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How to Create a Job Offer
HRPRD91: https://hrprd.umsystem.edu/psp/prd/?cmd=Ilogin

ORACLE

PEOPLESOFT ENTERPRISE
User ID and Password
are required.
We've detected that your
operating system is not
supported by this
website. For best results,
use one of the following
operating systems: Selecta Language:
iMAC 0510 L eopard English Espariol
= Dansk Deutsch
Wi 2003 E—
M Francais Francais du Canada
Windows XP ltaliano Magyar
Suse 9 Nederlands Norsk
iMAC 0510 Tiger Dol

iMAC 0510 Panther
Windows 7
Windows Vista

Loginto PeopleSoft)

nalish
User ID: SHIRINGMGR

Password: ssssssss

Set Trace Flags

Step Action

1. Log in to PeopleSoft using your SSO and Password.

Click the Sign In button.

En
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https://hrprd.umsystem.edu/psp/prd/?cmd=login�

\ University of Missour1 System

COLUMBIA | KANSASCITY | ROL

LA | ST.LOUIS

Favorites | Main_Menu
- H -

Search Menu:

lcome

®

2 UM Custom Search/Match 4
The menu
Click on W 22 5eff Service
[ Recruiting
Highlight: 3 workforce Administration
1 PeopleTools
Recently cocapuges
now appear under the
Favorites menu, located
at the top left.

3 Administration
3 Postings

; [£] Pending Approvals
B [5] Applicant Lists
ﬁ Browse Job Openings
D Find Job Openings
D Create Mew Job Opening
[5] Interview Calendar

[5] Print Application

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

. Welcome to UM HRMS

, lcome to the University of Missouri Human Resources

Add to Favorites Sign out

25

Click Main Menu,
point to Recruiting,
and then click Find
Job Openings.

Done €D Internet | Protected Mode: On 5 v H100% -
Step Action
2. Click the Main Menu button.
3. Point to Recruiting and then click the Find Job Openings menu item.
||j Find Job Openings |

University of Missouri
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University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Home | AddtoFavorites | Sign out
Favovrtes Ma\nvMenu > Recuiting > Find Job Openings

New Window | Help | Customize Page | B

Find Job Openings

Enter Search Criteria

[gearch | Resst |

Job Opening ID: Y
Status: Open .
Most Recent Activity: -
Job Opening Type: -
Display Jobs: -
Manager: ’701
Recruiter: ’7 @,
Originator: Y
Business Unit: ’701
Position Number: I
Title: ‘

Recruitment Contact: -

Click Search.

& Internet | Protected Mode: On v 0% -
Step Action
4, Click the Search button.
Search
University of Missouri Proprietary & Confidential
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Select the job opening T B
by CIiCking on the Job EEEY 121 Woods Hall 1 1 Continuing EQUEa10N & 0555011 10/0712011 1010712011
Opening hyperlink.

i University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Worklist | AddtoFavorites |  Sign out

Favorites © Main Menu > Recruting > Find Job Openings

New Window | Help | Customize Page | B =

Find Job Openings

¥ View Job Opening Search Criteria

[ 43 Results Found

= ]
g b Pos a 0
O D D
Op g Ope g 0 ) 0 )
Standard 222 GENERAL
[C] POLICE OFFICER 6088 . SERVICES 1 1 UMSL Police 10/04/2011  10/21/2011 10/21/2011
Requisition L
BUILDING =
Standard 243 GEMNERAL
SERVICES 1 1 Custodial Senvices 10/04/2011  10/14/2011 10/14/2011

Requisition Outreac

Standard Continuing Education &
0 Requisition 121 Woods Hall 1 1 Outreac 09/28/2011 1011442011 10/14/2011
TIVE Standard Continuing Education &
IATE | 6037 Requisition 121 Woods Hall 1 1 T e 09/28/2011  10/07/2011

COORDINATOR,

PROGRAM SUPPORT Standard Center for International

INTERNATIONAL 6032 Requisition 366 SSB 1 1 Studi 09/28i2011  10/21i2011
STUDIES)
Standard 243 GENERAL
[0 cusToDIAN 5974 = = SERVICES 1 1 Custodial Services 09/21/2011  09/30/2011 09/30/2011
equisition
BUILDING N
4 1, ] 3

Step Action

5. Select the job opening by clicking on the Job Opening hyperlink.

For this training example, click the COORDINATOR, PROGRAM SUPPORT
job opening link.

University of Missouri Proprietary & Confidential
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Favarites :
Ies

Find Job Opening

University of Missourt System

COLUMBIA | KANSAS CITY

ROLLA | ST.LOUIS

| Workist | Addto Favorites |

Main Menu > Recruting > Find Job Openings

Help | H

Sign out

Job Opening

Posting Title:

Job Opening Status:
Job Title:

Position Number:
Business Unit:

é Print Job Opening

COORDINATOR, PROGRAN SUPPORT (INTERNATIONAL  Job Opening ID: 5032
STUDIES)

010 Open Job Type: Standard
COOR PRGMIPROJ SUPRT Job Code: 3048

00054528
STLOU

COOR PRGM/PROJ SUPRT
University of MO-St. Louis

Esae Poione [Efcreate new

Previous Job Opening |NextJob Opening |Job Opening List

Manage Applicants

View Applicants

Manage Applicants

Select the applicant.

Darkhoime Anna M

McCov.Henry

Rankin.Calvin

Find Applicants
Screen Applicants

Wi ] Type |Disposition Resume | Application View Attachment =

31026

59966

70584

Activity & Attachments Job Opening Details

Interview Schedule

oA
Customize | Find | il B # Fist B a5 ors B Last

ast . -
Updated ‘Take Action

10/10/2011

e 2:28A1

Route Select Action

10/10/2011

Ry 8:28AN

Select Action

10/10/2011

e 22841

Select Action

m

Action

Select the applicant for which you would like to make an offer.

For this training example, select Rebecca Nuckolls.

O

University of Missouri
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KANSAS GITY

COLUMBIA

| Addto Favorites |

Wiorklist Sign out

Favorites © Main Menu > Recruting > Find Job Openings

T

Help |
Find Job Opening
Job Opening

é Print Job Opening

Posting Title: COORDINATOR, PROGRAM SUPPORT (INTERMATIONAL  Job Opening ID: 5032
STUDIES)

Job Opening Status: 010 Open Job Type: Standard

Job Title: COOR PRGM/PROJ SUPRT Job Code: 3048

Position Number: 00054526 COOR PRGW/PROJ SUPRT

Business Unit: STLOU University of MO-St. Louis

Esae Prione

Create New Previous Job Opening |Next Job Opening |Job Opening List

Add Applicant to New List
Add Applicant to Saved List
Create Interview Evaluation
Forward Applicant
Link Applicant to Job
Manage Applicant Checklisty
Manage Interviews
Customize | Find | re—Emp\uymgm Check

Select  |Applicant Name D Type |Disposition |Resume | Application | View Attachment t:":at - P’_epa’em"_oﬁe’ )
l Reject Applicant
; Route Applicz
! ppl

sz Click Prepare
Offer.

nage Applicants || Find Applicants & Atachments | Job Opening Details

View Applicants  Screen Applicants Interview Schedule

Manage Applicants

Display: All -

[ Darkholme Anna M 31026 Emp Route

IcoyHenry 59966 Emp Route ;‘;’;AM”D” Select Action

M Rankin.Calvin 79584 Emp Route ;pé’;iﬁoﬁ Select Action -

m

Job

Step Action

7. Click Prepare Job Offer from the Take Action drop-down list.
[Prepare Job Offer |

University of Missouri Proprietary & Confidential
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University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Worklist | AddtoFavorites |  Sign out

Favorites © Main Menu > Recruting > Find Job Openings
o ; Hep | =

Manage Applicant: McCoy,Henry

Prepare Job Offer

Applicant Name: McCoy.Henry Date Entered: ~ 10/03/2011
1D: 59966
& Print Job Opening L
Posting Title: COORDINATOR, PROGRAM SUPPORT Job Opening ID: 6032 1
(INTERNATIONAL STUDIES)
Job Opening Status: 010 Open Job Type: Standard
Job Title: COOR PRGMPROJ SUPRT Job Code: 3048
Position Number: 00054526 COOR PRGMIPROJ SUPRT
Business Unit: STLOU  University of MO-St. Louis

Save furLaterl Submit | Aelel F2

Bffe: | Delete Offer | Cancel | Return to Previous Page

Offer Details

Job Opening: 6032 COORDINATOR, PROGRAM SUPPORT (INTERNATIONAL STUDIES)
Business Unit: STLO

Position Number: 00054526 2 Coor

PRGMPROJ
SUPRT
Job Code: 3048 “. COOR PRGWPROJ SUPRT

Offer Date: 11/01/2011 [31)

Commencement Date: 5 - .
Hiring Manager: 555556585 2, Xawer,cnar\esl @er lelng Manager' |

Step Action

8. The Prepare Job Offer page will display.

In the Offer Details, enter the Hiring Manager.

University of Missouri Proprietary & Confidential
Division of Information Technology Page 7




\ University of Missouri System

1§
e y" COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Home | Workist | AddtoFavorites | Sign out

Favories Main Menu > Recufing > Find Job Openings
-
*Status: 006 Pending Approval

Reason:

Offer Letter Enter Base

fivad Letter

Job Offer Components

*Component “Offer Amount [Currency Frequency
Base Salary - 2000005 USD - Monthly - m

A

[+] Add Offer Component

34 i
Added By:
Last Updated By: =
ﬂ Add Another Comment Previous Comment Next Comment
Save forLater | Submit | -0 evsen Oier | Delete Offer Cancel Return to Previous Page
Step Action
9. In the Job Offer Components section, enter the Base Salary.
University of Missouri Proprietary & Confidential
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\ University of Missouri System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Home | Workist | AddtoFavorites | Sign out

Favorites © Main Menu > Recruting > Find Job Openings

Status
*Status: 006 Pending Approval
Reason: -
Offer Letter
Letter: v Date Printed: 5]
Generate Letter  Email Applicant  Upload Letter

Enter Comments. e
| usD ~  Monthly S
[+] add Offer /—/

Start Date -[E¥ P
MOCODE - P3 Account - Fund Code - Amount (%) T
FTE

Salary

Campus Address

New Employee’s Campus Phone Number ~

—

Added By:
Last Updated By:

m

i‘ Add Another Comment Previous Comment Next Comment

Save for Later | Submit | o0 =eised e | Delete Offer Cancel | Return to Previous Page

Step Action

10. Enter required information in the Comments section as well as any notes you may
have.

Required:

Start Date

MOCODE info: MOCODE, PS Account, Fund Code, Amount %
FTE

Salary

Campus Address

New Employee's Campus Phone Number

Reports To and Position Number

Status (New Hire, Transfer, Promotion, or Rehire)

University of Missouri Proprietary & Confidential
Division of Information Technology Page 9




*Status:

Reason:

University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Favorites © Main Menu > Recruting > Find Job Openings

006 Pending Approval

-

Worklist | AddtoFavorites |  Sign out

Letter:

Offer Letter

-

Generate Letter  Email Applicant  Upload Letter

Date Printed: B

*Component

Base Salary

Job Offer Components

Offer Amount Currency  |Frequency
- 2000.000000 5 USD « Monthly

- o

FTE
Salary

Added By:

[+] Add Offer Component

Campus Address

MNew Employee’s Campus Phone Number
Reports To Name and Position Number

Status (Mew Hire, Transfer, Promotion, or Rehire)

Last Updated By:

LB

|i| Add Another Comment Previous Ci

omment Next Comment

savetor Later | suomt | |

ed @fen Delete Offer

Cancel Return to Previous Page

E Click Su®

m

Step

Action

11.

Click the Submit button.
Submit ||

University of Missouri

Page 10

Proprietary & Confidential
Division of Information Technology




. . U . o
University of Missouri System
7 /
COLUMBIA | KANSASCITY ROLLA | ST.LOUIS
| Workist | AddtoFavorites | Sign out
Favovrtes Ma\nvMenu > Recrgrtlng > Find Job Openings
Hep |EH =
Manage Applicant: McCoy,Henry
Disposition Details: Offer
Applicant Name: McCoy.Henry Date Entered: ~ 10/03/2011
ID: 59966 E
é Print Job Opening 7
Posting Title: COORDINATOR, PROGRANM SUPPORT Job Opening ID: 5032
(INTERNATIONAL STUDIES)
Job Opening Status: 010 Open Job Type: Standard
Job Title: COOR PRGM/PROJ SUPRT Job Code: 3048
Position Number: 00054526 COOR PRGM/PROJ SUPRT
Business Unit: STLOU  University of MO-St. Louis b
Save Return to Previous Page
Offer Details | Approvals
Job Opening: 6032 COORDINATOR, PROGRAM SUPPORT (INTERNATIONAL STUDIES)
Business Unit:
Position Number: COOR
PRGMPROJ
SUPRT
Job Code: COOR PRGM/PROJ SUPRT
Offer Date:
Commencement Date:
Hirinn : i
Step Action
12. The Hiring Manager listed previously will receive an email once the Recruiter has

approved the job offer. At that point you may call and make a verbal offer to the
candidate and send the candidate an offer letter and background check authorization
form.

Refer to How to Approve a Job Offer for specific instructions on how to add
additional approvers and how to approve a job offer.

University of Missouri Proprietary & Confidential
Division of Information Technology Page 11




Editing a Job Offer

/
COLL

\ University of Missouri System

Favarites © Main Menu > Recuiting > Find Job Openings
- H - -

MBIA | KANSASCITY | ROLLA | ST.LOUIS

Home | Workist | AddioFavorites |  Signout

Position Number:
Business Unit:

Help | E =
Manage Applicant: McCoy,Henry
Disposition Details: Offer
Applicant Name: McCoy Henry Date Entered:  10/03/2011
ID: 59966 =
&} Print Job Opening 1
Posting Title: COORDINATOR, PROGRAM SUPFORT Job Opening ID: 5032
(INTERNATIONAL STUDIES)
Job Opening Status: 010 Open Job Type: Standard
Job Title: COOR PRGMIPROJ SUPRT Job Code: ands

Scroll down
the page.

00054526 COOR PRGMIPROJ SUPRT
STLOU  University of MO-St. Louis

Save Return to Previous Page

Offer Details | Approvals

Offer Details

Job Opening: 6032 COORDINATOR, PROGRAM SUPPORT (INTERMATIONAL STUDIES)
Business Unit:
Position Number: COOR
PRGMPROJ
SUPRT
Job Code: COOR PRGM/PROJ SUPRT
Offer Date:
Commencement Date:
Hirinn -
Step Action

13.

To make changes to a job offer or to change a candidate to accepted after the job
offer has been approved and accepted by the candidate, return to the Disposition
Details page and scroll down to the bottom of the page.

Click the vertical scroll bar.

University of Missouri Proprietary & Confidential

Page 12
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_— . - .
=2 University of Missouri System
COLUMBIA | KANSASCITY ROLLA | ST.LOUIS
Worklist | AddtoFavorites |  Sign out
Favorites Main Menu > Recruting > Find Job Openings
Base Salary 2000 000000@ usD Monthly
Start Date Py
MOCODE - PS Account - Fund Code - Amaunt (%) N
FTE ‘z
Salary
Campus Address
MNew Employee’s Campus Phone Number -
Added By: 1110112011 11:00AM
Last Updated By:
Offer Details | Approvals Click Edit Offer_
it Ofter
+ Disposition History
Disposition Status Reason Status Date (Offer ID =
Offer 006 Pending Approval 1110172011 5311
Route 010 Routed 10/10/2011
¥ Edit Disposition Details
Save Return to Previous Page
Step Action
14. Click the Edit Offer button.
University of Missouri Proprietary & Confidential

Division of Information Technology Page 13




\ University of Missouri System

1§
e y" COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Home | Workist | AddtoFavorites | Sign out

Favorites © Main Menu > Recruting > Find Job Openings

L
Job Offer Components
*Component (*Offer Amount [Currency Frequency

Base Salary - 2000.0000005] usSD - Monthly - i}

[+] Add Offer Component

Start Date -[E¥
MOCODE - PS8 Account - Fund Code - Amount (%) T

FTE ﬂ
Salary

Campus Address
New Employee's Campus Phone Number

Added By: 11401/2011 11:00AM
Last Updated By: 11/01/2011 11:00AM

[#] Add Another Comment Previous Comment  MNext Comment

Savefar L:!t=.r| Submit fdd Revieed fier| Delete Offer Cancel Return to Previous Page

Offer Details ‘ Approvals

m

 Disposition History

Disposition Status Reason Status Date (Offer ID

Offer 006 Pending Approval 11/01/2011 5311

Route 010 Routed 10/10/2011

Step Action

15. The fields on the Disposition Details page will now be editable. Make any necessary
changes to the job offer and click Submit.

University of Missouri Proprietary & Confidential
Page 14 Division of Information Technology




section.

Click Expand

University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Worklist | AddtoFavorites |  Sign out

Favorites © Main Menu > Recruting > Find Job Openings

Base Salary 2000 000000@ usD Monthly

Start Date Py
MOCODE - P Account - Fund Code - Amount (%) 0
FTE

Salary

Campus Address

New Employes's Campus Phone Number -

Added By: 11/01/2011 11:00AM
Last Updated By: 110172011 11:00AM

Offer Details | Approvals

=
w\t Offer |

. History

Status Reason Status Date Offer ID

006 Pending Approval 11/01/2011 5311

010 Routed 10/10i2011

‘ ¥ Ed t Disposition Details

J

m

Save Return to Previous Page

Step Action

16. To edit a candidate's status, click the Edit Disposition Details Expand
section button.

University of Missouri Proprietary & Confidential
Division of Information Technology Page 15




a University of Missouri System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Worklist

Favorites © Main Menu > Recruting > Find Job Openings
Campus Acaress

New Employee's Campus Phene Number -
Added By: 11i01/2011 11:00AM
Last Updated By: 11/01/2011 11:00AM

Offer Details | Approvals

Edit Offer |

+ Disposition History

Disposition Status Reason Status Date (Offer 1D

Offer 006 Pending Approval 110172011 5311

Route 010 Routed 10/10i2011

w#: Edit Disposition Details

Job Opening 1D: 60322, COORDINATOR, PROGRAM SUPPORT
ILTERLATIONAI STUDIES)
*Status Code: 050 Route -
Status Reason:

Status Date:

10i10/2011 [

Contract Number:

Click Status Code.

Save Return to Previous Page

| AddtoFavorites | Sign out

Step Action

17. Click the Status Code list.
050 Route -

University of Missouri Proprietary & Confidential
Page 16 Division of Information Technology




University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Worklist | AddtoFavorites |  Sign out

Favorites Main Menu >
Campus Adaress
New Employee's Cam

acruiting
005 Draft
010 Review
015 Linke

Added By: -
Last Updated By:  [n3g

Offer Details | Approval 057 1o
nvite 18

Edit Offer | 060 Interview

089 Preliminary Offel

e
071 Offer Accepted
w Disposition History  EISESHNEAEEEIaL XL R
076 Preliminary Offer Accepted
077 Preliminary Offer Rejected
078 Hire Decided

080 Ready to Hire

Route 010 R|090 Hired 110/2011
100 Hold

110 Reject
 Edit Disposition DetailEELEY] Prescreening

115 Reject Online Screening

Disposition Status|

Offer 006 P 101/2011

Job Opening ID: 120 Withdrawn R, PROGRAM SUPPORT
140 Inactive AL STUDIES)
*status Code: 050 Route [~]
Status Reason: - I
Status Date: 1010/2011 [
Contract Number: | @,
Save Return to Previous Page

Step Action

18. Click the 071 Offer Accepted list item.
[071 Offer Accepted |

University of Missouri Proprietary & Confidential
Division of Information Technology Page 17




University of Missourt System

COLUMBIA | KANSASCITY | ROLLA | ST.LOUIS

Favorites © Main Menu > Recruting > Find Job Openings
Campus Acaress
New Employee's Campus Phene Number

Added By: 11/01/2011 11:00AM
Last Updated By: 11/01/2011 11:00AM

Worklist

Offer Details | Approvals

Edit Offer |

+ Disposition History

Disposition Status Reason Status Date (Offer 1D

Offer 006 Pending Approval 110172011 5311

Route 010 Routed 10/10i2011

w Edit Disposition Details

Job Opening 1D: 60322, COORDINATOR, PROGRAM SUPPORT
(INTERNATIONAL STUDIES)
*Status Code: 071 Offer Accepted -
Status Reason: -
Status Date: 10110/2011 &l
Contract Number: | @,
Save Return to Previous Page

&Click Save.
—

| AddtoFavorites | Sign out

Step Action

19. Click the Save button.
Save

University of Missouri
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