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Ground Rules

Be on time

Turn off your cell
I phones when in class

Participate actively in
class; refrain from
email and internet use

Attendance

Take breaks as needed

Feel free to ask
guestions




Course Overview

Course Description This course provides a comprehensive review of the Recruitment
processes.

This course consists of the following modules:

e Module 1: Course Introduction
e Module 2: Recruitment
o Create a Job Opening
o Screen Applicants for Minimum Qualifications and Preferences
and Apply Points
Employment Offer and Acceptance
Preparing for Hire
Manage Hire
Transfer an Employee to a New Position (Lateral)
Verify the Employee Transfer
e Module 3: Course Summary
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Course Overview, Continued

Department Personnel Representative
HR Central Administrator Technician

HR Central Position Administrator

HR Central Compensation Administrator

Training Audiences

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

Prerequisites

Other related Courses 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

Estimated Duration e 6 Hours and 30 Minutes




Module 1: Course Introduction

Course Administration and Logistics
Learning Objectives

Roles and Responsibilities
Navigation

Key Changes to the Business Process
The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises

MIAM




Course Administration and Logistics

_ . .
To receive credit for Please turn off your cell
completing this course, ﬁ _ phones and refrain from
Users must record your a checking email and the

attendance at the Internet while in class
beginning and end of clas

-_—
Y

Take Breaks at scheduled
times

Actively participate in (o T
class

Ask questions; this is
your time to learn

Be back from Breaks on
time




Learning Objectives

* Create a Job Opening
* Screen Applicants for Minimum Qualifications and
h Preferences and Apply Points
* Employment Offer and Acceptance
* Preparing for Hire
* Manage Hire
* Transfer an Employee to a New Position
* Verify the Employee Transfer (Lateral)




Roles and Responsibilities

The roles and responsibilities associated with:

Role Responsibilities

Department Personnel The Department Personnel Representative is responsible for reviewing and

Representative approving Employee Self-Service and Manager Self Service transactions.

HR Central Position The HR Central Position Administrator is responsible for creating, reviewing,

Administrator editing and approving position edits and reporting.

HR Central Administrator The HR Central Administrator Technician is responsible for Job Data

Technician changes. The HR Central Administrator Technician can review and audit
Manage Hire transactions.

HR Central Compensation The HR Central Compensation Administrator is responsible for Job Code

Administrator tables, Salary Plan Table, Non-Person Profile, Recruitment Questions-sets

and Review/Approve job openings within their approval path.




Navigation
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Purpose and Benefits to Business Process

Reduce paper processes (Electronic workflows)

Employee Empowerment (Employee Self Service and Manager Self
Service)

Reduction of processing time

Recruit to Hire to Paycheck in one system

Enhanced Reporting

Job Opening - Defaults from Position

Default Compensation, Add/Remove Components of Pay and
Calculate Adjusted Rate

Integrated payment and accounting for expense reimbursement
Consolidated Benefit Billing System — LOA, retirees, and benefit billing

all in one system
Y o |




End-to-End Business Process

Submit Job A|‘J|provelReject
Opening ob Opening
o AN
DEPARTMENT CENTRAL BUDGET
PERSONNEL ADMINISTRATOR
REPRESENTATIVE (DPR)

The Central Budget
Administrator is
responsible for reviewing
and approving job
openings and new
position requests within
their approval path.

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

REGRUITING

BUSINESS PROGESS
Approves/Rejects Approve/Rejects  Job Opening Approved &  Administers
IJgoh OplemJng .r:b Opénilig & Posted to Candidate Recruiting
Job Offers Gateway Process
& Z
v
- ‘
o L
HR CENTRAL COMPENSATION TALENT MANAGEMENT DEPARTMENT
ADMINISTRATOR CENTRAL RECRUITER PERSONNEL
REPRESENTATIVE (DPR)

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.

The Talent Management
Department 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.
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Introduction to Activities and Exercises

* You will take part in two types of hands-on learning throughout this course.

g

Training Training
Activities Exercises
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Module 1: Course Introduction Summary

Course Administration and Logistics
Learning Objectives
Roles and Responsibilities

J Navigation

O] Key Changes to the Business Process
— The End-to-End Business Process

Introduction to Demonstrations, Activities, and Exercises




Module 2: Recruitment

Module Topics

Module Introduction
Lesson 1: Create a Job Opening

Lesson 2: Candidate Selection
e Lecture 1: Screen Applicants for Minimum Qualifications and Preferences and Apply Points

Lesson 3: Employment Offer and Acceptance

Lesson 4: Onboarding Activities

* Lecture 1: Preparing for Hire

* Lecture 2: Manage Hire

* Lecture 3: Transfer and Employee to a New Position (Lateral)
* Lecture 4: Verify the Employee Transfer
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Lesson 1: Create a Job Opening

At the conclusion of this lesson, you will be able to:

5 * Create a Job Opening




Lesson 1: Key Terms

The location in which the interview will be performed.
When jobs are posted, the recruiting location is visible to applicants.
The set of competencies and responsibilities that apply to workers in the

Recruiting Location

Job Profile . -
same job, position, or salary grade.
Recruitment Contact The HR Central Recruitment contact for the open job.
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 the
Relative Open Date approval date. The system calculates the posting date and displays it in the
Post Date field, which becomes unavailable for entry.
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Lesson 1: Create a Job Opening Continued

* Job Opening - Defaults from Position / Non-Person profiles

* Departments can attach the question sets specific to the job opening in the

advertisement (with compensation approval).

* Departments can work with Central HR for enhanced screening.

e Additional applicant statuses for enhanced applicant tracking




Lesson 1: Create a Job Opening Continued

As a DPR, create a job opening.
1. Select the Human Resources (HCM) tile.

mployee Sell-Service Manager Seif-Service Human Resowrces (HCM) earming (i
L. | ., o @
3 o i) Ef-\
i & - COMNG 00N o
Anatytics (OB}

Security Request Foem About

ol [[1 = inferms
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Lesson 1: Create a Job Opening Continued
2. Select the Recruiting tile.
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Lesson 1: Create a Job Opening Continued

3. Select the Recruiting Activities tile.
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Lesson 1: Create a Job Opening Continued

4. Select the Create pane.
5. Select the Create Job Opening pane.

ecruiting Activities

Applbed Between
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Lesson 1: Create a Job Opening Continued

6. Input or search for the
Job Code.

7. Input or search for the
Recruiting Location
number.

8. Select the Continue
button.

Ricraiing Recruiting Activities ) E
Personalc ne
- “ Primary Job Opening Information
& Creme
Creas Spphcan
Create Joby Opening
o Applcant Lk HUMan Rouies
[, Ciepartmend q
=) st Caende
aQ
T Saved Searches
e D001 Q| t
) Recnumeni Condiguraion o
Clerk 1
|I_I Profie O
Job Profile
e Wiew Profile
A ViewPro
Add Jod Profile
MIAM
22




Lesson 1: Create a Job Opening Continued

9. Input or search for the
Recruiter details.

10. Input or search for the
Hiring Manager details.
11. Input or search for the
Interviewer details.

13. Select the Add Job
Posting button.




Lesson 1: Create a Job Opening Continued

14. Select JOBS Website
www.miamidade.gov from
the Destination list.

15. Select the applicable
Posting Type.

16. Select the applicable
Relative Open Date.

17. Input the applicable
Remove Date or input the
applicable Posting Duration
details.

18. Select the OK button.

Posting Infermation

mememememememe



http://www.miamidade.gov/

Lesson 1: Create a Job Opening Continued

19. Select the Save and
Submit button.

HEing Managers
Hame Manager ID Prismaey
[Cuorina Chester OOITE
‘Add Hirng Manager Agd Hiring Manager Tean
||||||||||
ume Interviewes 1D
aden Pl D011
Ake] Irilgrvimr Add b el Team
Poatiaga. Primary Peating Titk
SECRETARY
| Add Jobs Posting
soe
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Lesson 1: Demonstrations and Activities
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Lesson 1: Lesson Summary

Having completed the Create Job Opening lesson, users should be able to:

e Create a Job Opening
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Lesson 2: Candidate Selection

At the conclusion of this lesson, you will be able to:

* Screen Applicants for Minimum Qualifications and Preferences then

Apply Results

28
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Lesson 2: Candidate Selection Continued

APPLICATION ASSESSMENT
BUSINESS PROCESS

Apply Veteran's Evaluate
Preference Candidates

- &2

HCM CENTRAL RECRUITER Department Personnel
Representative (DPR)/Department
Recruiter
« Evaluate Veteran's Preference and = Review Applicants Linked to a Job

Apply Points Opening

Rate Applicants

View and Update Screening Criteria
Apply Results to Update Dispositions

29
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Lesson 2: Key Terms

Definition

Veteran’s Preference Points are awarded based on the documentation

Veteran’s Preference Points
provided by the candidate to HR Central Recruitment.
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Lesson 2: Candidate Selection Continued

* 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 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.




Lesson 2: Candidate Selection Continued
As a DPR, create a job offer.

1. Select the Human Resources (HCM) tile.

mployee Sell-Service Manager Seif-Service Human Resowrces (HCM) earming (i
L. | ., o @
3 o i) Ef-\
i & - COMNG 00N o
Anatytics (OB}

Security Request Foem About

ol [[1 = inferms
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Lesson 2: Candidate Selection Continued
2. Select the Recruiting tile.
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Lesson 2: Candidate Selection Continued
3. Select the My Job Openings tile.
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Lesson 2: Candidate Selection Continued
4. Select the View Job Opening button.

Job O 3 reguls doend
oo -

Job Titlelob Recruiting Location iringg Manager Duryrs Opsni chicn Taken pelicanty
. ADBUNHISTRATIVE SECRET ARY

[ Druciak Rz

T
Clased

SECRETARY
! g Mhares Beach

Podice Dflcer el Praitaon DAG

e Soatwest Aldo Rosebe: “
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Lesson 2: Candidate Selection Continued
5. Select the Applicant Screening tab.

Manage Jeb Opening
W} Rl Home | G Search Job Opprrg | o] Meat | S Conale New Foume | 2 Rebeh | L0ASI Nele | GPral bt Dperieg Peridt ship
Ao Dpening 1) 964771 Sisius 110 Opes
Job Poating Title ADMIRSTRATIVE SECRETARY Business Unit B0 Police)
Job Code 00005 (admaniyatee Secretary| Departennt PO 60100 (POLICE LEGAL - COUNSEL)

Pogition Nymbed DR00TERS (ADMIRISTRATIVE SECRETARY)

Apphicantsy Appicant Szarch Actrily & ASschments Detaiy

A aplen P eer— [arreey Rosule s e . Hed [
(1] i b ‘) 3 . " = 2 r
Applicants (1
m Q
Sl Apphaail Maime - Appcant 1D Tyee Ceigoitizn Agplaticn Redmme Mk Revigwed Rt Inleview Rt Priat Med
e, Soleven B Extemal Crat 1] @ :i. B ] &
el Megras [ ] Ermglcryee Artepied B =] r a8 2 a8
Kienvasth Diracket BT Ermpicryee (] x) =] W -] ] =]
Kenreh Druckes EOR3TT Empicyee: Deatt o | ] :J. 2 2 -
P Garvara B Empicryee Dralt = =] L [ ] =]
Select A Deseled Al  Groep Actiona
i Recruling Home | WSearch &b Openings | sfMexd | & Coeate New | fFCine | “Refeah | BASd Mole | §iFrint dob Dpening Top ol Page | o
£ ¥
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Lesson 2: Candidate Selection Continued

6. Select Minimum
Qualifications from the Run
list.

7. Select the Go button.

Manage Job Opening

| #Recnitng Home | iSaarch Sob Dpenings | ¥

Job Openiag 1D FHTEY Status 010 Opess
Job Peating Tiile SECRETARY sinead Unit PH Parks Recreaton L Open Spoe
Job Code 00D [Secretary) Depariment PRIDIZINE (DPERATIONS)

Position Number 53000754 (SECRETARY)

Appcanty Rpple: el Saprch Applicant Screesing Rotety & Aflachmachy Deetay

e [T =]
Job Opening [ Jobs
W76 CRETRRY
ods DO - Gecretary

ning Leve
Screen Level Hame Clate Sabmitied suEs Apgled

m Ol

# 3
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Lesson 2: Candidate Selection Continued

8. Select the Process Monitor link.

Manage Job Opening
Retum | Recruing Home | iSaarch Job Openings | H]Previows | et | & Conate New | B Clone | 57800 ot | 0 Prind Job Opaning Peronaloe
Job Openiag 1D FHTEY Status 010 Opess

Job Peating Title SECRETARY
Sob Code DODUI [Secretary)
Position Number 53000758 (SECRETART)

Busineas Unit P8 Parks Recreabon L Open Spe4)
Depariment PRIDIZINE (DPERATIONS)

Appcanty Rpple: el Saprch Applicant Screesing Rotety & Aflachmachy Deetay

Sooeening Levely
T TSR ———— | S G | [
Job Opening [ Jobs

Jobi Openisg D 9763 SECRETARY

Job Code  DOMI 23 - Secredary

Soieening Levels T
Screen Level Rame Last Run Date Submitied By Resuls &ppled
belirurmism Ol rbore
Preferpicy Somening
dsfstum | Recneg Home | §Sewch ki Dperings | ¥ Previen | oWt | R Coeale New | FFClime | 0232 ot | (5 Prind Job Openang Teg ol Page
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Lesson 2: Candidate Selection Continued

2 hitgs informstest mismidade.gov zap EIHT1T5T L EMPLOVER HAMS e PROCESMONTORPR O = @ € I 4 Scarch Job Cipenings % |2 Process Monitee

Note: A new window will

Procesa List Ferver Lnd

open. Select the Refresh
button until Run Status = e R e— e =
Success and Distribution B0 8 e [ g o

Status = Posted.

Selact  Inafance S Process Type Process Hame Wser Foun Dabe Time Run $Sstus ?:;m Detals
9 . S e | e Ct t h e Sea rc h j o b i Apgicaton Engine HR3_J0_SCR TOMOETT 1208 1206 PM EST Success Posies
° B Apghcabon Engine TL_AUTO_ENAL TO4D5TT 120530 1041290 EST Sucoess Fosied
0 pe n I ngs Ta b ta b fro m t h e BEHH Apotason Enging TL_ALTO_ENRL TOHEETT 12O 1041 20AM EST Sutany Foyied
38358) Appbcason Engine TL_ALITC_ENRL TOHOETT 120830 10-40:554M EST Sucresy Posted
b rOWS e r. BN Apchzaton Enging MO _HRDIS TOUETT 12097071 10404950 EST e e
— ApoReascn Enging TL_AUTO_ENRL DMOSTT  120WT0H 1040 MAMEST Sueen Porte
] Apphcabon Engine DL TT e M Sucress Posisd
329 Applcation Enging DL40STT L A48 Suoess Pasied
Lo ] Apolcaon Enging DT L'y A Suctas Postad
L Apgication Engine EET Ly 2 Spcoess Posled
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Lesson 2: Candidate Selection Continued

10. Select the Refresh
button.

11. Select Preference
Screening from the Run list.
12. Select the Go button.

-5) inferms
¢ Sen L ) :

Manage Job Opening
et | @Recruiing Home | §Seanch bob Openings | HPrevows | ellibext | & Conate b Ficione | S Add ot | SiPrind Job Opens
Job Openiag 1D BT Status 010 Opess
Job Peating Title PARE SERVICE ADE Busineas Unit P8 Parks Recreabon L Open Spe4)
oty Code DOTHZ [Park Service Akde) Depariment PRIGIOME (PARKS, REC & DPEM SPACES)

Position Number 53000784 (PARK SERVICE MDE)

Appcanty Rpple: el Saprch Applicant Screesing Rotety & Aflachmachy Deetay

Screen Level Hame Last Run Date Submitied Oy Resuks Apglied
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Lesson 2: Candidate Selection Continued

13. Select the Process Monitor link.

Manage Job Opening
Retum | @Recruing Home | iSaarch Job Openings | H]Previews | et | & Conate New | B Clone | 57800 ot | 0 Prind Job Opaning Peronaloe
Job Openiag 1D BT Status 010 Opess

Job Peating Tille PARK SEFVICE ADE
JSob Code DUTHZ [Fark Service Aide)
Position Number 53000784 (PARK SERWCE MIDE)

Busineas Unit P8 Parks Recreabon L Open Spe4)
Depariment PRIGIOME (PARKS, REC & DPEM SPACES)

Appcanty Rpple: el Saprch Applicant Screesing Rotety & Aflachmachy Deetay

Sooeening Levely Scresning Riesally
Run | Sglpct | Ga [escii Llaades |

P

Job Opening [ Jobs

Job Opening 1D §9TH PARK, SERVICE RIDE
ok Code  DOTHI2 F11 - Park Ssrauce Mlde
Soieening Levels T
Screen Level Rame Last Run Date Submitied By Resuls &ppled
Wrwmum CvalSadons 120521 12 45P0 Dena Kely (]
Preferpicy Somening
dsfstum | Recneg Home | §Sewch ki Dperings | ¥ Previes | oWt | R Covale New | FFClime | 0232 Note | (55 Prind Job Openang Teg ol Page

41

MIAM




Lesson 2: Candidate Selection Continued

Note: A new window will
open. Select the Refresh
button until Run Status =
Success and Distribution
Status = Posted.

14. Select the Search Job
Openings Tab tab from the
browser.

2 hitgs informstest mismidade.gov zap EIHT1T5T L EMPLOVER HAMS e PROCESMONTORPR O = @ € I 4 Scarch Job Cipenings % |2 Process Monitee

Procesa List Ferver Lnd

5 Rpgu
sance Repert Manage
TOCE
Select  Iatace g Proceas Type Fian Date/Time Run Ststws SRR gy
»N appscasen Engne 20T 128 21PM ES Success Faste ety
355 Apghcabon Engine 120530 1041258 E Sucres: Posied ]
WH ippiasen Enging 120N 1041 208M ES Swerm Pows
393 ippacasen Engne TR 1040 554M ES Suctens Fosts
353057 Apchzaton Enging 1209720 10404550 E: Seresy Poutes
1) Akt anen Engant 120NN 1040145 E Suttt B
25 Appbcabon Engine 12087AH MEME Sucress Posisd
S Applcation Enging 12083 1040 1480 EXT Suctesy Pusied
108 ipgscaben Engre 20NN 103 S04M EX Suctans Poxta
T Apgication Engine 120830 1 R E Spcoess Posled
8308 Apatanen Engant 12080 1038 M E Suttti P
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Lesson 2: Candidate Selection Continue
15. Select the Apply Results button.

Sarving Page ¥
st | PRecruing Home | §Saarch Job Openings | ¥lPreviews | élllied | W Conatis Now | TFCame | 57000 bote | 50 Prind Job Opaning Personalce
Job Openiag 1D BT Status 010 Opess
Job Peating Title PARE SERVICE ADE Busingas Unit PR (Parks, Recreabon L Open Spca)
oty Code DOTHZ [Park Service Akde) Depariment PRIGIOME (PARKS, REC & DPEM SPACES)
Poaition Number 93000784 (PARK SERWICE MIDE)
Spplcart || Appleal Tepch App W Actoty & Detads
Soreenng Levelt Scveening Flesully
Run | Selpel v Go Pe gt Moader %
Screening Levels
m 14001
Select  Job Cnde Job e Mame Primary Job  Screening Level Lestfiun Duie  APPRCES  Applcasts  Appcants  Ummppled o By
L 0Tz Park Seritce Alde -] 1 -MaTHas Cushic sl 120821 1245P0 1 1 L] 1 Desn Kedy
Apphcasis
H 4 a1 Yhew &1
Select Soore Pointy Applcant Mame Applcant 10 Dapoaition Soreening Resull Fesuks Statuy Owls Applicant Type Rirte Wiew Rating
% 0o Jenader Loper L 030 Esgibie Fassed tia 12HB2021 Exteral Aoghcant £ s
Seect A Drepeiect 41 Route Merge
deReum | @Recrlieg Home | PSewch ki Dpeings | *Pevicen | obext | W Covate New | FFClone | 7 Add ot | 5 Prind Job Opasing Teg of Page
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Lesson 2: Candidate Selection Continued
15. Select the OK button.
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Lesson 2: Activities and Exercises

e Seaooies W Lomrmmy LM
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Lesson 2: Lesson Summary

Having completed the Create Job Opening lesson, users should be able to:

e (Create a Job Offer
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Lesson 3: Employment Offer and Acceptance

At the conclusion of this lesson, you will be able to:

* Create an Employment Offer
* Update Candidate Status




Lesson 3: Employment Offer and Acceptance
Continued

Employment Offer and Acceptance
BUSINESS PROCESS

Evaluate Route Applicants
Candidates

=)

I
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.

48
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Lesson 3: Key Terms

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

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

Base Salary

49




Lesson 3: Employment Offer and Acceptance
Continued

* This is where an employment record instance is created in INFORMS.
The employment record is central 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.

* Applicant statuses are updated for enhanced applicant tracking.




Lesson 3: Employment Offer and Acceptance
Continued

As a DPR, create an employment offer.

1. Select the Hmam nR r HCM) tile.

mployee Selt-Service Manager Self-Service Human Resowrces (HCM) | Learning (EL
e o s
W oA Q) -
[} o O an
COMING COMNG 100N
Aaatytics (OB Capital Security Request Foem About

I@,: 'Jéu = inferms

51




Lesson 3: Employment Offer and Acceptance

Continued
2. Select the Recruiting tile.
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Lesson 3: Employment Offer and Acceptance

Continued
3. Select the My Job Openings tile.
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Lesson 3: Employment Offer and Acceptance

Continued
4. Select the View Job Opening button.

y Job O 3 rely, dowred
At (=
1 Job Titlelob Recruiting Location iringg Manager Duryrs Opsni chicn Taken pelicanty
MMMMMMMMMMMMM ARY
[ Druciak Rz
T
SECRETARY
!'H
Podice Dflcer - iedl Prailion Story DAG
- Sogtwes! #ido Roseliz 2
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Lesson 3: Employment Offer and Acceptance
Continued

5. Select the applicant’s name.

) f
==
Search Applicants
Gtk Search Kiyword S8 L Feh il

b Ssarch Crileri

RS

s ch R

® q =

Dute Appled  Jubs Applied
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Lesson 3: Employment Offer and Acceptance
Continued

6. Select the Prepare Job Offer menu.

ramaa inferms
i A
Manage Applicant
Saee dofirtum | Fncruing H A Saarch Apchicants | JJMexi | e Creste Applcasi | Whadd Note | Basdiobnt | T3 A0d Aopicaton | LeChunge Siskn Prronaze
Name Afionso Saigade Preferred Contact
Applicant 10 (02513 Phane
Applican Tyge Empioyes Errud
Staten 01 Ackve Address 15! Avenue APT 001 Mami, FL 33132
Applicant Activity Wotes || Applcasiflafa || inderesied Paries
ord Slbss | Inderview SchedulbEvalusicn | Expesas
Apphcasi Activity
Sedert Job Openng 1D Diaposition AP N REsume Mark Reviewed Hiate [ Raggert Print
T 108 Fesmct =] =] f 51 %] =] - .
So4EY8 1028 pplked ] v + i L] | v 3
ety bt 128 Aol O = o -'. 2 2] A
Dpening Selscie 125 2ppled 0 v o 2 ] ] e
sorare) Skt 120 Al B ¥ o B o v
Cruate [tariates vk
ot Dipenang Salecned 05 Drat =] - o i Comate Sy Puckngs Model T Ciber Actioms
o Jab Diperang Selscied (26 Appled v ¥ of il S e Adions
S dppeadn Dby
erung Gelacied 020 Appled u) = - 2 - ¥ iher Ackions
SH4E3S 0020 Applied = ) o« 2 2 =] Bacrisng hcions
Epoleant, Aot
PARK SERVICE MODE 4T 1% pplbed | v o 2 @ g v
L ¥

MIAM
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Lesson 3: Employment Offer and Acceptance

Continued

7. Input or search for the
Hiring Manager.

8. Input the Start Date.

9. Select Base Salary from
the Component list.

10. Input the Offer Amount.

11. Scroll down.

llllllll

ki Opeming  §MTIH PRRE JERVICE
Position Munber | 550007 PARK SERVICE NCE
Job Code  0OT22 Park Serion Aide
I tring Manager | 00003 D poank Dk
Recrufisr
Slatun (26 Pendng Apps
Beason
Cieaied By  Dona Kally
Job (ffer Components (F
“Compenent -Dfier Amomn e
|I Base Salwy v I I ' Cah
JAdd Cfer Component
¥ fidied Saliry Rangs

Curmency Frequency

Applicant I BXA1

Add Apphcant Attachment Add Organizational Afschment

inferms
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Lesson 3: Employment Offer and Acceptance

Continued
12. Input appliable details in the Comments field.

13 . SC r0| | U p . ’_.-"'"'B inferms

TR PARE SERVIC FR
T | S50T BARK SEERCE 12080
oarMz ok Service Aide 1208701
T Sh0ls ank Duarte: 12BN
r
Emplcryee
D36 Pending App
Wustity' Appliean
Digrua Ky
Component Crfler Amoan| :Jo-clr,l PN UL il
alary 85000 Cah Anneal Gonei it Letier Wpioad Letier Ernasl & piscant
er Companent
i Salary Range
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Lesson 3: Employment Offer and Acceptance

Continued
14. Select the Submit for Approval link.

= inferms
Prapare Job Offer o

Poating Title PARK SERNACE AIOE Job Dpening I 554725
Job Opening Saaten 01D Open Buningss Uil Pats, Recseason & Jpen Spcs
Job Tith Pak Serace Alde Poaition Number 53000748 [PARK SERVICE AIDE
Applhcant Mume Ao Saigado Applicant 1D B3019
Offer Details Q 1l Vigw A1
ki Opeming  §MTIH PR SERVICE AIDE B R
Poition Munber | SS00074 O pups SEFRAGE MDE Offer Dale 1208701 2
Job Code  DOT202 Park Serioe Aide Start Dale  1208F0H -T
tring Manager | 20000150 D ok arie e -
Recruiter q
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Lesson 3: Employment Offer and Acceptance

Continued
15. Select the OK button.
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Lesson 3: Activities and Exercises

e Seaooies W Lomrmmy LM
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4

Lesson 3: Lesson Summary

Having completed the Create Job Opening lesson, users should be able to:

e Offer Job Employment
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Lesson 4: Onboarding Activities

At the conclusion of this lesson, you will be able to:

* Manage Hire

* Transfer an Employee to a New Position (Lateral)
* Verify the Employee Transfer

5 * Prepare for Hire




Lesson 4: Onboarding Activities Continued

* The DPR role completes the Manage Hire process.
e Data elements default from Position Data.

* Components of pay will be included as part of the Manage Hire
process replacing the Personnel Change Document.

* Waivers and interim hires will need documentation completed
beforehand and attached to the job opening.

* This process is used to generate an Employee ID and manage the
employee throughout his/her career.

* 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.




Lesson 4: Key Terms

Employee Profile

Time Reporter Type
Time Reporting Template

Workgroup

Taskgroup

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.

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

Determines fields used for time entry. There is an Elapsed Time Reporting
Template and a Punch Time Reporting Template.

Grouping of employees that share common Time and Labor attributes and
rules.

A taskgroup identifies the valid, default time reporting templates, task
template, and task profile(s) for employees with the same task reporting
requirements. Each employee must be associated with one taskgroup.
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Lecture 1: Prepare for Hire

As a DPR, prepare an employee for hire.

1. Select the

e na : s

Aaalytics (OB Capital Security Request Foem About
@, 1=, . .
o (1 A iyerms
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Lecture 1: Prepare for Hire Continued

2. Select the Recruiting tile.

HR Admatiaration Time sad Absence Company Direzion

\ 4 apd
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Lecture 1: Prepare for Hire Continued
3. Select the My Job Openings tile.
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Lecture 1: Prepare for Hire Continued

4. Select the View Job Opening button.

by Job Openings T rewily dourad
oo -
Job Titlelob Recruiting Location iringg Manager Duryrs Opsni Action Taken pelicanty
. ADBUNHISTRATIVE SECRET ARY
BT Druciak Rz
Clased
RETARY
] ::f_ £ Mhares Beach
Podice Dflcer el Praitaon DAG
e Sogtwes! #ido Roseliz L
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Lecture 1: Prepare for Hire Continued

5. Select the applicant’s name.

=]
[
Search Applicants
acrulie
Gk Search rvord ddvane arch Proilie Llsich
b Saarch Criter
Rty
safch Roe
® a
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Lecture 1: Prepare for Hire Continued

5. Select the applicant’s name.

=]
[
Search Applicants
acrulie
Gk Search rvord ddvane arch Proilie Llsich
b Saarch Criter
Rty
safch Roe
® a
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Lecture 1: Prepare for Hire Continued

6. Select the Applicant Data tab.

Manage Applicant
Save dofshum | Recriing Home | Search Apglicanty | #Predious | ofJNed | SeCroate Bopicant | GPAdd Note | EAcdio int | [fAsd Applcation | > Personace
Name Angel Negroa Preterved Confact Mol Specifed
Applicant I G0335E Phane
Appliant Typer Employes Emad
Statwn 000 Aoive Address 5 Avenue APT 001 Miami, FL 13132
Apphcant Artoty Hiofes infesesied Paries
Corserd Sudss | intervaem Scheduie/Evalurtcn Expeorrurs Hevdory
Apphcasl Activily
Sefect Job Opening Job Opening 1D Disposition Appicaton Resume Mtk Reviewsd Hoste lerEriew Regect Print
MY FLATRE BATTH 071 Offer ccepted B = :c = @ =1 w(iher Actions
SECRETARY
Select A Desslect A * Grongp Actions
Swie | daReban | ) Recriing Homs | M Seash oplenst | *Prevos | slled | Be Conate Applhcant | P Addbiols | Faddioling | FiAdd Applcaten | »» Top of Page
£ ¥
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Lecture 1: Prepare for Hire Continued
7. Select the Eligibility & Identity link.

Manage Applicant
Save doReim | fhReceiling Home | & Search Apgiicanty | *HPrricus | JfJNed | s Create Applcant | W0 Add Rote | A TiAdd Appication Personalce
Wame Lrgel Hegron Preterred Comkact Mol Specifed
Applicant 1D (03358 Phaone
Applicant Type Employes Emad
Statwn 013 Aciee Addeeas 5 Avenss APT 001 Mami, FL 13112
Apohcart Achely Moles Applicant Data Inferesied Parfies
Perwcal inkoemaion | Refornces | | AR Mndical History
Applic i Applicant Staius
"Applicant Type | Emplopes w| Emgioyes 1D Q0002087 "iantus Code | ACtve ™ Stxtun Heason i |
Prederred Contact | Hel Sptiibed ki Suatun Date  QLOENIR = Registered Dnbne N
Harme
Emal Addresses
Mame Format | Esglah d
o Ernall Ackiosasd hurve Db b bt this applic il

My Prgfin W

*First Hume gl Add Email Address

Maddie Hame L Phone Humbers

“Last Hame  Hegron o R —

Marme Saffix ™

RS Phone Rumber
Address
Country  Unifed Sialed |
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Lecture 1: Prepare for Hire Continued

8. Select the Add National Identification button.

Manage Applicant

fave dofetun | 4 Recraling Home | /% Search Applicasty | JFRexi | SeCresie Applicani | GMASd Note | FAddiolini | TiAcd Applicalion | LrClange Stakn Penonaice

Kame Colly Wadhews

Prederved Contact Mol Specited
Apglicant 10 B934 Phone 11171910111
Agplscan Type Exornal Appiant Ermgd by hermng momad sde gov
Statun 013 Arve

Addeeas 3525 Mills Ao Mom, FL 1313

Appicant Ackety igles Applicant Data Inferesied Farfies

Periossd indernabon References | Elpbality § idenSty | WADC Madical History

Pericaal Informates

Oate of Birth  DAZN1588

*Waral Staten  Usinown

v
“Gender | Female ¥

| =1L

National Identincaton

“Couniry "Mabional I Type  Description Maticmad 10

usA Q. s5es O Lot 5Dy ol 550 e ' n
| ‘A Maticeal erist staon |

Citipefighip

o CHenaiig s baben dded ke Bhin applcanl

Addl Citivenshig

Wisa Permit
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Lecture 1: Prepare for Hire Continued

8. Select the Add National Identification button.

Manage Applicant

fave dofetun | 4 Recraling Home | /% Search Applicasty | JFRexi | SeCresie Applicani | GMASd Note | FAddiolini | TiAcd Applicalion | LrClange Stakn Penonaice

Kame Colly Wadhews

Prederved Contact Mol Specited
Apglicant 10 B934 Phone 11171910111
Agplscan Type Exornal Appiant Ermgd by hermng momad sde gov
Statun 013 Arve

Addeeas 3525 Mills Ao Mom, FL 1313

Appicant Ackety igles Applicant Data Inferesied Farfies

Periossd indernabon References | Elpbality § idenSty | WADC Madical History

Pericaal Informates

Oate of Birth  DAZN1588

*Waral Staten  Usinown

v
“Gender | Female ¥

| =1L

National Identincaton

“Couniry "Mabional I Type  Description Maticmad 10

usA Q. s5es O Lot 5Dy ol 550 e ' n
| ‘A Maticeal erist staon |

Citipefighip

o CHenaiig s baben dded ke Bhin applcanl

Addl Citivenshig

Wisa Permit
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Lecture 1: Prepare for Hire Continued

9. Input or search for the
Country.

10. Input or search for the
National ID Type.

11. Input the National ID.
12. Select the OK button.

76




Lecture 1: Prepare for Hire Continued
13. Select the Edit button.

Manage Applicant

Save doReim | dReceiling Home | & Search Apglicasty | FNexi | SeCresie Applcant | BRASd Note | Siaddioling | TASd Appicalion | LrChange Staba | »» Personalce

Name Doy W afhews Preferred Contact Mol Specified

Apglicant 10 B934 Phone 11171910111
Applean Type Exiernl Agpicast Ermgd by hermng momad sde gov
Statun 013 Arve

Addeeas 3525 Mills Ao Mom, FL 1313

Appicant Ackety igles Applicant Data Inferesied Farfies

Preroead indormaon References | (Elpbility & idenSty | WADC Medical History

Pericaal Informates

Oate of Birth  DAZN1588

1= *Mlaral Staten  Umknown hd
“Gender | Female ¥
L =1TET}
National denlincaton
“Couniry "Mabional I Type  Description Maticmad 10
usA Q| ssns O Lot 5Digh of 554 T 5 | o
U3 q e O Socidl Secuty Nember SESEEERG 4 o

Citizenship

Ho CAcenship has been added for this applcant

Add Citizenship

77

MIAM




Lecture 1: Prepare for Hire Continued

14. Unselect the Primary
checkbox from the original
National ID.

15. Select the OK button.
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Lecture 1: Prepare for Hire Continued

16. Select the Save button.

A
Sy
Mational Idinlification
“Country "Mational I Type  Description Maticesd I
USA 9 ssn 0 it SiDigis of 552 T ' 0
US4 Q| er Q. Socisl Secuity Nembai 555555555 ' o
Ariel Ml Bierfis s
Ciirenship
Hio CRCEElD: s Daen aidesd iof this appicanl
Add Citizenship
Wisa Parmi
Hia ‘s Peo bars been added for T appicant
Add Visa Permit
Bank Accounl
oy Btk bzl Pt it adiched] o (ka1
Aad Bank Account
¥ Applicant Disakality
b Actommaodaion Request
¥ ACCommaodaton Option
E | deReturn | fRecruing Home | A Seanch Aopicants | olliient | o Covate Applcant | % add ot | (B loList | [§.8da Apvcaton | R Change St | »= Toop of Page
W
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Lecture 1: Activities and Exercises
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Complete Manage
Hire Process

-

ol

DEPARTMENT PERSONNEL
REPRESENTATIVE (DPR)

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

Lecture 2: Manage Hire

BUSINESS PROCESS
Employee Record is Created  Review and Audit the
Job Data is Updated Manage Hire
Transaction
ﬁ’ v
v
: - o
~
AN
HR CENTRAL ADMINISTRATOR
TECHNICIAN

The HR Central Administrator Technician
is responsible for Job Data changes. The
HR Central Administrator Technician will
review and audit Manage Hire
transactions.
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Lecture 2: Manage Hire Continued

As a DPR, prepare an employee for hire.
1. Navigate to NavBar.

inyferms
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Lecture 2: Manage Hire Continued
2. Select the Navigator button.

0 fodf ¢ [=2 }
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Lecture 2: Manage Hire Continued

3. Select the Workforce Administration menu.
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Lecture 2: Manage Hire Continued

4. Select the Personal Information menu.
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Lecture 2: Manage Hire Continued

5. Select the Manage Hires menu.
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Lecture 2: Manage Hire Continued

6. Select the Refresh button.

Hie Transachons

87




Lecture 2: Manage Hire Continue

7. Select the Applicant Name link.

Person 10

350833

g

3

g

W

A Confingeni Worker

i Conlingenl Worke:

Aad Coningen Weorker

£d Confingen! Worker

Manage Hires
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NN Emor Doy Jomes
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Cancel Seiecled Transactons
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SmarHR Tearsachons

Smart MR Tearsachons

Smart HR Tearsactons

Smart MR Tearesachons

Emart HR Tearaaction

Smart HR Teamackom

Smart HR Tearaaction

Sman HR Teamacson

Hairy Holery

Wrpra Belran

s Truplic

Simace Dofieans

Matacha Jeansagtate

Hekden Hapes

Rty Batiry
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Lecture 2: Manage Hire Continued
8. Select the Add Person button.

Department (NRECTOR'S OFFICE ADMIN

A
Applicand Type  Exiemal - Mew
‘Type ol Hee Hire >
e
"Desived Stard Dale 03290021 B
Empi ID

Employes 10 erlied

npg Instance

® Create new O Inslnce

Ut gxinting Ong nadance

Employment Ristodd

* Create Mew Avugresen

Use Faratareg Asuigpaeesl

Aidd Person
D! T uon i orded B0l the person 3 perional it rrkorraslon fom

R

Retura 5o Masage Hies
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Lecture 2: Manage Hire

9. Select the OK button.

Cont

ey
(22980 i

Diale of Birth Tears 41 Moatis g
Birth Comtry |LSA B s s
Barfthy S
Birth Location [ Waive Dats Projection
Biographical History Q Wiew A8
“Effectve Date DTSN Eil +| =
“Gender | Wil ad
“Higheai Education Level | Eachelon Lvsl Degres id
=
‘Marital Soites W] el Anel 0NTMNEY
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Full-Tame Stedent
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B Q ol 1) 1 |
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UsA O Soc Sacurity Nussbad “ 555555085 [ + =
E
Euccjiaprecyl Detally | Coslac) ilommabion | Regeonal | (vganizabonsl ReliSomips
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Lecture 2: Manage Hire Continued
10. Select the Add Job button.

EmplID 0350556

Ermployes 10 Verrled

Qg Inslance

# Croate mew Ceg Wnalineg

Ut ezinging Org inatance

Employment Ritodd

® Create Mew Adignsent

Uit Emiatineg Asabgpaivosil

Hire Infoemation
View Job Ofer Leber
Hire Comments  Mobiicaion sent

Wiew | Edi Person

Sabac! e Viewr Bk Paion yperkek io v of masually updbed Peroasl Ve | £ Paepod
Vi | E8 5

Aidd Job

Select his bufion in onder topull e person's job indarmation from Flecrusing
Sobsborn Vou will 10 hiree B opbon |0 acorss Job o Perional Dala

Retura 5o Masage Hies |
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Lecture 2: Manage Hire Continued

11. Select First Job from the
Reason list.

12. Select the Job
Information tab.

Garth Brooks

Ermpleyts

‘Work Lecation Details

"Efleciive Dale | 32302001

HAE Slatus Astv

Payioll Statun Actve

Position Mumber BT I8

Posiion Entry Dute 32820

Work Locaiion s e Bayrell ‘Salary Flan Gomgensaiion

Ergl ID (HGHEH
Emipl Recoed 1
Q
5o To Row
"Acion e w)
eason | T |
Cutrend

HR FRLARCE SPECLALIST

Position Management Record

Location D000 48

Evlabbibment ID WD

Last Stari Oabe 03282021

Emplermssl Dals

Urstesl Slates

e Diae: Coumby

Husmas Ressounces
DNRECTOR'S OFFICE ADMN

111 B0 15T 5T

ikami Diade Cousty

Eamngi Deabriduion

Date Crested 032022
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Lecture 2: Manage Hire Continued

) inferms
" ) :

13. Select Probation from
the Empl Class list.

14. Select the applicable -
option from the Protected -

. Payroll Status  Achve
Class list o
® Job Code  DO0445 M Fnance Speciakst
Entry Date  3TN21
Superviaor Level
15. Select the Job Labor tab. s v s s s s v
FeegularTemporary ﬂrw Foll®art FullT e
Emgl 1 Probason W) I Frodeche LU Potecled FarePolce i [
Hal Appleaiils
—
Standard Hours
BagD Baseicy
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Lecture 2: Manage Hire Continued

16. Review the Job Labor details then select the Payroll tab.

€
WerkL
Garsh Brook WIS
Empleyes
Labor Information |0
e Date  DADSION
Hire
HR States Ace ~— Feasom Firl Lot
rell States A
(=
rang Und
greemeni
Labow & t Enfry Dt
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Emp Singany
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Ratid
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o
F y 0
ry
uuuuuuuuuuuuuu
iy U
sl Bemla® - Beaa
Assigned Seniority Dates (7
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Lecture 2: Manage Hire Continued

17. Input or search for the
Employee Type.

18. Input or search for the
Eligibility Group.

19. Select the Salary Plan
tab.

AsencE Management Syslem

Seitng

Gars Bres
Emplpen
lllllllll Ll ]
Eftet T
HRE v Asirer
Payroll -
Paproll § [
Albpence ¥ AL
il for Morth A
Py Group Genaral Empioyess
I Emipicy Lo a l.-mnm Heurty
Tux Location Code M Doste: Tax Licaten
C ool i

Cument

| Moo Bargaining L - Joi Basn I

inferms
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Lecture 2: Manage Hire Continued

B inferms
‘ : SO
L Helg

Misnage Hires Detsil

20. Select the Step option, if
applicable. e e

21. Select the o TR
Compensation tab. - .

%6 s )




Lecture 2: Manage Hire Continued

23. If applicable, select the
Plus Sign to add a row for
additional pay components.

24. Input the additional pay
component details.

25. Select the Calculate
Compensation button.

26. Select the Employment
Data link.




Lecture 2: Manage Hire Continued

27. Select the Time Reporter Data link.

....... Empl 1D $O350866
Emplirrge Empl Record &

Diganirational estance [

Onganizational instance Fied Ciriganal e (AR 0 overrase
Land Start Dute First Start Date
Termangion [ate Yoarn Mot Daryn
g Wtamcs Service Dite  DLIR0 L Qrprside R [ [’
Qeganizational Assignmend Data .
Instance Record
Lasd Assigement Start Dale (328001 Firsl Ansagnment 5 AT

Aspigneent End Dute

Claus Years. Months  Duys
Campasy Lerdarity Dale QARSI 1 Override Kl 1 & i
Creers A
Benefits Service Dale (AW ) ol "y [ I
Crvemide K]
Seniority Fay Calc Dale  (32830H : 1 L L
Tukion Cliss. End Dute T
s ; -
Professional Experience Dule =2 Last Verfication Date |
Basiness Title MR FIRANCE SPECIALIST Pezciaticeh Phices
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|
Job Data Emgieremact [ata £ armencs Dmbnbasion Eamerity. Prograre Partegatos Caonitabie Adeied Clatey
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Lecture 2: Manage Hire Continued

28. Input the Payable Time e —

Start Date.

29. Input or search for the
Elapsed Time Template.

30. Input or search for the
Workgroup.

31. Input or search for the
Taskgroup.

32. Select the OK button.

Emglaymest Indzmanon
Garth Brooky
Evmgiriee
Diganirational Estance [T
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it D
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Time: B e Tiese: Raportr v
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Q
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Q
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Lecture 2: Manage Hire Continued

33. Select the Benefits Program Participation link.

Garth Brooky Empl D 90350456
Errgslirree: Empl Record
Diganirational estance [
s B " ] Qevivacks
Drganiraionsl instance ficd L] e QARTIH
Last Start Date First Start Date
Termangion [ate Yoarn Mot Daryn
g Wtamcs Service Dite  DLIR0 L Qrprside R [ [’
Qeganizational Assignmend Data .
Instance R
Lasd Asaigament Start Dale  (328F0H Firsl Ansagnaeni 1 SN
Asignment End Cute
Hearme Clawn Years  Moaths Duys [t Aepeder Duta
Compairy Seriority Dule  QA2SGIH 1 Ovemide K 1 [ [
P -
Benelits Service Duale  QA282071 - e i [ '
_— 1 Orverride K]
Seniority Fay Calc Dale  (32830H 1 2 L
Tusiicn Chiss End Dute &l
Professional Expenence Dute _ Last Venficabon Dabe "9'
Budineui Title MR FIRANCE SPECIALIST Pdilicn Phioss
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|
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100




Lecture 2: Manage Hire Continued

34. Input the applicable
Retirement Kind.

35. Select the OK button.

pon Hiee
IIIIIIII REBVE Fursl Joits
ALt
Cument
o] Benelits Enployes  Ackve
Shuis
(L)
|||||||||||| WA zecutive Benefits Benety RE

inferms
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Lecture 2: Activities and Exercises
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Lecture 3: Transfer an Employee to a New
Position (Lateral)

* 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.




Lecture 3: Transfer an Employee to a New

Position (Lateral)

As a DPR, prepare an employee for hire.
1. Select the Human R r

HCM) tile.

mance | Supply Chain (F Appeovaly Budget Scorecard
KoA (Z)@ ;
—~
Sy @ ikl
mployee Sell-Service Manager Seit-Service Human Resowrces (HCM) || Learning (ELW)
v @
@y M e @ E
- :cawo.-: = COMNG $00N Cc“""g
Aaalycs (OBUA} Capatal Securfty Request Form Avout
@ | <
o = inferms
| .
cc@« Qau o LR LV ) 4 a [ ]
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Lecture 3: Transfer an Employee to a New

Position (Lateral)
2. Select the DPR Self-Service tile.
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Lecture 3: Transfer an Employee to a New

Position (Lateral)
3. Select the Employee Position Lateral XFER tile.
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Lecture 3: Transfer an Employee to a New
Position (Lateral)

4. Input applicable search parameters then select the Search button.
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Lecture 3: Transfer an Employee to a New

Position (Lateral)

5. Select the applicable employee.

Position Lateral Tranader

Erues arvy infprmarion o Pt 0 bk Seaegh Lo Sk blak o 3 b of all s

Fontl iy Enribotg Vishon

[ G | s Search [ Save Seach Crieen

Charionm ThomER
Sl Gordi

i

S g

e ]

Whcter' Firintedas-Cusievs
el Spllen

Resiel Bucigr &t
hgser iy

st it
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Lecture 3: Transfer an Employee to a New
Position (Lateral)

6. Input or search for the
Effective Date.

8. Input or search for the
Position Number the
employee is transferringto. |E0——1
9. Select the Save button.

M
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Lecture 4: Verify Employee Transfer

As a DPR, prepare an employee for hire.

1. Select the H@m nR r HCM) tile.
% e [ &
R R
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Lecture 4: Verify Employee Transfer
2. Select the HR Administration tile.

HR Admatiaration Time sad Absence Company Direzion

oy Iil E
\ 4 apd
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Lecture 4: Verify Employee Transfer

inferms

3. Select the Search button. =

New Window |  Heb

4 Jeb lnformaton - o
4. Select the Empl ID o
. (] Job Dats Enter any information you have and cick Search Leave Sekds blask for 2 fnt of o valves
Wordorce Job Summary Find an Existing Valoe Keywoed Search
Manage Empioyee Profle v Search Critetia
38 Headoount v EmpliD cortaies v 172
& Labor Administaticn v Empl Recoed | o v
0 HR Contiguraten v Neme | bogins wi

Last Kame  begns wilh V'

Second Laat Name  Degins wilh V.

Alernate Chasacier Name  Begins wiy V.

Middle Name  tegns wih V.

Inciude History Case Sensdtive
Clear | Basic Seweh & Save Search Crtera
Search Results
View A3 LSy
Emgl 1D  Empd Record Name FirstMame  LastName  Second Last Name Aleenate Chacacter Name Middle Name
Jerery Tores (okand ) (blank) (thark)
Jecrdter Vetscn (Bhand) (bhark) L
Gesel Praco (Shank) (thark) (thark)
‘-‘r)xl G (Rtandk ) (thara ) {blark)
Vi
han 'Q'nv‘:A Dk } EJ';A\

112




Lecture 4: Verify Employee Transfer
5. Select the Include History button.

Wordore Joo Summary
Manage Emgioyee Protie
I8 Headoount
& Labor Administrason

0 HR Confguraten

Work Locason 400 Information

Jeveny Toeres

Ergicyes

Work Location Details !

"Efective Date
Effective Sequence

HR Statys

Payroll Statas
Position Number

Poson Entry Date

Regulatory Regon
Companmy

Besiness Unat
Department
Department Eatry Date
Location

Establadenent ID

Last Stast Date

Expected Job End Date

03021882

Job Laber

Bapod | SayPan | Compensaton

EmpliD 00000172

Empl Recoed 0

Q Yol v
GaToRow -
"ACBOO | Trasafer v
Reason v
Corent a

MANTENANCE TECHNICIAN

Positicn Management Record

Usa

MoC

PR
PR2TOMON
LEL b
D5D3030000

MDC

o2

Job Data Emgloymest Data

Retun to Search Previoss in List

Unded Sttes

Mam Dade County

Panks, Recreation & Open Spes
ADMINISTRATION

Hickmas Buldiog . PR

Mami Dade County

Earmngs Destridution

NestinList | Nebly  Refresh

Date Created 0329022

Credtabie Aduuied Dutes

Benells Poogram Partcipation

inferms

New Window | Hebp
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Lecture 4: Verify Employee Transfer

The history of the employee is captured on each page.

Wordore Joo Summary
Manage Emgioyee Protie
I8 Headoount
& Labor Administrason v

0 HR Confguraten

Work Locason 400 Information Job Laber

Jeveny Toeres

Ergicyes

Work Location Details !

(L4

"Eftective Date JOVND
Effective Sequence

0
HR Statys  Actve
Actve

Payroll Statas

Fosition Number

Posmon Entry Date 030211592

Bapod | SayPan | Compensaton

Empl 1D 00000172

Empl Recoed 0

"ACton | Trasafer

Reason

MANTENANCE TECHNICIAN

Positicn Management Record

Reguistory Regon  USA
Comgamy MOC
Besiness Untt PR
Department  PR27010000
Department Eatry Date 30211992
Location  DSD3030000

Establndment 1D MDC

Last Stact Oate 03021992

Expected Job End Date

Job Data Emgloymest Data

Retun to Search Previoss in List

Unded Sttes

Mam Dade County

Panks, Recreation & Open Spes
ADMINISTRATION

Hickmas Buldiog . PR

Mami Dade County

Earmings Destridution

Convent -

Date Created 03292022

Benelts Program Parcpaton

NestinList | Nebly  Refresh

Credtabie Aduuied Dutes

UpdateDisplay | Inchude History

inferms

New Window | Heb
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Lecture 3: Activities and Exercises

e Seaooies W Lomrmmy LM
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Lesson 4: Lesson Summary

Having completed the Create Job Opening lesson, users should be able to:

e Manage Onboarding Activities

Prepare for Hire
Manage Hire
Lateral Transfers
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Course Content Summary

Congratulations on completing the Recruitment. You now understand:

e Create a Job Opening Opening
e Screen Candidates
e Employment Offer and Acceptance

e Onboarding Activities
e Prepare for Hire

e Manage Hire

For more information on INFORMS, please visit www.miamidade.gov/informs
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http://www.miamidade.gov/informs

Additional Training and Job Aids

* For additional information, be sure to visit: www.miamidade.gov/informs

5 e User Productivity Kits (Available on the INFORMS Training Webpage):
* Create a Job Opening
* Screen Applicants for Minimum Qualifications and Preferences then Apply Results
* Create a Job Offer
 Update Candidate Status

* Prepare for Hire

* Manage a Hire

ML,
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http://www.miamidade.gov/informs

' e -

Congratulations on successfully completing the Recruitment course!
DPR 321 — DEPARTMENTAL HR RECRUITMENT
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