Here, the supervisor has several options to select from Belleet Templatéield; if supervisor

wants student to submirtk fal orwe swinteh, Rseesluentet RieSqt uui
on Apply and then omNext

Realize Your Potentiak: njit

) © @ hitps://njit-stg.csod.com/ATS/.

\ 18llang=1 e |[Q search RN =T =
\

General Job Ad

Applicant Review i

Internal Applicant Recruiting Agency

The following worl

w will be used for external applicant submissions. Once an applicant has begun the application process, the application workflow cannot be changed. If the
requisition is posted

a mobile optimized career site, the applicant will be able to apply with a mobile device. The application werkflow components noted with the mobile icon will
be applicable in the ap\y with mobile workflow.

Save Workflow ChaNges Cancel Workflow Changes

Select Template  Studéyt Default Workflow v | Apply

hde nctonteem - |

o]
B oisciaimer

m

(4o Acionttem ~ |19

@ Submit Application

100% Preview

Back Cancel Submi

‘=Dl'ne|'s1'one Powered by Cornerstone OnDemand, Inc. ©2000-2017

All Rights Reserved. Terms - Privacy - Cookies - Feedback

| f no resume is required, s e Betect Templ&deld, dliekoh Def aul t
Apply and then oNext

Realize Your Potentiak: njit x

@ @  hitps://njit-stg.csod.com/ATS// 18dan=1

e |[Q searcn e ¥ A =

Applicant Review i

General Job Ad

+ Add Related Requisition

External Applicant Internal Apblicant Recruiting Agency

The following workflow will be used for exter)
requisition is posted on a mobile optimized cal
be appliczble in the apply with mobile workfl

| applicant submissions, Once an applicant has begun the application process, the application workflow cannot be changed. If the
e site, the applicant will be able to apply with a mobile device, The application workflow components noted with the mobile icon wil

Save Workflow Changes | Cancel Workflow Changes

Select Template  Student Default Wolkflow v
Select
Student Defi Executive Application
Faculty Application
Staff Application |
Student Default Workflow

Student workfiow with Resume requirement
erover cewer

Apply

D oiscisimer

m

5 submit application

100% Preview

Back Cancel Submi

mnerstone Powered by Cornerstone OnDemand, Inc, ©2000-2017

All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Applicant Reviewscreen below appears; review and clicksutbmit and Manage Postings:

Realize Your Potentiak: njt

hitps://njit- d.com/ATS/. 18lang=1

B e |[Qsearf *B + A&
/

Status Change Emails: 0

Background Check (Type: Background Check)

Offer Letter (Type: Offer Letter)

Offer Template |Please Select ~|®

Offer Approvals

Define an approval workflow for offer letters. Indicate if the app i ial or concurrent and if i
or copy from Requisiti

uired or notification only. Add

F User [Renetts Omar 9| OR [Erica Avington

@ Approval Required ) Natification Only

|E User [Steven Harrel &

@ Approval Required ~ Natiication Only
Status Change Emails: 0

Closed (Type: Closed)

Hired (Type: Hired)

Back Cancel Submit

Submit and Add Related Requisition

fornerstone

Powered by Cornerstone GnDemand, Inc. ©2000-2017
All Rights Reserved, Terms - Privacy - Cookies - Feedback

UnderCareer Centerclick in white box:

Realize Your Potentiak: njit

https://corporatel proxy-stg.csod.com/phnx/ 9

e | [Q search
\

e ¥ A

External Career Site
€ Edit Requisition

6222017 | 8 | - BB
Post
Career Sites
Recruiting Agencies
Career Center Recruiting Agencies
select agencies that can access and submit applications to this requisition.
Smart Referrals.
Name Effective Dates

No results

reer Center
Enable specific users to view this requisition from the Career Center.

Select OU Criteria ¥

Name

Include Subordinates | Effective Dates

No results

Smart Referrals

(1D Enable speific users to see this requisition as feature for referrals.

Select OU Criteria ¥

Name Include Subordinates | Effective Dates °
<[

26



After doing so, a green check mark appears:

Realize Your Potentiak: njit

-
(€) ® @ https://corporatel proxy-stg.csod.com/phr/ TSR | 7 e |[Q searcn E A =
/
Exterfial Career Site 6/22/2007 | (B | - 5]
€ Edit Requisition
Post
Career Sites
Recruiting Agencies
Career Center Recrifiting Agencies

Select gencies that can access and submit applications to this requ
Smart Referrals

eer Center

Enable specific users ta view this requisition from the Career Center.

Select OU Criteria ¥

Name Include Subordinates Effective Dates E
No results
Post
Smart Referrals =

(I Enable specific users to see this requisition as feature for referrals.
Select OU Criteria ™

Name Include Subordinates | Effective Dates

cd TS/R / s/ ¢ ][ searen e ¥ A

ftions to this requisition.

Select agencies that can access and submit appli

€ Edit Requisition

Name

Career Sites No results

Recruiting Agencies
Career Center
Career Center

Smart Referrals. ion from the Career Center.

“t) Enable specific users to view

Select OU Criteria ¥

" select OU Criteria

Include Subordinat Effective Dat

Al Users
Department
position Class
Cost Center
Location

Group

[ Enable specific users to see this requisition as feature for referrals.

Select OU Criteria ™

Incluc

No results

1'0" Powered by Cornerstone GnDemand, Inc. ©2000-2017 L
ners 9 All Rights Reserved. Terms - Privacy - Cookies - Feedback
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Next, click here:

B Fesize Your Potentia it *x \+

€ ) © @  https//mjit-stg.csod. phnx/driv i TS/Recruitingh bPostingNews

Select agencies Thgan access and submit applications to this requisition.

< Edit Requisition

Career Sites No results
Recruiting Agencies
Career Center
Career Center

Smart Referrals Enable specific users to view this requisition from the Career CONgr.

Group ¥

No results

Post

Smart Referrals

Enable specific users to see this requisition as feature for referrals.

Select QU Criteria ¥

No results

I

Post

Powered by Cornerstone OnDemand, Inc, ©2000-2017 L4
All Rights Reserved. Terms - Privacy - Cookies - Feedback

“~rperstone

javascriptvoid(0)

The Select Groupappears; fronmere, select the type of student you are looking to Roegrant
funded positions, selebtstitutional Work-Study, as this will provide list of all students eligible

to work orcampus:

e — -— - s o |
B +$ A O =

r Realize Your Potential: njit * &

TS/RecruitingManagement/M JobPostingh /» qid=5%l0aded <

€ ) © @ hitps//njit-stg csod. phnx/dri

Select Group

et woui you et scarch for?

*Federal Work Study
“Institutional Work Study

HR

Cancel

28



After making your selection, click dhost

Realize Your Potentiak: njt

(€) 08 e

" - . N e || @ seomn B 3+ A
Recruiting Agencies

Select agencies that can access and submit applications to this Mg

< Edit Requisition

Name Effective Dates

Career Sites

No results

Recruiting Agencies

Career Center

Career Center
Smart Referrals

("1 Enable speific users to view this requisition from the Career Center.

Select QU Criteria ¥

Include Subordinates | Effective Dates

Name

Al users in Group “Institutional Work Study 7] 6/21/2017 | B8 | - | EndDate

Smart Referrals =

[T Enable speific users to see this requisition as feature for referrals.

Select QU Criteria ¥

Name Include Subordinates | Effective Dates

No results °

e Powered by Cornerstone OnDemand, Inc. ©2000-2017 -
The screen below appeavbich indicateghat the requisition is saved.

Realize Your Potentiak: njit x

@\@ﬂ hitps://nj od TSR 7 Séloaded e | [Q search e 3 A
Recruiting Agencies .

Select agencies that can access and submit applications to this requisition.

€ Edit Requisition

Name Effective Dates

Career Sites
No results

Recruiting Agencies

Career Center

(@ Al changes were successfully saved.

smart Referrals

Career Center -

[ Enable specific users to view this requisition from the Career Center.

Select OU Criteria ¥

Name Include Subordinates | Effective Dates I
All users in Group "Institutional Work Study 3] 6/21/2017 B2 | - | EndDate ] g
Post
Smart Referrals = 1

[ Enable specific users to see this requisition as feature for referrals.

Select QU Criteria ¥

Name Include Subordinates | Effective Dates °

No results
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In order to view the positiostatus scroll to top of above page and clickidrkR e ¢ randithierd
click oni Ma n &®egeisitiord; note that the positiorsini Pendi ng shdugr oval o

U Realize Your Potentiak: njit s - - . 4 \ - w . T—— C=ffaf >
€ ) DA https//njit-stg csod. Bhn/drivi 7 TS/Recs \ page._id=-200159034 @ || Q searc e & # =]

My Account | Log Out | Help

Home  Recruit  Student Employment Positions

Shaw [y Options~

ok Location
e subordinate divisions Include subordinate locations

Include related Incl
Grade Owner 6 Selected ¥ Hiting Mynager RN RRREEC U

Manage Requisition

Job Title reqlD Divisi

All Jobs

Student Work Study

- .

The position will remain in th Pénding Approvab status until both Grant/Contractsda

Budget hae confirmed funding and provided a position number; once Budget has completed
their endthe status will automaticallghange tgi O p eanddhe position will be viewable to
students (no action need on part of the hiring supervisor).

30



Reviewng StudentApplications

To access the system, godow.njit.edu( NJI Tés homepage) and | ogin t
"My NJIT *. Enter your UCID username and password. Click the tab titled "Faculty/Staff

Services"and then click the link at the bottom left hand side titEEchployee Recruitment

System. This will re-directthe useto the screen below:

HereclickonRecrutand sel ect @AManage Requi @indgeri ono from
Applicants,the number in red indicates the number of students that have applied for the position.
To view the applications click on the applicable number:

| Realize Your Potential: jit x

€ )P | @ & | nttps//njit-stg.csod.com/phn o ATS/Rect _page_id=-200159034 ¢ || Q searcn

My Account | Log Out | Help

Recruit  Student Employment Positions

X ovo-

Job Title reqlD Division Location
Include related Include subordinate divisions Include subordinate locations E
Grade Owner 6 Selected Hiring Manager snzee | | 1m0 | g

All Jobs

o
L] FWS Test Position req2 New Jersey Inst. Open Steven Harrel 4 1 1 0 0 -
L] WS Test Position req3 New Jersey Inst, Open Renetta Omar 4 1 2 0 0 -
[ ] Grant Funded Test Position regd New Jersey Inst. Pending Appro.. Steven Harrel 0 1 [ 0 0 -
L] Resume Required - Test Position reqs New Jersey Inst. Open Steven Harrel 4 1 2 0 0 - L4
[ Test - Student Defaut Workflow v. 2 req8 New Jersey Inst... Open Steven Harrel 4 1 2 0 0 -

31


http://www.njit.edu/

Here, supervisors canew the two candidates that have appliedWS Test Position

/

= o < |[Q seorn %Ee ¢ 4 9 =

hittps://niit-stg.csod.

IWS Test Position (req3)

Job Details

Applicant Name j

Show Al Clear All Include Hired / Closed

) Student - Pending... Under Review by .. Phone Screening Interview Pending Background Check Offer Letter Closed Hired
2 0 0 0 o 0 0

1v | Actions ¥ Show 20 | REEdi

Applicants & 2 Applicant Location Applicant Preferred Language  Applicant Flags Application Flags Source &

Career Centt

m

® Kelly Guarino

. 0876542210 % United States Not Specified Internal UG Student-
5 kegZ3@niit.edu Student

Paul Adedeji @ Career Cente

[ e 2 United States Not Specified Internal UG Student-
M o osenici Student

< w ] v

Back

1,0 Powered by Cornerstone OnDemand, Inc. ©2000-2017
I'neI'S ne All Rights Reserved. Terms - Privacy - Cookies - Feedback

Clicking on the applicants name will diracterto theASummarg tab, whichcontains the
Applicants Profile and the status of the Application:

/ Applicant Profile Summary - Rez| % L+ @@M

4 ) © @  https//corporatel proxy-pilot.csod.com/ATS/Profile/ Overview.aspx?id=128troute= ATS%2fRec 5 Apg E1 ¢ ||Q Search *B ¥+ A =

August 3 Test - 1. &
Status: Student - D Summary Statuses Application Dogyfnents History

Applied: 8/3/2017

August 2 TEST P... & Applicant Summary
Status: Hired
Applied: 8/2/2017
Current Status Student - Department Review
Resume/CV
Application B
Source Care\Center (#
Application Received 8/3/2017
Communication % Send Em\From Template g Send Customizable Email
Rating F

Application Flags No Flags

Matching Criteria
0of0

Resume

I

Application Custom Fields

No Application Custom Fields

Requisition Summary

Job Description Job Details il
Requisition Owner(s) Steven Harrel
Hiring Manager Steven Harrel

Here the hiring supervisatanview theapplication and/or resume by clicking on the applicable
document symbol:
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After reviewing theesume and/aapplication, the hiring supervisor has options to schedule an

interview, offer a positionreject,etc;click o nStudlenf Depar t ment Revi ewo:

we ¥ 4 @ =

€ ) ® @ | https://corporatel proxy-pilot.csod.com/ATS/Profile/ Overview.aspx?id=128troute= ATS%2fRecruitingManag 9E21) S%2fManageApplicantsBureqld=t BT

August 3 Test - 1. &
Status: Student - D Summary Statuses Application Documents History

Applied: 8/3/2017

August 2 TEST P... & Applicant Summary
Status: Hired
Applied: 8/2/2017
Current Status Student - Department Review
Resume/CV
Application [}
Source Career Center (#

Application Received

Communication % Send Email From Template g Send Customizable Email
Rating (0 Ratings)
Application Flags No Flags
Matching Criteria [
0of0
Resume
Application Custom Fields =
No Application Custom Fields
Requisition Summary
Job Description Job Details
Requisition Owner(s) Steven Harrel
Hiring Manager Steven Harrel
« " = »

And the screen below appears which permits supervisor to change status:

/| Applicant Profile Summary -Rea! % | 4 =

€ ) @ @ hitps//njit-pilot.csod.com/ATS/Profile/ Overview.zsplid=7&

Change Status

Change Status to
Applicant rent Status ion
o

Interview Pending >

Mohamed Bendary Chort Dote: 8/16/2017

Student - Department Review ¥

“Indicates required status
Student - Pending Paperwork

Interview Pending
Offer Letter

Hired

Closed
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Scheduling an Interview:
If you want to schedule aninterview s el ect Al nter vi eown”menmodi ngo f
then click on ASubmito

/| Applicant Profile Summary - Real | I o
B3 ¢ wia 3 A

€ ) 7 @ | nttpsy//njit-pilot.csod.com/ATS/Profile/ Overview.aspx fRecruitingManag 2621 %2fManageApplicants&reqld

Change Status

Change Status to
cant urrent Status Disposition
Please Select @

Student - Department Review
Moh d Bend: - v
chamed Bendary | 0 e 2> Student - Department Reyiew

- Student - Department Reviqw
‘Indicates required status

Student - Pending Paperwdr
Interview Pending
Offer Letter
Hired

Closed

The st at loterview Bending;uhe $creen below appears and the supervisor has the
option of sending an email to the student by

| Applicant Profile Summary - Res! % "\\+ \ [ESSoR ]
€) @ @  hitps//njit-pilot.csod.com/ATS/Profile/ Overview.aspiid=7&route-ATS%2Recrut i 3201 2Managehpplicantsiureqld=1277 B we ¥ A @ =
Address Type
United sthtes Internal

Language Preference
Not Specified

Applied for 1 Job(s)

Test Position - IWS -... &
Status: Interview Pending
Applied

Test Position - IWS - August 16 - Financial Aid (req1277)

Summary Statuses Applicatipn Documents History Email

Applicant Summary

I

Current Status Interview Pending

Resume/CV

Application B

Source Career Center

Application Received 8/16/2017

Communication send Email From Template ¥ Send Customizable Email

Rating (0 Ratings)

Application Flags  NoFlags @

Matching Criteria % @
0of0

Add to Requisition Select Requisition
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After selectingi Se n d
email can be sent from here

| Realize Your Potential: njit x \&

Cu s t o nthezmuapebrviseis dEectaditd thie screen below and an

s e |

wa 3 A O =

SendC ¢ c

4 ) G} @ | https://nijit-pilot.csod.com/phnx/driver.aspi? TS/RecruitingManagement/N f

Send To

Mohamed Bendary

Remaove applicants from this communication
] Include me on Ce
Cc
OR

Start Typing... Select Relation ™

Show Bec

Subject

Tags

View Tags

A - & - Font Name
oo A Y
B 7 U de

E oxox

Hiring a student:

geApplicants/Applic

- Real..w| ParagraphSt... v| Zoom - & & 2
oYY aE

A I &

Add

D@
w“=AC Q-3
&8 &

If you want to hire the studerihe first step is to offer the position to the student. To dolsdx,

onfStudent Department Review

/| Applicant Profile Summary - Rea! x | 4

o |

e 4+ & O

€ ) ® @  hitps//corporatel proxy-pilot.csod.com/ATS/Profile/ Overview.aspxid=128troute= ATS%2fRecruitingM: )

August 3 Test - 1. &
Status: Student - D.
Applied: 8/3/2017

Summary Statuses

August 2 TEST P... & Applicant Summary

Status: Hired

Applied: 8/2/2017
Current Status
Resume/CV
Application
Source
Application Received
Communication
Rating
Application Flags

Matching Criteria

Resume

Application Custom Fields

No Application Custom Fields

Requisition Summary

Job Description
Requisition Owner(s)

Hiring Manager

Application Documents History

Student - Department Review

[

Career Center (&

8/3/2017

% send Email From Template % Send Customizable Email
(0 Ratings)

No Flags

0of0

m

Job Details
Steven Harrel

Steven Harrel
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The popup drop down menu will appear; sel@ffer Letterand then clickSubmit:

| Applicant Profile Summary - Rez! x| / =
| \

€ ) 7 @  httpsy//njit-pilot.csod.com/ATS/Profile/ Overview.aspxii

Change Status to

Please Select

nterview Pending
Stat e 6 15/2017 P
partment Rview
ending PapRfork

Thescreen below appearsasid udent 6 s ADF dteus Lied trea w ;

/ Applicant Profile Summary - Rea x | / SRRl
€ ) @ @  https//njit-pilot.csod.com/ATS/Profile/Overview.aspxlid=] Broute= ATSTfRec Management2:261 s2fManageApplicantsireqld=1277 / B c Search wBe +$ O =
LY =
- Email Applicant (User) Flags
mbSss@njit.edu No Flags
[ == Phone ivision
1234567890
Address

United States

Applied for 1 Job(s)

Test Pesition - WS -.. &
Status: Offer Letter
Applied: 8/16/2017

Test Position - IWS - August 16 - Finandlal Aid (req1277)

Applicant Summary

Current Status Offer Letter

Resume/CV

Application [ 5]

Source Career Center

Application Received 8/16/2017

Communication Send Email From Template 8§ Send Customizable Email

Rating (0 Ratings)

Application Flags @ No Flags @ =

An email will automatically trigger to the student advising them that they have been offered the
position.From herdahe student will be routed to Student Employment for confirmation of
empl oyment eligibility. Once t hubentEmplogremt 6 s
will switch status tdiHiredo and will send an email to both the supervisor and the student
indicating that the student may begin working
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Studenti Not Selected:

After the position has been filled, supervisors should notify those students not selected. To do so
return to AManage Requi siti no and click on n

=TT € S S - S————

€) @ haps/ji.pilotcsod.com/phr/chiver.asp r + D =

ATS/RecruitingManagement/ManageRequi c || seofen

My Account | Lag Out | Help

Home Recruit Student Employment Positions

On Friday, August 04, 2017 from 3:00 PM PST to 10:30 PM PST, your portal will be briefly unavallable due to a soft

M Manage Requisition

Manage Requisition

Job Title reqlD D

Include related Inelude subordinate divisions. Include subordinate locations

Grade O | | owner o 6 Selected ¥ Hiring Manager o | | 6/5/2017 o | | 8/3/2017 m

All Jobs

New
Priority & Job & D Location & Status & Hiring Manager Days Open Postings Appliants o Referrals & e

August 2 TEST Position TWS. New Jersey Inst.. Steven Harrel

. August 3 Test - WS rep New Jersey Inst Open Steven Harrel 0 1 2 0 o

arnerstone e s IR

The list of applicants appears; clickn tcihe cf& ma rApplicam(@xt t o

Refine your search

1v | Actionsx Show | 20~ | $FEdit

Applicants & Applicant Location Applicant Preferred Language | Applicant Flags Application Flags

Carly Berdan
. 3456789012
£ cb228@njitedu

United States Not Specified Interna

Yz

Christopher Jenkins
t, 123456-7890
= d@njitedu

United States Not Specified Interna

2 lip

Kelly Guarino
. 2345678901
= kegZ3@njitedy

United States Not Specified Interna

Yz

Mohamed Bendary
. 1234557890
2 mbSI5@njitedy

United States Mot Specified Interna

2 lip

Prince Ababio
. 2345678901
3 pea3@njitedu

United States Not Specified Interna

Yz

Yasmeen Malik
% 3214560987
& ymm7@njitedu

Back D

Powered by Comerstone OnDemand, Inc. ©2000-2017
rnerstone All Rights Reserved. Terms - Privacy - Cookies - Feedback

Be Do Do Bo o Do

United States Mot Specified Interna

2 lip
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The check mark e x t to eachumnsredudent s name

Refine your search

1v | Actions~ Show | 20~ | $FEdit

Applicats & Applicant Location Applicant Preferred Language | Applicant Flags Application Flags

Carly Berdan
. 3456780012
£ cb228@njitedu

United States Not Specified Interna

Christopher Jenkins
t, 123456-7890
2 <i3@njitedu

United States Not Specified Interna

B
N

Kelly Guarino
. 2245678901
= kegZ3@njitedy

United States Not Specified Interna

Yz

Mohamed Bendary
t, 1234567890
2 mbSI5@njitedy

United States Not Specified Interna

B
N

Prince Ababio
. 2345678901
= peal@nj

United States Not Specified Interna

Yasmeen Malik 5
[~ ] & . 3214560087 3 United States Not Specified Interna
= ymm7@njit.edu ;

4 3

Back o

Powered by Comerstone OnDemand, Inc. ©2000-2017
rnerstone All Rights Reserved. Terms - Privacy - Cookies - Feedback

Thenclick onfActionsd aelde st A Change Statuso from t

/njit-pilot.csod.com/ph @ ATS/ /. / A 1#l0aded ¢ || Q searcn wiBe + #& =

Recruit  Student Employment Positions

On Friday, August 04, 2017 from 3:00 PM PST to 10:30 PM PST, your porfhl will be briefly unavailable due to a software update. [x]

#  Manage Requisition - Manage Applicants: Augfist 3 Test - IWS (req9) =

August 3 Test - IWS (re9)

Job Details

Applicant Name

Show Al ClearAll  Influde Hired / Closed

) Student - Depart. Student - Pending Offer Letter Closed Hired
0 1 1

Refine your search

1% | | Actions~¥ :
m Change Status Applicant Preferred Language  Applicant Flags Applica
Co es (Up to 5
Change status [F* (VP 3) Career Cents
n Resume/CV Review 1] United States Not Specified Intemal UG Student-
send Resume Review Link student
Send Email From Template Career Centc
v Send Customizable Email 1 United States Not Specified Internal UG Student-
Student N
Batch Process
E) I D
Back
javascript:void(0) , ’
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The popup box belomappears, select ACI osedo

— - - = _— = — — =P e
181fm - Super 70's r= 41 X : [ Realize Your Potential: n X

tename=ATS/RecruitingManagement/Ma

< C | 8 Secure | https:/njit-pilot.csod.com/phnx/driver.a:

tions/ManageApp

Change Status

Change Status To >

T hovsim i ||

ol Berdan Student - Department Review .
Carly Berda Start Date: 10/18/2017 Student - Department Revi... ¥

Christopher Jenkins é:;i?;ff;i‘;g:l;kv'E"\' Student - Department Revi...
e Student - Department Review .
Kelly Guarino Start Date: 10/16/2017 Student - Department Revi...

Student - De rtment
Mohamed Bendary SGZEDE“ jf‘?'ﬁ?;a, Student - Department Revi...

Cancel Subi

Select AClosedo from the AChange Status Too

— — 8y
18L6m - Super 70'sre 41 % ¥ [ Realize Your Potentiok n| X

<« C | @ Secure | hitps//njit-pilot.csod.com/phnx,

Change Status

Change Status To

+  Change Status To
’ Nevsabs ___ Dweston |

Student - Departrffent Review

Student - Department Revi... ¥
Student - Pendinfg Paperwork
Interview Pengfng Student - Department Revi...
Offer Letter

Closed Student - Department Revi...

Hired tudent - Department Revi...
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The screen below appears:

From here,Sedelcacectdoi Natom t he ADi spositiono dro

v

From here, aemail will automatically trigger to the student(s) advising them that they were not
selected for the position.
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