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Course Overview

This course provides a comprehensive review of the recruitment processes. Topics
include creating a job opening, screening applicants for minimum qualifications and
preferences, employment offer and acceptance, preparing for hire, and managing
hires.

This course consists of the following modules:

e Module 1: Course Introduction
e Module 2: Recruitment
e Module 3: Course Summary

The following audience(s), by INFORMS Security role(s) are required to complete this
course prior to being granted related system access:

e Department Personnel Representative

e HR Central Administrator Technician

e HR Central Position Administrator

¢ HR Central Compensation Administrator

Participants are required to complete the following End-User Training courses prior to
starting this course:

e ERP 101 - Overview of INFORMS
e ERP 102 — INFORMS Navigation and Online Help
e HCM 101 — Human Resources Fundamentals

Participants can attend the other related courses to Departmental HR:

e DPR 301 — Departmental HR - ePerformance Management (Employee Performance
Evaluation)

e DPR 302 — Departmental HR - Personnel Changes

e DPR 303 — Departmental HR Time Management

e DPR 304 — Departmental HR - Updating Team Information

This course is intended to be delivered through Instructor-led Training.

The total duration of this course, when delivered through Instructor-led Training, is
6 Hours and 30 Minutes
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Topics

Module 1: Course Introduction

This module covers the following topics:

e Course Administration and Logistics

e Learning Objectives

e Roles and Responsibilities

e Navigation

e Purpose and Benefits of the Business Process
e The End-to-End Business Process

¢ Introduction to Demonstrations and Exercises

inferms
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Module 1: Course Introduction
Course To get the most benefit from this course, participants should:

Administration o Actively participate in class, and ask questions as needed
and Logistics e Please turn off cell phones, and refrain from the use of email and the Internet
e Take breaks as scheduled and return to the classroom promptly
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Module 1: Course Introduction

Course Learning At the conclusion of this course, participants will be able to:

Objectives

Create a Job Opening

Screen Applicants for Minimum Qualifications and Preferences and Apply Points
Employment Offer

Prepare for Hire

Manage Hire

Transfer an Employee (Lateral)

Verify the Employee Transfer
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Module 1: Course Introduction

Training The following roles are associated with this course and will play a part in conducting the
Audience: related business processes for the County:
Roles and o Department Personnel Representative: The Department Personnel Representative

is responsible for reviewing and approving Employee Self-Service and Manager Self
Service transactions.

¢ HR Central Position Administrator: The HR Central Position Administrator is
responsible for creating, reviewing, editing and approving position edits and
reporting.

¢ HR Central Administrator Technician: The HR Central Administrator Technician is
responsible for Job Data changes. The HR Central Administrator Technician can
review and audit Manage Hire transactions.

¢ HR Central Compensation Administrator: The HR Central Compensation
Administrator is responsible for Job Code tables, Salary Plan Table, Non-Person
Profile, Recruitment Questions-sets and Review/Approve job openings and new
position requests within their approval path.

Responsibilities
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Module 1: Course Introduction

. Below are the steps to navigate to the Recruiting module, which will be used for
Navigation e .
navigation in the rest of this course:

1. Human Resource (HCM)
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Module 1: Course Introduction
The purpose and benefits of the INFORMS Recruitment business process include:
. Automation of County business processes.
Ben.eflts of the Job Opening - Defaults from Position details.
Business e Default Compensation, Add/Remove Components of Pay and Calculate Adjusted
Process Rate.

e Integrated payment and accounting for expense reimbursement.

e Consolidated Benefit Billing System — LOA, retirees, and benefit billing all in one
system.

e Data persistence — INFORMS data is never deleted, only past-effective dated.

e Decreased data redundancy - Perform all recruit to hire activities in a single
common system - eliminating manual data re-keying.

e Employee empowerment - employee self-service and manager self-service
interfaces are intuitive, easy to use and available on demand on multiple devices
and platforms.

e Enhanced data retrieval - rapid pro forma and ad hoc report development and
deployment capabilities.

e Robust technical platform — high on-demand availability with minimum downtime,
scalable and extensible, rapid deployment of system upgrades, continuous
improvement, iterative development, data security.

e Streamlined operations - Automated email notifications, approval routing,
consistent business process between Departments, electronic signatures, reduced
processing time with online transaction processing, rapid data retrieval via ad hoc
qguery capability, seamless integration between County systems.

Purpose and
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Module 1: Course Introduction

The End-to-End
Business
Process

10
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Introduction to
Demonstrations
and Exercises

Instructor Demo

Training Activities

Training Exercises

Module 1: Course Introduction

Users will take part in three types of hands-on learning throughout this course:
Instructor Demonstrations, Training Activities, and Training Exercises- The definitions
and descriptions of each are below.

Instructor demonstration activities involve a walk-through of tasks and processes in
INFORMS. Instructors will demonstrate how to perform these activities while users
follow along.

Users will perform tasks and processes in the INFORMS training environment by using
the Training Activity and Data Sheet provided, and by using this training guide as a
reference.

The instructor will ask questions related to the lecture content and training activities,
which are used to check users’ knowledge and understanding of course content.

11
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Module 1:
Course
Introduction
Summary

Module 1: Course Introduction

The following key concepts were covered in this module:

e Course Introduction

inferms
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Module 2:
Recruitment

Module 2: Recruitment

This module includes the following lessons:

Create a Job Opening

Candidate Selection

Employment Offer and Acceptance
Onboarding Activities

Reports and Queries

inferms
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Lesson 1: Create a Job Opening

Lesson 1: At the conclusion of this lesson, the user will be able to:

Overview e Create a Job Opening

14
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Lesson 1: Create a Job Opening
REGRUITING

Lesson 1: BUSINESS PROCESS
Introduction submit Job Approve/Reect  ApprouesReects el S e
Job Offers ateway Process

& =

s

—p

P
P

e AN - B
DEPARTMENT CENTRAL BUDGET HR CENTRAL COMPENSATION TALENT MANAGEMENT DEPARTMENT
PERSONNEL ADMINISTRATOR ADMINISTRATOR CENTRAL RECRUITER PERSONNEL
REPRESENTATIVE (DPR) REPRESENTATIVE (DPR)

The Central Budget The HR Central Compensation The Talent Management
The Department Personnel Administrator is Administrator is responsible for Job Department Recruiter is The Department Personnel
Representative is responsible responsible for reviewing Code tables, Salary Plan Table, Non- responsible for creating, Representative is responsible
for reviewing and approving and approving job Person Profile, Recruitment reviewing and editing all job for reviewing and approving
Employee Self-Service and openings and new Questions-sets and Review/Approve openings and job positing Employee Self-Service and
Manager Self Service position requests within job openings and new position content; responsible for Manager Self Service
transactions. their approval path. requests within their approval path. screening applicants; transactions.

approving job offers; and has
countywide view of all
recruitments.

In the Recruitment business process, job openings are created, approved, and posted
for advertisement. This lesson will review opening a job and selecting a posting
location and duration.

Job openings are created from positions. The position details are automatically
populated for job openings. A new position does not need to be created each time
there is a new job opening. Departments can work with Central HR for enhanced
applicant screening.

15
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Lesson 1: Create a Job Opening

Key Terms The following key terms are used in this module:

Term Definition

The location in which the job will be performed.

-‘ Recruitin . . L
/_ J . g When jobs are posted, the recruiting location is visible to
=/ Location .
applicants.
) The set of competencies and responsibilities that apply to
Job Profile . P . . P PRYY
workers in the same job, position, or salary grade.
Recruitment The HR Central Recruitment contact for the open job.
Contact

Recruitment Area | The location in which the interview will take place.

Recruiter The department’s representative and contact for the open job.

The date in which a job will be visible to applicants in relation to

Relative Open the approval date. The system calculates the posting date and
Date displays it in the Post Date field, which becomes unavailable for
entry.

16
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iferms
Lesson 1: Create a Job Opening
Lecture 1: This lesson will review how to create a job opening. Departments can attach the
Create a Job guestion sets specific to the job opening in the advertisement with compensation

Opening approval and work with Central HR for enhanced screening.

Note: To view all job openings navigate to Human Resources (HCM) > Recruiting >
Recruiting Activities

Navigate to Human Resources (HCM) > Recruiting > Recruiting Activities

Select the Create pane.

Select the Create Job Opening pane.

Input or search for the Job Code.

Input or search for the Recruiting Location number.
Select the Continue button.

e Recruiting Activites L

o Sewh

ok wnN e

" Primary Job Opening Information

Profie 1D View Profie

Add Job Profie

6. Input or search for the Position Number.

Adding the Recruiter and Hiring Manger details allows the user to have a complete

view of the hiring process. This also allows for detailed reporting, transparency, and
tracking.

7. Select the Add Recruiter button.

8. Input or search for the Name details.
9. Select the Add Hiring Manager button.
10. Input or search for the Name details.
11. Select the Add Job Posting button.

17
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Lecture 1:
Create a Job
Opening

Lesson 1: Create a Job Opening

Aot merviewer Team

12. Select the applicable Destination from the list.
13. Select the applicable Posting Type from the list.
14. Input the posting duration details.

a.
b.
C.
d.

Select the Relative Open Date from the list, if applicable.

Input the Post Date, if applicable.

Input the Remove Date, if applicable.
Input the Posting Duration, if applicable.

inferms

When utilizing a Relative Open Date, the Posting Duration need to be input OR the
Remove Date needs to be input.
When not utilizing the Relative Open Date field, the Post Date needs to be input.

When the Post Date is input, the Remove Date OR the Posting Duration needs to be

added.

The Posting Duration assists in calculating the Remove Date based on the Post Date.

Posting Information

44 Posting Descrigbon

Delete Posting Descripbn

Posting Duration (Deys)

18
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Lecture 1:
Create a Job
Opening

Lesson 1: Create a Job Opening

Note: If posting in more than one location, repeat steps 11-16.

15. Select the OK button.
16. Select the Save and Submit button.

Note: Select the Approvals tab to review pending approvals.

inferms
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Lesson 1: Training Activity 1

Demonstration  The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Scenario DPR will be creating a job opening for recruitment purposes.

Instructions This activity is will be performed individually; the user must complete it on the user
classroom workstation using the INFORMS training environment. The Instructor will tell
the user how to log into INFORMS.

The user will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if the user have questions.

20
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Lesson 1: Training Exercise

Debrief 1. Does every job opening require the creation of a new position?

2. Does a job opening require a position?

21
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Lesson 1: Create a Job Opening
Having completed the Create a Job Opening lesson, users should be able to:

Lesson e Create aJob Opening

Summary

=

v

22
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Lesson 2: Candidate Selection

Lesson 2: At the conclusion of this lesson, the user will be able to:

Overview e Screen Applicants for Minimum Qualifications and Preferences then Apply Results

23
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Lesson 2:
Introduction

Lesson 2: Candidate Selection

APPLICATION ASSESSMENT

BUSINESS PROCESS
Apply Veteran's Evaluate
Preference Candidates
HCM CENTRAL RECRUITER Department Personnel
Representative (DPR)/Department
Recruiter
+ Evaluate Veteran's Preference and = Review Applicants Linked 1o a Job
Apply Points Opening

= Rate Applicants
= View and Update Screening Criteria
= Apply Results to Update Dispositions

inferms

Once the job opening has closed the HCM Central Recruiter will review applicants and
apply Veteran’s Preference points to applicants that are claiming preference. The
applicants must submit Veteran’s Preference documentation before Central Recruiter
can award points. This preference will be visible to the department recruiter when

reviewing applicants.

The department recruiter will start the screening process to develop an eligible
candidate pool for interview consideration. Once the minimum qualifications screening

process has been completed, results will be applied in the system.

24
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Lesson 2: Candidate Selection

Key Terms The following key terms are used in this module:

Definition

Veteran’ Preference Points are awarded based on the

il Veteran’s
=Y . documentation provided by the candidate to HR Central
5 Preference Points .
Recruitment.

25
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Lecture 1:
Screen
Applicants for
Minimum
Qualifications
and Preferences
then Apply
Results

Lesson 2: Candidate Selection

Note: To view all job openings navigate to Human Resources (HCM) > Recruiting >

Recruiting Activities

Navigate to Human Resources (HCM) > Recruiting > My Job Openings

1. Select the View Job Opening button.

My Job Opeaings

natoes B

O Job Titellob 1B Recraiig Location

ADMINISTRATIVE SECRETARY
7 Dacgias Road

o
SECRETARY
ey e
Poiice Osiesr - Teates Puation Story OAG

O oquata e Sontmest

o

e
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2. Select the Applicant Screening tab.

o Caode 00331 Seceetary)
Powiiin Membar SISOTSH [SECRETART)

opscants || soptcstsescr | [ sgptcat scvening ] oty stscrments || petas

| Padticte | P kb Op
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‘st 09 0pen
Bsiness it P Paks, Rscreaton & Open Spes)
Department PR31128% (DPERATIONS)

inferms

26



End-User Training Guide — DPR 321: Departmental HR Recruitment

Lecture 1:
Screen
Applicants for
Minimum
Qualifications
and Preferences
then Apply
Results

Lesson 2: Candidate Selection

3. Select the Run list.

4. Select the Minimum Qualifications list item.

5. Select the Go button.

Manage Job Opening

o0 Opening ) 464753

=1

et | Fscnsiog Hoe | B Seach Job Operiegs | previes | Bt

Ope L SECRETARY
b Code 10X 2 Secretay
Scree
Last fun Bate
e | fRscnsang Home | §sawen s Opergs - | Ao

Fre | Pa0ahote | P kb Opseing

Foume | Wacanon | GPren oo Opesing Tip o Page

Perscnaice

Status 410 Gpes
Business Unit PR Parks, Aecreatin & Open Spes)
Department PRI (OPERATIONS)

subeinid by Rewms Aggied

Manage Job Opening

300 Gpening 1 ¥64TiY
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Note: A new window will open. Select the Refresh button until Run Status = Success

and Distribution Status = Posted.
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Lesson 2: Candidate Selection

Lesson 2: Candidate Selection

8. Select the Screening Results link.
Lecture 1: electthe =) ing Tesus M

Screen

Manage Job Opening
A p p I ica nts fo r e | &»,-:::::;:: s Gperings | 0o | it | A Coene i | 9 Cine | G e | @t st Opeing — Pescnatce

M | n | mum :?ﬁ %iﬁﬁ‘& . et o pootS B oM
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and Preferences S

then Apply T

Results - S o o

9. Select the Score percentage link.
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et | BRscniiogHose | Seach ot Operiegs | FPrevis | ot | A Constetow | T cume | 4t | @Prt o Opening [
3o Opening 0 884734 Sttun 510 Opes
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18. Select the View Questionnaire Results link.

Saarch Job Openings:

Screen Applicants
Screening Details.

Applcast D 6N26

Firam s Previes Page

Jub:Job Opening Summary Q 161y View M1

s Opening 10 ST PAAK SERVICE AIDE
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Lecture 1:
Screen
Applicants for
Minimum
Qualifications
and Preferences
then Apply
Results

Lesson 2: Candidate Selection
19. Select the Return to Previous Page link.
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Lesson 2: Candidate Selection
Note: Once results are applied to the candidate, they are permanent and cannot be

Lecture 1: undone.

Screen 21. Select the Apply Results button.

Applicants for s

Minimum - = —

Qualifications ey i

and Preferences e —

then Apply :'rE e e

Results — B
s .
RO e N R
- e

22. Select the OK button.
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Lesson 2: Training Activity 1

Demonstration  The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Scenario Applicants have applied to a job posting and the DPR needs to screen applicants, apply
preferences as applicable, and apply results.

Instructions This activity is will be performed individually; the user must complete it on the user
classroom workstation using the INFORMS training environment. The Instructor will tell
the user how to log into INFORMS.

The user will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if the user have questions.

31
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Lesson 2: Training Exercise

Debrief 1. Are additional preferences always applicable to a job opening?

2. Who awards Veteran’s Preference Points?

32
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Lesson 2: Lesson Summary
Lesson Now that the user have completed the lesson, the user should be able to:

Summary e Screen applicants for minimum qualifications and preferences then apply results

=

v
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Lesson 3: Employment Offer and Acceptance

Lesson 3: At the conclusion of this lesson, the user will be able to:

Overview e Create a job offer

34
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Lesson 3: Employment Offer and Acceptance

Lesson 3: Employment Offer and Acceptance
Introduction BUSINESS PROCESS

Evaluate Route Applicants
Candidates

-+ 162

[
Department Personnel Central Recruiting
Representative (DPR)
The Talent Management Central

Recruiter is responsible for creating,
reviewing and editing all job openings
and job positing content; responsible for

screening applicants; approving job
offers; and has countywide view of all

recruitments.

The Department Personnel
Representative is responsible for
reviewing and approving Employee Self-
Service and Manager Self Service
transactions.

This is where an employment record instance is created in INFORMS. The employment
record is the central piece to the employee and serves as the foundation to other
modules within the system including pay, leave, benefits, and retirement.

Applicant and job information is automatically transferred to the manage hire
template to reduce manual entry.

35
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Lesson 3: Employment Offer and Acceptance

Key Terms The following key terms are used in this module:

Term Definition

L‘_-\/ The amount of money a salaried employee regularly earns

Base Salary before any additions or deductions are applied to their
earnings

The status of the candidate during the pre-employment
process. The candidate status identifies the various steps
of department specific pre-employment activities.

Candidate
Status

36
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Lecture 1:
Employment
Offer

Lesson 3: Employment Offer and Acceptance

This lesson will review creating a

Note: To view all job openings navigate to Human Resources (HCM) > Recruiting >

Recruiting Activities

job offer.

Navigate to Human Resources (HCM) > Recruiting > My Job Openings

1. Select the View Job Opening

button.

Recruting Locatin rng Mansger Daps Open
Doughas Riad o2
M Beach "
Soctwnst Ao Rosete -

inferms

2. Select the Applicant’s name.

Manage Job Opening
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Lesson 3: Employment Offer and Acceptance

inferms
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Lesson 3: Employment Offer and Acceptance
11. Input applicable details in the Comments field.

Lecture 1: . .
12. Select the Submit for Approval link.
Employment =) I
Offer s BT e el — i
Wy - P I P
e[ ) T p ooy
tans. 006 Pensing Appioval. Prefees Contact
we Cp—
Job Offer Components (% Ofter Leter &
“Compencnt: ~Ofter Amosnt Dot cumency  Froqpency we | ™ L |
fomesay v [ e cen (o [wew | 0 Cewwuew || wiumc | ek
T
Offer Attochments &
Imsﬁ.rhw@ Mo atachmerts have bees added In fhes ofler.
oo @ L Rl =TT E————————
i

4eRiehan | i Recnatio ot

Topot age

13. Select the OK button.

‘Vou have mucoessidy samted Atoeso Sugados oo o, (00)

Note: All job offers must be approved by Central Recruitment.
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Lecture 2:
Update
Candidate
Status

Lesson 3: Employment Offer and Acceptance

Upon acceptance of the job offer, the candidate’s status must be changed. Accurate
candidate statuses allow for detailed reporting and tracking of the candidate.
Note: To view all job openings navigate to Human Resources (HCM) > Recruiting >

Recruiting Activities

Navigate to Human Resources (HCM) > Recruiting > My Job Openings

1. Select the View Job Opening button.

My Job Opsaings
aesoen
Job TtelJoh 10
ADMINSTRATIVE SECRETARY
i
SECRETARY
54783

Prcs Ocar - Teatss Poasson Story OAG
g

. "
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2. Select the Other Actions link for the applicable applicant.

T
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Deparimant PRISO0S0SS (PARKS, REC & DPEN SPALES)

n
e o o §

e o o f
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Lesson 3: Employment Offer and Acceptance
3. Select Recruiting Actions.

Lecture 2:
Update
Candidate P Seanch Job Openings. | R Coeate Hew | THCione | % Rebesh | 4 Add Note | Print Job Dpering Persosatos

Status fopm I R e

T

'ﬂl tiewed Sereen L et Ofer Hw Held Reject
i3 L) " Ll L] [U] m o L]
[awE v 0 v
Az sat 1 L Ddgoutica Apphcatnn Mark Reviwed Route eV Répct Print Med Teat Neerses®
=
oang Empioyee. Acceped o 9 El L ] e -] . O Actons.
==
o0 [ Apphes -] - " L] -] 8 [revre—— "Omes Acsoms.
ey [ Hoed B v ® [ ] ] 8 O Actoms
B S
eamen Job Operings | W Coeate hew | cione | Rsbesh | &2k st | (51Prnt oo Opering Top el Page

I MIMMMMMMMWM_M»_NMW@MML‘ >
4. Select the Accept Offer link.

| B | RiCret e | Fcknn | Rebesh | Gaddticn | EPent ch Opering —
Sus 0100mn
o Besness Und PO Puce]
) Degartmes POOSOAE100 POUCE LEGAL - COUNSEL)
TIVE SECRETARY)
e s B o voa Rt
[ ) [ ) [0] ) " [)
o [rsarsiv] vewss
e Diaposin Megteaten Ressne. Mark Rviowed Reate Itereew Reiect Prst MedTestr e
exsema Dan o L " B L L] v Omer esens
emiree o a v % ] a A AL T
- [ —
epree Dt L L ® iy | Ao > e eters
emooee Dt o L] % “ it ° 8 e sesers
=
Emorse Dt o L] ® R O 2 a e Rt
[T
s cern P
| ot | Ao e | Gcune | GResesn | Praanom | G s Opanng Top ctPage J
>

5. Select the Accept button.
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Lecture 2:
Update
Candidate
Status

Lesson 3: Employment Offer and Acceptance
6. Select the OK button.

inferms
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Lesson 3: Training Activity 1

Demonstration  The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Scenario The DPR creates a job offer for a candidate.

Instructions This activity is will be performed individually; the user must complete it on the user
classroom workstation using the INFORMS training environment. The Instructor will tell
the user how to log into INFORMS.

The user will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if the user have questions.
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Lesson 3: Training Exercise

Debrief 1. Must job offers be approved by Central Recruitment?

2. What frequency is the is used for the Base Salary?
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Lesson 3: Employment Offer and Acceptance

Lesson Summary Now that the user have completed the lesson, the user should be able to:

- e Create an Employment Offer
Y e Update Candidate Status
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Lesson 4:
Introduction

Lesson 4: Onboarding Activities
MANAGE HIRE

BUSINESS PROCESS
Complete Manage Employee Record is Created  Review and Audit the
Hire Process Job Data is Updated Manage Hire
Transaction
= £ T
v
: I s 3
~
o AN
DEPARTMENT PERSONNEL HR CENTRAL ADMINISTRATOR
REPRESENTATIVE (DPR) TECHNICIAN

The Department Personnel Representative
is responsible for reviewing and approving
Employee Self-Service and Manager Self
Service transactions.

The HR Central Administrator Technician
is responsible for Job Data changes. The
HR Central Administrator Technician will
review and audit Manage Hire
transactions.

inferms

This process is used to generate an Employee ID and manage the employee throughout
its lifetime. Any documentation provided during the application process, such as

degrees and certifications, is transferred over to the employee profile.

Central Human Resources will review and audit all manage hire activity on a daily basis.
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Lesson 4: Onboarding Activities
Key Terms The following key terms are used in this module:

Term ‘ Definition

yor, I L L
‘—_'\/ The central location of an individual’s attributes. The profile

tracks employees’ skills, competencies, and accomplishments. It
Employee Profile | can be utilized in career planning, for identifying training needs,
for performance management and in the recruitment process
for checking minimum job requirements.

Time Reporter Determines the information of an employee must provide for

Type work hours on the timesheet, Punched or Elapsed.

Time Reporting Determines fields used for time entry. There is an Elapsed Time

Template Reporting Template and a Punch Time Reporting Template.
Grouping of employees that share common Time and Labo

Workgroup uping ployees rec [ r

attributes and rules.

A taskgroup identifies the valid, default time reporting
templates, task template, and task profile(s) for employee’s
with the same task reporting requirements. Each employee
must be associated with one taskgroup.

Taskgroup
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Lesson 4: Onboarding Activities
This lesson will review preparing for hire.
Note: To view all job openings navigate to Human Resources (HCM) > Recruiting >
Recruiting Activities
Hire Navigate to Human Resources (HCM) > Recruiting > My Job Openings

1. Select the View Job Opening button.
- aferms

Lecture 1:
Preparing for

Search My Job Openings |
- Perion o Opesing Aging
Ny Job Openings 3ty o o 520 Creats by Me”
. -
Actions. Rl Q
T dob Tiedon 1D Recrutng Location Hireg Mansger Daps Open Mo Acsion Taken Applicants
ADMIMSTRATIVE SECRETARY
= Deugha Fsad 02 ] '
amnt
= Joka OpeosdChosed
SECRETARY
P M Beach 10 v [
e Oicer - Teatea Poaiton Stsey OAG
o Soctwsst Ao Rovete Cl [ [

i il jobs

2. Select the Applicant’s name.

=D inferns

Manage Job Opening
g e | Seuch o Cpanings | e e | % -
500 Openeg 0 35471 Suan $1Cpen
Job Posting Title ADMMISTRATIVE SECRETARY Business Unt PD (Pokce)
o Code 0003 (A meimatn Secrry Deparment PO01648103 PEUCE LEGAL COMEEL)

e )
Postion Namber 03047045 (ADUIHSTRATIVE SECRETARY)

Apphcants || sgpicastSearch || agpieast Sormeing || Acwvty 8 Amachmenes || Detsty

- togkod evewes S e —— ot e ™ [
. . r ‘ - "
Applcsats
LI
Select Agphcant Mame = Apphcant D Type Desgositen. Asplatn Revame Mk Reviewed Route Inierview Repect. Print Med.
MemSehen o0 Bt ot D E " ] e ]
s Encire Accated £l “ e ]
o Encewe Ot £l “ ° ]
aonsr? Empoee bt D ] £ “ ] ° ]
Ptess oS Encewe Ot £l “ e ]
St et 8 v Ackns
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Lecture 1:
Preparing for
Hire

Lesson 4: Onboarding Activities

4. Select the Eligibility & Identity link.

sare Rrum | Rocaing Home | /5 Search Appcast | 1Preus | (st | fn Creat Sopleand | 25 e | A4 o st | T3S Applcaicn | >

Preferved Contact Mot Spectied
Phone

Agplcant Type Encieee Erai
Statvs 01 hetve. sy Tt Avence AT 801 Mami, LIS

rosbctacity || Woes || ppbcantDots || nreted Pt
Puncauiomaion | Reweoces | [EEPERIEY | G sty
Apgacast Apphesst Status

“hpgacant Type | Enployee I a

Pretered Contact | Nt Speced ¥

A Emal sy

Phone Numbars

Ho Phose rsbershave been added b i apphcant

A4 Phens Number

Address

Courty | Unted Stakes

5. Click the Add National Ider_itification button.

Manage Applicant
S qeRenn | Recning home | Asewen sgpscnts | Mot | Bereste gptenet | Gassct | Basem Ut | Tiaos ppheass | & Coanga stis | >
Name Doty b Prfed Contac e Seced
Apglcant i t03234 Phone UL
Rashcan Type EAe sockcat d
Satn D10 At Adhess 3525l o bk FLIOTES

Mgt Achty || Mes | ApplcantDus | Incesied Paies
Porsoas riomabon | Rerssces | Eigbity § Mooty | MOC Medkal Hatory

Persceal Informatea

Oatet ity o4zV1S8 E T

Gonder | Femsie

Eus

Nationa entifcation

“Couesy “Matcoat 0 Type  Descrgtion Nainal 0
usa al s Q) usognass e ' [
A Netoea eratcston
Citizsaship
o Cisonsig has toen addd b i ashcant
A Ciinenabip
Visa pamn
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Lesson 4: Onboarding Activities
11. Input or search for the Country.
] 12. Input or search for the National ID Type.
Preparing for 13. Input the National ID for the applicant.
Hire 14. Select the Primary ID checkbox.
15. Select the OK button.

Lecture 1:

Manage Applicant

St | 1 dRshm | 1 | sl | 1 B Nole | Bdcdts Lt | G3dd Aopkcation | & Caungn Staks | 52

Name Doty Uatfews Preferred Contact Wit Speciied
Phone AT

Emad o i ean sttt 1
Stten 010 hetve. Address 3525 Hils e Mami, FL 33029

MNational Identification

Appleart ity | Netes | ApplicantDuts || Ireresied Paries
P T I ee—

Perscaal Informasca

Ot ottt [pazyios =

e Femse il

National lentifcation
“Coustey “MaboostDType  Description

usa ) s Q) LmsDgmaisss
R Mt eeatieson

Citzenship
o Ctzensi has boen added fx I azplcant

Ao Cizenship.

Wisa Permit

Note: Confirm only one National Identification entry has been selected as the Primary
ID. The applicant may have entered an SSN5 that is automatically flagged and must be

removed as the Primary ID.
16. Select the Edit button on the preexisting National ID Type.

S| | ok | ot Home | ASaach iptcat | (et | aCrse Aot | (RA ot | Eicébo ot | E3AdsKopcabon |t Chrse Sk |

Name oy Matfes Preferred Contact Nl Spectied

AppicantD 60284 Pmone 111111
Agplicant Type Exemat gphcast Emad joa ocksemanGmiaridace sou
1 e Addreas 2525 Hils Ave Mami FL IS

Appicart Acoy || Noes || ApplicantDats || inevesed Partes

Prrsesslbiematon | Relreoces | Eigblly  keesty | DG kel oy

Perscaal Informatca

e ottt [0az1888 = ares o Ui
ocder Female
Eysa
Nationa et
*Coustry "Mational (0 Type  Description Naticasl i
usa Q 58 O LmsDgmess -~ a o
usa q PR G Socll Seculty Nembar 555555585 o
A Nnceeas baresfic gt

i CAcHnu has een adts o tis applcant
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Lesson 4: Onboarding Activities
17. Select the Primary ID checkbox.

Lecture 1: 18. Select the OK button.

Preparing for
Hire

National Identification

Mt BTipe S A Lsogmersss

Natsnsi0 (7088

[rr— =

=

19. Select the Save button.
20. Select the Return link.

A
Manage Applicant
o] et o e i S i e - -
Name gl ez Preered Contact ol Soecited
Applicantin 80135 Fhone
Agpieant Type Encierss e
Statn 014 Achve Adiess 1t Avens 25T 201 W L3132

o Cconsip has been ed b i appcant.

T

Visa permn

21. Select the Other Actions link.

inferms

BrSemcn doo Opengs | W Coeate New | TOune | % Rebean | @Acd Nete | Pustdod Operig Pt
s St £10 0500

e paas:seavce aoe Besiness Unk PR ks fecsabon & Open Socs)
007282 Par serwn i) Cegaest PROJONOOR (PARKS, REG § 0PN SPACES)
SS0T4E (PARK SERVICE AIDE)

=T

| Reseesa sem (s e ome e v Rt
[ ® L] Ll L] m m ® ®
o [aeE v N e

pplicant D Type Dagouticn. Appacama Mark Rrviewsd Route Interview Reecs Print Mied Teat Prebesence
iy Emiwe R o ] ] ] ] 8 =
wna Eses ke o ] # 2 ° s vomeshctos
w0 Ewes e o s “ ] [] 8 R

. e et

P Semch ob Openings | R Conate N | ine | SRebesh | P Note | Prn b Opering Tepetpagn

50



End-User Training Guide — DPR 321: Departmental HR Recruitment

Lecture 1:
Preparing for

Hire

Lesson 4: Onboarding Activities
22. Select Recruiting Actions.

infermis|

Manage Job Opening

Seach Job Openings | % Conaie Hew | TFChne | %Rebesh | SAdd Nete | (5 Prist dob Cpening Prrssestan
W Stwts 1000

e PAcK SEACE A0 Business Unk PR Pars, Recreabin & Open Spes]

o 087202 (Pusk S ) Ceparmsnd PROO00S PARKS, REC & OPEN SPACES)

SHOMT4E PARK SERVICE AIDE)

Appicant Scivenng .mlm—. Dﬂ.

= = o
(L] L) " o L] [U] m o L]
« [y | vewrs
R | neens | om | o | e | mm eene | e
oang Empizyee. Acceped o 9 El ] e -] O s
>
o [ Appled -] v " L] -] [ T——— ¥ Ot Actions.
0033 Exteenal Fired -] 1] El [ ] L] ] ¥ Omer Aesons.
L ot
eamen Job Operings | W Coeate hew | cione | Rsbesh | &2k st | (51Prnt oo Opering Top el Page

e vt miamidde o pec THRSE TS/ EVPLOVER HRVS HFS HRFVLHRS )0 360 GEL Fages=F5 )0 3i0&cbons... N

23. Select Prepare for Hire.

Manage Job Opening

oSeach Joo Openings | % Conate Hew | TFChne | %Rebesh | SPAdd Nete | (5 Prist dob Cpening Prrssestan
w St 019 0pen

b PA5K SERCE ACE Business Uni PR Pars, Recreabin & Open Spes]

b 007262 Pk S ) Cearomsst PROJO0D PARKS, REC & OPEN SPACES)

SHORTHE (PARK SERVICE AI0€)

Appicant Scvenn | | Ackily S Alachnents || Dtale

poses Redemsg scrven o e omer Hoa Repct
(@ (] w ® ] (0] o o [}
sy Vewss
It Tige Disgosicn Apyicason Mack Reviewed Roste s Reket Pt MedTent r—l
00319 Empioyes. Actegied =} ] ® ] L] 8 Y Omer remons.
PR g )
o [ Aepted o ] " ® st | st vomes ickoss.
somes Ewed e o ] ] = it vomes s
[
o G Ackann st opkaton sk
TS,
BSemch o geninga | R onsetew | Tcme | SRetesh | Pditote | @i o Operig Topetpage

24. Select the applicable Type of Hire from the list.
25. Select the Verify Employee ID link.

Tolmtte 2 e, rehre Yasater,

AgplcantiD 60019
Apgicast Name  Afonso Sagads.
Curent Dipontion 071 Ofer Accepted
Oipontion Date 12082021
Appicart Type  Itemal . Exployte
Appicaton Dute 11002021
Job Opening 0 984728 Q  PARK SERVICE AOE
Job Opering Type  Standard Requntion.
Basiness Unit  Part, Recssation & Open Spc3
Deparimest  PARKS, REC & OPEN SPACES
oo Mmber  SHONTE PARK SERVICE AOE
JobCade 007202 Park Serven e

e ottie | Hee v

‘suntate 20MXN £

Contract Mumber
Employee 0 009T9ST7

Englopee O Veried Mo S—

2 Sent Ot Leter 10 1R

Note: Confirm the applicant does not exist in the system.

inferms
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Lesson 4: Onboarding Activities
Lecture 1: 26. Select the Return button.
Preparing for
Hire

Search/Match Results.

Search Results
TR St et it i o i
e parson, cr cael B eraton.

¥ Search Results Summary

27. Select the Submit Request to HR button.

Tolmute ahee,

28. Select the OK button.
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Lesson 4: Onboarding Activities
Lecture 2: This lesson will review managing new or rehired employee.

Manage Hire Navigate to NavBar > Navigator > Human Resources (HCM) > Workforce

Administration > Personal Information > Manage Hire

1. Select the Refresh button.

inferms

2. Select the applicant Name.

inferms

inferms

Pacruing Seitens l dd Person I

4. Review and update the applicant details, if applicable.
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Lecture 2:
Manage Hire

Lesson 4: Onboarding Activities

4. Select the OK button.

Effecive B [ 12082011 F

ewran

Matary Sumse | Nt mdcaied

Maary Discharge Date

Smoker History
@ a

"umoher

Cancel | gty

ograchica Deta | Gosactiwhmation | Regonal

Engie o Work U5,

view s
e Enitied i Medicare = *
Gzt (Prost )
£t Dchrge st
Viee 88
El +||[=

Retresh

Note: After selecting the OK button an Employee ID is assigned.

5. Select the Add Job button.

O nstance

Empioyment Record

e Comments Nobhcasn sent

View  EOR Parson

Fkomaton

A0d Job

Voo | ESRPoraon

‘Soksin. You w40 Nave B 080 10 okt 420 s ol D

R 1 Masage Hees

==

6. Review the Work Location details, and select the applicable Reas

on for hire.

I

MmwsTsT

s D Cousty

Eaminga Diskiesion

G Beocts EnpliD 0506
e et Recerd
Work Liseation Detais Q 1o
e Dute (002021 9 GoToRow + -
ackon e <
Wisees A e
Poyron s Ackve
e 0

Worklocaton || jebikemaion | dblabw | Bard | S Pan | Gompemsaion

Dt Crested 03292022

[ ——
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Lecture 2:
Manage Hire

Lesson 4: Onboarding Activities
4. Select the Job Information tab.

Womlocun || gowomis | amlace || pame | geeywn | Gompmsn

ot Bevoly
Eieyes

Work Location Details

mectve e Q372021

R SUa R
PayrolStans detve
Posiion Wumber G216

Posion Entry Dute 1292021

Potfion Management Racon

Regulskey Regiosr USA Uried Staes
Comgany MDC o Dade Cousty
Busnessuna ML [rsr—
Department HAE1080 DIRECTOR'S OFFICE ADWN
Depastment En
u 10w 1STST
Evtasiabmert 0 MOG s D sty [
Last Sar Dt 032972021
o0 Enpoymest Oua Exog Intesn Benesty Progran Pancputen Crostacie scpated D

EmpllD 0035006
Empisteceea 0

R FANE SPECUALIST

Weklcesbon || kblkematon || kolibar | Papel || SeyPus || Gompsmsten

Gasth Brosks Empl 10 DUISOB6
Erpicres EmpiRecord 0
Job Infomation Detads Qa ol
Efectve Date 13282021 o Tolow
cton Hee
R S Acke Resscn Find kb
Pryrell Sasten. che _
Cament
JobCoe 000444 P Fance Soeciaiet

R FOUANGE § EUDGET ACVAN 0314578 Ingrd Markons
FollPart FobTeme
Froected Chns | SSHprnkeced Ony %]

Gam Bvosks
Ericres

Joi Isoimaton Detads

Efecsve ate 0329000

[CE=,
Payrol Sesten e

sob Cote 000448
EntryDur 03290001

Supervisat Level
ReporiaTo. 9001615

RegularTemprrary Reuiar
Empi Cins | Ptaton

e —

Standard Hours 0

Standard Hours

Weklocaion || Joblnloomaton || Jsohaber || Papel | SyPas | Gompemmaien

Regulr Snn et Appheanis

EmpliD 00350498
Empl Record 0

e Fnance Spacisist
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Lesson 4: Onboarding Activities

Lecture 2: 7. Input or search for the Employee Type.

Manage Hire

Absence Management System
Py Geowp NG u
Satting Engiiy Growp a
w0 Enplormest Dt Eamings Divuson Benetts rogas Pariciin Coudtate

=D inferms
G

Mew e | heb | 5
orkoeaton || Joblekomatn || b Labor Dml;uwm

Garts Broka

EmplD 00306
Eagiores Empl ecoed 8
Payroll Information (7 Qa
Eflecsve Date 3282020 GaToRow
Action Hee
W St At Heason FstJob

Paymol Sutes. Achve

Sattng

Engiity Grow L8

Camnt -

e Syve
Parol for North Asmérica

Pay Groun MDD [T

[ [—— Holkday Scheckle. MDEAL G woc it
Mo Dade Tax Locaton
ExCures
Genen Engiopees

Q| monBagaing L - kb Bass

9. Input or search the Step detai

Note: If the salary plan is an open grade, the Step field will not be applicable.

10. Select the Compensation tab.

Is, if applicable.

Wodlocsion || Jjoolrkomaton || Jcblabor || Bapod | | Selay Pen

Gam Brooks Empi

Enpiores Empl Recor

Salary Plan Detals (3

Effecire Due 13292021

R St Ackve

Payeol Satus deve

0w Empioymant Dt Eamings Disviuson

(e Eriry Dnte 3280021

St Eriry Date 43290801

Eenetts Program Parcotin Crectabie Adusted D
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Lecture 2:
Manage Hire

Lesson 4: Onboarding Activities
11. Select the Default Pay Components button.

12. Review and update the Pay Components section, if applicable.

13. Select the Calculate Compensation button.

escenen || powwman | wotaer || papot || gy e || compenuason
[Alfcass Suigade EngliD 0ONSTT
Empieryee. Empl Hecord 1
Compeasation Detads Q 1ol
GaTaRon
Acton e
Joblndicatcr Secendary Joo
Coment
[r—— ad U0 &) ey 50 gty
¥ Comparatve Inamation
? Pay Rates.
Dethu Py Comprnants ContctChange Prase Osn
Pay Compossnts 3
na
Amousts || Contts || Changes || Comerion
‘ate Code Seq Comp Rate Curency Forquensy Points Pescent RemCe
weay A [ edm w Al Q & -
e |
[rm—— L Dasaten Benets rogram Parcoston et At Do

14. Select the Employment Data link.

Compensation Rate [ T B pweay

} Comparatve todmation

» Pay fates

DetautPay Components 4 Enange Procae Ofon

Pay Compoasnts 3

®Qq 12002

Ancunts || Cools || crages | Comerson |1

“Rate Code. Seq Comp Rate Comency Frequency Pomts Pescent et

1 womay [ 1wy o Qs a +||[=
2 prwpar Q 0 000005 USO (] +| =
P [———

Eenetty rcgram Paricpaten Cresable Adsied Daes

3 Camcel | Aoty

ok Kceaton | Jobmbmatis | JobLaber | Parcl | Sadwy Pan | Compensation

15. Click the Time Reporter Data link.

e DIV 1 A vsgnanent 5t [
o - - 5
IS 1 Ovemide. 1 [] []
e DA Ouside i L] 1]
Ovemide. K
Professional E perience Dae =) Last Verficatan Oate -]
- -
EHya
S— F— [E—

Credtatie Agisied Daies
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inferms

Lesson 4: Onboarding Activities
16. Input or search for the Payable Time Start Date.
17. Input or search for the Effective Date.
Note: The effective date must equal the date of hire.
18. Select the applicable Time Reporter Type.
19. Input or search for the Elapsed Time Template.
20. Input or search for the Punch Time Template, if applicable.
21. Input or search for the Workgroup.
22. Input or search for the Taskgroup.
23. Select the OK button.

inferms
Time and Labor Data
 Emslopmess amanon
Ganh Brooky.
Emplayee.

Lecture 2:
Manage Hire

L Ve ek | | 1|
Garth Bvvoks Emgl ]

Time Reporter Date
Omanizatonsl lastance

Orpaiaational lostance ed 0
Lant Saat Do
Termnaticn Do

O Mastince Service D Q309021

Omanizatonal Assignment Oota

Instance Record
Lst g Stut Dk 032502021
Assignement End Date
Hometost Cliasiication Hose

Eastem Trse 5]

(=

24. Select the Benefits Program Participation link.
-2 inferms
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Lesson 4: Onboarding Activities
25. Input the Retirement Kind.

Lecture 2:

Manage Hire — S
g T —

Eftectve Oate - 0326001

At e
RS A [T
Pt St ek
o D
bl T H Beneits Enployee st
S
w0 A Exgeaty Deasy
Benefits Administratees ENgtéity ()

——

‘Benefit Program Participation Details 7/ Qo9 ) vews
et 030 5 umacycae w50 + -
*Bemefit Program IB q.

B CHL {11118 FGH (1120)

[ | | ==

26. Select the OK button.

e ) ¢

e e 025001
Acwon Hee
WS A [T
Fapol Siatus  Actve
o D
“enels Syvim | Bonclt Admiiskaon (] Benclts Employee s
S
w0 ACAEIghiN Detas

Benefits Adminisiraion Ebpiity 1)

Resrenast Kind [ Frecutee Bents enest rogran [RG3
Benefit Program Participation Detils @ Q1 W 4 [1diE b > ) e

“Enectw Do |3 35 Comeacy Cote USD 4=

“Benelt Progiam | RG3 Q1 mesinnn e i

= - =2l

20. Select the OK button.

Wi . Carmpessaion Froguenny has Bews eptte (1010264
Comparnation Fisquey ha tees ptted
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Lecture 3:
Transfer an
Employee to a
New Position
(Lateral)

Lesson 4: Onboarding Activities

Transfer Employee to a different Position Number (Lateral) — will allow a transfer of
the employee within the same Department and Job Code to a different Position
Number.

Note: This action is best used when transferring an employee from one branch location
to another or to different time shifts.

Navigate to Human Resources (HCM) > DPR Self-Service > Employee Position Lateral
XFER

1. Input any applicable Search criteria and select the Search button.

2. Select the applicable Employee Name.
] inferms|
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Lesson 4: Onboarding Activities

Lecture 3: 3. Input or search for the Position Number the employee is transferring to.
Transfer an 4. Select the Save button.
] inferms|

Employee Position Lateral XFER

Employee to a
New Position
(Lateral)
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Lecture 4:
Verify the
Employee
Transfer

Lesson 4: Onboarding Activities
Navigate to Human Resources (HCM) > HR Administration
1. Input the applicable search criteria and select the Search button.
2. Select the applicable Empl ID.

Job Data
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Note: An employee can have multiple history entries. They can be viewed by selecting
the page on the Work Location Details drop down.
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Lesson 4: Training Activity 1

Demonstration  The Instructor will now demonstrate how to execute the business process through the
INFORMS training environment.

Scenario A DPR completes onboarding activities for a newly hired employee.

Instructions This activity is will be performed individually; the user must complete it on the user
classroom workstation using the INFORMS training environment. The Instructor will tell
the user how to log into INFORMS.

The user will determine how to perform the activity by following the data sheet, and by
using the training materials as reference tools.

There are Instructors in the room to assist if the user have questions.
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Lesson 4: Training Exercise

Debrief 1. What section contains the Work Location details?

2. What section contains Time Reporter details?
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Lesson 4: Onboarding Activities
Lesson Now that the user have completed the lesson, the user should be able to:

Summary e Manage a hire

=

v
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Module 3: Course Summary

Objectives Congratulations! The user have completed the Recruitment course. The user now
Achieved should be able to:
- e Create aJob Opening
{ e Screen Applicants for Minimum Qualifications and Preferences and Apply Points

e Employment Offer and Acceptance
e Prepare for Hire

e Manage Hire

e Transfer an Employee

Next Steps Now that the course has been completed, please make sure to complete the following
tasks:

e Course assessment (tests the user knowledge of the content)
e Course evaluation (collects course feedback)
e Log off the user workstation
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Reference Materials

Reference If there are any questions about any of the topics presented in this course, use the

Materials following resources:

!“E www.miamidade.gov/informs

User Productivity Kits (Available on the INFORMS Training Webpage):

e Create a Job Opening

e Screen Applicants for Minimum Qualifications and Preferences then Apply Results
e Create a Job Offer

e Update Candidate Status

e Prepare for Hire

e Manage a Hire
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Key Terms

7y

Glossary

The following key terms are used in this course:

inferms

Term ‘ Definition
. The location in which the job will be performed.
Recruiting . . D
. When jobs are posted, the recruiting location is visible to
Location .
applicants.
Job Profile The set of competencies and responsibilities that apply to

workers in the same job, position, or salary grade.

Recruitment

The HR Central Recruitment contact for the open job.

Contact
Recruitment Area | The location in which the interview will take place.
Recruiter The department’s representative and contact for the open job.

Relative Open
Date

The date in which a job will be visible to applicants in relation to
the approval date. The system calculates the posting date and
displays it in the Post Date field, which becomes unavailable for
entry.

Veteran’s
Preference Points

Veteran’ Preference Points are awarded based on the
documentation provided by the candidate to HR Central
Recruitment.

Base Salary

The amount of money a salaried employee regularly earns
before any additions or deductions are applied to their earnings

Candidate Status

The status of the candidate during the pre-employment
process. The candidate status identifies the various steps of
department specific pre-employment activities.

Employee Profile

The central location of an individual’s attributes. The profile
tracks employees’ skills, competencies, and accomplishments. It
can be utilized in career planning, for identifying training needs,
for performance management and in the recruitment process
for checking minimum job requirements.

Time Reporter
Type

Determines the information of an employee must provide for
work hours on the timesheet, Punched or Elapsed.

Time Reporting

Determines fields used for time entry. There is an Elapsed Time

Template Reporting Template and a Punch Time Reporting Template.
Workgroup Gro.uping of employees that share common Time and Labor
attributes and rules.
A taskgroup identifies the valid, default time reporting
Taskgroup templates, task template, and task profile(s) for employee’s

with the same task reporting requirements. Each employee
must be associated with one taskgroup.
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