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HIRE TOUCH ADMIN SITE

Go to Hire Touch Admin Site. wpunj.hiretouch.com/admin/ . Authenticate through WP
Connect.

Authentication Required

You have chosen William Paterson University as your home institution. Please enter your WPU username and password below,
then click the Login button.

Username

highsmithd Forgot your password? »

Password




BEFORE YOU BEGIN

***Students cannot be hired without first ensuring availability of funds.

e For questions regarding your availability of funds, contact Niti Baldwin at baldwinnl@wpunj.edu.
o For questions regarding your availability of grant funds, contact Tamar Lamour at lamourt@wpunj.edu
o For questions regarding Financial Aid/Federal Work Study Positions, contact Financial Aid at Stu-employment@wpunj.edu

Please follow the below structure for creating Position Titles:
Department / Position Duties / Funding Source

Example:

Department Brief Description of Position Federal or Non-Federal Work Study
Business Services COffice Assistant Federal Work Study

Sample Posting Title: Business Services Office Assistant Federal Work Study

Non-Federal Work Study Federal Work Study

I HOME  PROSPECTS [NILEJN APPLICANTS POSITONS TASKS RESOURCES  SETUP HOME PROSPECTS [ELIEEE APFLICANTS POSITIONS TASKS RESOURCES  SETUP

Add a Requisition Add a Requisition
crocse empite S euonFoms
Stap 2. Please provide a title Step 2. Please provide a title
Job Details > *Student Template Job Details > *Student Template
Titie "Payroll - Office Assistant - Non Federal Work Study Titte- *Payroll - Office Assistant - Federal Work Study
Acditional informaticn Additional Information
@ Back 10 Tempiate  (@Continue @ Sack to Template  @Continue



mailto:baldwinn1@wpunj.edu
mailto:baldwinn1@wpunj.edu
mailto:Stu-employment@wpunj.edu

CREATING JOB POSTING FOR REGULAR AND GRANT FUNDED
POSITIONS

(Non-Federal Work Study)

1. Click on the JOBS Tab, then click on Create Adjunct or Student Posting.

William Paterson University

WILLIAM
PAT

UNIVERSITY

mmmwmmmmm
v o

All Jobs
Al jclos that have ot been archived

s Fill Vacancy” 10 request & hew posting rom an eaisting position,

2. Select the student Template and click continue.

WILLIAM
PATERSON

UNIVERSITY

HOME PROSPECTS JOBS APPLICANTS POSITIONS TASKS RESOURCES SETUP

Add a Requisition

Step 1. Choose a Template

AVAILABLE JOB TEMPLATES Preview
Category: |_- All Categaories - : Please select a template from the list to see a preview
lemplate Title

Search: | Job Ter

*Adjunct Template
*Blank Faculty Template

. in Template
*Student Template

W



3.

Type the functional title for the position and click continue.

Step 2. Please provide a title

Job Details > *Student Template

Title: |Payro|:- Office Asst Federal Work Stuaﬂ I

Funclional Tz

Pre-Screening Questions Available Selected
Degree Requirements - Diversity & Inclusio
Degres Req - EOF
Years of Experience - Student Enroliment
Degree Requirements - Admissions Counss
Years of Experience - Admissions Counselt
Degree Requrements - Sachelor's Degree
Years of Experience - Annual Giving
Experience-Financial Analyst
WPU FT Employee-Career Services
Degree Requirements - Financial Analyst
Degree requirement-Finance Mgr
Years of experience-Finance Mgr
Nearse Renuiremant - Admin Assist

Additional Information




4. You must select the check box for “Onboarding Package — 01 Student NON FWS”

before clicking “continue”.

Applicant Related Form Packages

Name
EE mployment Application - Student
Bob Offer
EPre-Screening
EHRAF - Student
[&vailabilty Form
|Background
[JDesk Assistant
CJEmployment Application - Faculty/Adjunct
CEmployment Application - Internal
JEmployment Application - Stafi/Admin
Hiring Addendum - Supervisor
HRAF
HRAF - Adjunct

Rl R Ay

N [ JOnboarding Package - 01 Student NON FWS
LU OO o e eI
Job Related Form Packages
Name
&.ob Forms - Student
lJob Forms
_Wob Forms - Adjunct
Position Related Form Packages
Name
Grer
_Paosition

4 Back to

Description

Student: Attaches at the same time as the student onboarding package

Federal Work Study

Description

Description
Student Position Extension Form




5. Click START to begin the job posting.

WILLIAM
PATERSON

UNIVERSITY

HOME PROSPECTS [:LJ APPLICANTS POSITIONS TASKS RESOURCES  SETUP

Student Assistant - Human Resources Office (TEST)
Student - Initiated

Show Job Forms

Form Name Auto Generated Number  Due Date Status C C Date y Recertified By Recertified On  Action Approval Document His
Job Forms - Student/Adjunct V- e .
Job Posting - Student/Adjunct f Start \§
% ‘./.

6. ** IMPORTANT ** Students cannot be hired without verifying that Budget or
Grant Funds are available and that you are using the correct FOAP. After the
Budget or Grant funding is secured and the FOAP is correct, select “Yes”.

7. Select Position Number: 114900: Department Funded:

=~

8. Select Department from the Drop Down

Department: Payroll & Employee Benefits v




Job Posting - Student

Posting Details ster1or 1

*| certify that | have vernified: 1. The availability of funds (Department

Funded, Grant Funded or Federal Work Study). 2. The correct FOAP

for this position from the Budget, Grants or Financial Aid Office 3. The

Pasition Number. If you have not received this information, please

contact Budget (Niti Baldwin: baldwinn1@wpunj edu), Grants (Tamar

Lamour: Lamourt@wpunj.edu) or Financial Aid at Stu-

employment@wpunj.edu @ Yes () No

9.  Select Hiring Manager using the Lookup function

a. Click on the person lookup

Position #: 114900
Department: Payroll & Employee Benefits v
Hiring Manager: Evans, Jeannine (evansj24@ & e

b. Type the First Name and Last Name. Click on the email address and press “Select
User”

User Lookup: Hiring Manager
Search Existing Users | Add a User

First Name: Last Name:
jeannine evans
Email User Name:

[Evans, Jeannine (evansj24@wpunj.edu)

@ Select User

@ Close




10. Enter the Overview of Position (position description) and Basic Responsibilities:




11. Enter Preferred Work Hours.

Preferred Work Hours/Availability:

1. Example: Tues & Thurs 6:30pm — 8:30pm
1. Example: Flexible schedule

[2. Click Submit at the bottom right of the page

@ Submit @ Save @ Exit

13. Click on Initiated.

APPLICANTS POSITIONS TASKS RESOURCES SETUP

HOME PROSPECTS JOBS

** TEST - Student Assistant - TEST **
Student - Initiated
ositions

Approval | Document History | @ Add/Remove Form

Job Forms | Form Packages
Action

Show Job Forms
Auto Generated Number | Due Date  Status | Completed Completion Date Recertify | Recertified By | Recertified On
View | Re-generate PDF | Edit View History Remove

Form Name
¥ Job Forms - Student/Adjunct
[F Job Posting - StudentAdjunct 1900177 Approved [] Thu, 472519 at 10:39 AM | Recertify




14. From the drop down select: POSTED INTERNAL, then click Save.

(If you do not select Posted Internal, it will post to the public site and you could get
many outside applicants for the position).

Job Status History

STATUS DATE USER

Recruitment Approved Wed 8/22/M18 at 11:21 AM Jeannine Evans

Initiated Wed 8/22/18 at 10:51 AM Jeannine Evans
Status: | Posted Internal v

15. Your position is now posted.

Students will be able to view the positions through the internal URL:
https://wpunj.hiretouch.com/internal-jobs

onnec... 5 Home - wiliam Par... I Job Ops  [1 HT- Job Opportunit Login - Teamphoria £ TM £ Recruiting £ Travel £ cwilservice B

Academics Admissions Campus Life About Us

Please note, if you navigate away from this page and want to return, you will need to access again through your intranet.
WPU Jobs Home

Adjunct, Student, and other internal positions.
Search Jobs

View All Jobs

Applicant Login

Internal Positions
Student

*Student Template 7/10/18 LS

@um - Human Resources Office (TEST)

10


https://wpunj.hiretouch.com/internal-jobs

CREATING JOB POSTING
FOR FEDERAL WORK STUDY POSITIONS

L. Click on the JOBS Tab, then click on Create Adjunct or Student Posting.

WILLIA
A

Al jobrs that have not been archived

200S! & niew BOSEN kom an existing positon

Use "Fil Vacancy” o ree

William Paterson University

0 Fil Vacancy {8 Create Adjunct or Studont Posting)

Select the student Template and click continue.

2.

11




WILLIAM
PAT ERSON

UNIVERSITY

HOME PROSPECTS JOBS APPLICANTS POSITIONS TASKS RESOURCES SETUP

Add a Requisition

Choose Template m Requisition Forms

Step 1. Choose a Template

AVAILABLE JOB TEMPLATES Preview

Category: |_- All Categaories - ¢ Please select a template from the list to see a preview
Search:

*Adjunct Template

*Blank Faculty Template

_~Blani-Stafiadmin Template
(: *Student Template

TesrDirecor

—

(4] Bac(-ﬁ Continue 3

— ——




Enter the position title.

Note: All Federal Work Study Positions must include “Federal Work Study
Position” in position/job title followed by your office’s specific position title
designation. Example: FEDERAL WORK STUDY POSITION — Office Assistant

Add a Requisition

Choose Template BRI

Step 2. Please provide a title

Job Details > FEDERAL WORK STUDY POSITION — Office Assistant TEST JM

( Title"\FEDERAL WORK STUDY POSITION - Office Assistant %

13




4. You must select the check box for “Onboarding Package — 02 Student FWS -
Student forms™ and “Onboarding package- 03 Student FWS — Supervisor form”
before clicking “continue”.

Applicant Related Form Packages
Name
Employment Application - Student

O onboarding Package
[ L 2ouuiiSgarrse - 01 SUgent NON Fyvemmn
o -
] Onboarding Package - 02 Student FWS - Student forms gy
[J Onboarding Package - 03 Student FWS - Supervisor form

- [

14




5. Click START to begin the job posting.

Payroll Office Asst Federal Work Study **TEST™

Package added successfully

Properties » Applicanis Activity » Processes Applicant Review IXUutRd Posting« Posilions
Forms

Form Name Due Date

(& Job Forms - Student

(& oo Posting - Student

+ Add Forms

By .l\ct'lI Approval History

15




Job Posting - Student

Posting Details (ster10r 1)

| certify that | have verified: 1. The availakility of funds (Department Funded or
Federal Work Study). 2. The correct FOAP for this position from the Budget or
Financial Aid Office 3. The Position Mumber. If you have not received this
information, please contact Miti Baldwin: baldwinn1@wpunj.edu or Financial
6 Aid at Stu-employment@wpunj edu @ Yes () No
¥ IMPORTANT ** Verify this is an approved FWS position. After confirming with
the Financial Aid Office, select “Yes”.

7. Select Position Number:
Position #:

Financial Aid Students Only use 11290N

. Select Department from the Drop Down

9. Select Hiring Manager using the Lookup function
a. Click on the person lookup

Position #: 11290N
Department: Payroll & Employee Benefits
Hiring Manager: Evans, Jeannine (evansj24 @\ & o

b. Type the First Name and Last Name. Click on the email address and
press “Select User”

16



u:

kup:
Search Existing Users | Adda User

0 Manager

First Name:

Last Name:
jeannine evans
Email: User Name:

Select User @ Close

17




10.

Enter the Overview of Position (position description) and Basic
Responsibilities. IMPORTANT: Please include the below language in the
body of your job description:

*#%All Students must be eligible for Financial Aid and have attended a Student
Employment Workshop.

Overview of Position

ALL STUDENTS MUST BE ELIBILBLE FOR FINANCIAL AID AND HAVE ATTENDED A
STUDENT EMPLOYMENT WORKSHOP

>rovide administrativbe siupport to the Payroll and Emplovee Benefits Departmemt

body p

Basic Responsibilities

Greet walk-ins
Answer Phones
Copying

Filing

[Other duties as assigned

18




11.Enter Preferred Work Hours.

a. Example: Tues & Thurs 6:30pm — 8:30pm
b. Example: Flexible schedule

[2.Click Submit at the bottom right of the page

Submit Save [ Exit

13.Click on Recruitment Approved.

Job Details ~

Status: Recruitment Approved
Cepartment: roll & Employes Berdfits

Job Category: Student
Created: 0101372021
Budget Control #: 2100354
FPosition # 11280M

Workflow Configuration: Student/Adjunct
‘Wiew Position Records

Preferred Work Hours/Availability: Q




14. From the drop down select: POSTED INTERNAL, then click Save.

(If you do not select Posted Internal, it will post to the public site and you could get
many outside applicants for the position).

Job Status History

STATUS DATE USER

Recruitment Approved Wed 8/22/18 at 11:21 AM Jeannine Evans

Initiated \Wed 8/22/18 at 10:51 AM Jeannine Evans
Status: | Posted Internal v

15.Your position is now posted.

Students will be able to view the positions through the internal URL:
https://wpunj.hiretouch.com/internal-jobs

€ @ & Secure | hitps:/wpunjiretouch.cominternal-jot

tiam par. B Job Ops [) HT- Job Opportunit.. * Login - Teamphoria £ TM ExJRecruiting £ Travel Ex civitserviee =

Academics Admissions Campus Life About Us

Please note, if you navigate away from this page and want to retum, you will need to access again through your intranet.

WPU Jobs Home
Adjunct, Student, and other internal positions
Search Jobs

View All Jobs

Applicant Login

Internal Positions
Student

*Student Template 7/10/18 LS

@nt - Human Resources Office (TEST)

20


https://wpunj.hiretouch.com/internal-jobs

GIVING OTHERS PERMISSION TO VIEW APPLICANTS

If additional people will need to view candidates you must give them permissions.

1. Click on the PROPERTIES tab for the job

Student Assistant - Human Resources Office (TEST) i) vie
Student - Posted Internal

Deta

Raditional Information

EE== Applicant Review | Posting | Pesitions

Applicants

Properties

Job Details
Title: Student Assistant - Human Resources Office (TEST)
Job ID: 69
Budget Control #: 1800007
Position #:
Job Category: Student
Divison:
Department: Dean Coll of Science and Health

Salary Group:

2. Scroll to the bottom of the page and click EDIT.

B Edit Fmail to a candidate

3. Click the next & to the appropriate row

Contact: & o
Hiring Manager: & e
Committee Chair: & e

Position Admins:

21




4. Enter the first or last name and the list will filter according to your entry. Click on the correct
name and click Select User.

Shift Type:

Degree Type:
Salary Type: - Select- %

Contact:

User Lookup: Committee Members

Search Existing Users | Add a User

Hiring Manager: First Name: Last Name:

Committee Chair: torres

Email: User Name:
Position Admins:

Torres, Aileen (torresa72@wpunj.edu)
Torres, Johanna (torresj55@wpunj.edu)
Torres, Myma (torresm7 @wpunj.edu)

Committee Members:

Workflow Configuration: = Student/Adjunct
Reference Notification | Reference Notificd Select User
[ .

Setting:

Send Reference 0 Manually only (either from a bulk action or from the applicants reference list page)

Notification: @ An tha 'Cand Dafaranca Matifiratinn! trimmare finatinn fmiiet ha attachad ta o thiamar far thie ta firal ar manoalhs

3. Scroll to the bottom of the page and click Save

BSave B CopyJob €3 Delete [@ Cancel

22



Click on the job name. You will see a list of applicants in the Applicants tab.

REVIEWING APPLICANTS

Click on applicant name
to open profile.

Assistant Director - Plant Engineer
Administrative and Professional - Posted

PRI = | roceies | roma | oot ion | povtion |

My Committee Applicants - Faculty

1 vew Powry

View Position Record

DOCUMENTS
JLK DOC APPLICATION COVER LETTER RESUME OTHER
© © © ©
© © “ ©
U L © ©
w © - ©
© © “ ©
= - - ©
© © © ©
© w © w
© © © ©
© © @ ©
! . u o @ ©
] = - - =
- © = © ®
pukcm, Gegory Sutimen w w “ ©

Posting N 1N

Apprnval nrteed

Job Details

Craated naeanT

Job Category  Acmnisrative and
Professional

Y Peatod

Poaiion® 0152885

Worktowe Search

Configuraton

23




Interpreting Status

1. INCOMPLETE — Applicant did not submit all of the required application materials.

2. SELF ELIMINATE — Applicant failed the pre-screen (did not meet minimum qualifications for consideration).

3. SUBMITTED - These applicants passed the pre-screen and have fully completed all application requirements
SCREENING

REGRET co
SENT

NAME STATUS w

>
>
-

03/14/2018
03/1572018
03152018

3M8/2018
0319/2018
03132018
03M8/2018
03/14/2018
03/14/2018
0314/2018
0312/2018
031272018
03132018
031372018
031372018
03182018

o0 O0O®OQONONONCCOCOO0OD0O0OO0O

<
L]
L+
©
<
4]
o
4]

0318/2018

Applicant Profile

e  Click to open category to view page content.
e  Click on uploaded documents to open and view

Scolt Arisman (sarsman{ogionine ret)
Assistant Dector - Plant Engineer

Al -~ | oo [ P

Demographics

& Demograpics ES comaponsunce o

BB oyt 5) Last Upsaed: 12062017 ot 1008 P
' Reterances (3) Last Updated 12062017 st 10:23 PM

® oo

24




Alternate way to view applicants

Click on jobs
Click on Applicant Review
Click on Tiles

WILLIAM
PAI ERSON

UNIVERSITY

[ Proreses | tovicms | fenes | Foma | [ Prason |

0| e Py

Wi Posiion Record

X -

DOCUMENTS

MAME w i BTATUS BULK DOCS APPLICATION COVER LETTER
Armman . Sootl L =] - -
L =] L ] L]
Le] L L)
[FArgein, Angeia £ +] - L]
- spher ] [~] ]
Girar, Sitmn =] L+ L]
Fovares Araioky Subrmatied L =] L+ L]
Fweselat [avd Subritied L =] L] L]
Laschihaler. s Sesbrmatind L] L L]
Lrdertbaun Mermae Besormtipe ] u (]
n = e=ing L] ] -]
Mt g, Dwrrma Subreating =] L] L]
Mgraonar, P Sbemring ] 1 ]
Schpsanw, Gregory Snsbrrtimgd - 1 ¥} -

OTHER

lEIGBEllE!BEBEE

Applicants will be organized in a tile format

Click on drop down to open or view content
Rate applicants (only you can see your rating)
Create notes (Other committee members can see the notes. But the applicant cannot see them)

25




JOBS

Assistant Director - Plant Engineer e
Administrative and Professional - Posted View Position Record
[ Proparses | agptcans | Actwty | Procosses | rorms [CRMSINEY poesicrs |
My Committes Applicants - Faculty = 0 jag:]
Schpakow, Gregory Mendonez, Peter
AaEp MO AEDMO 2
DioC Tt Empicymant Appiicabon Documents: Empioyman! Apgscator
Employmant.  Wvlc servics - PPPL q/&<' Faciivties Manager - B1 Peteds Unbraraly Hospital >
Since 1013 o
Fram 20196 io 10100
Sl Mo mity suppbed '\
Po siifTy puppied 1
- ulll.‘nm‘ul’l:mmnu;:m SupsreiEn o E e atson Wew Jervey Instaute of Technology e
Masior of Scienoe
McLeer, Dermot McCann, Thomas
A ER dAESABD
Dot M iita Caowvar Lt ] Dacuments Empicny=nant Apgscaon e
E Proe Ford Motor Empioyment  Assistant Project Manager  Middiessx County
Company ] c -]
From 200098 to 101599 From 10789 1o 30101
Shliy: Mo Sy sunpbed B Mo skifly suppbed
Faucation (] L] Crwrers. & [ ]

26




CORRESPONDENCE TO STUDENTS

Students applying to your position will receive the below communication:

Dear [[Applicant First Name]] [[ Applicant Last Namel]],
Congratulations on being selected for the position of [[Job Title]]!

Please note there are limits to how many hours a student can work per week. In addition, students with
more than one job must coordinate work schedules with their Supervisors to ensure they do not exceed
working hour limit requirements. For questions regarding working hour limit requirements for Federal
Work Study positions, students should contact Financial Aid at Stu-Employment@wpunj.edu.

*** If you are already working or have worked on campus within
the past three years, you do not need to complete the below

Onboarding process. ***
YOU MAY NOT BEGIN WORK AND WILL NOT BE PAID UNTIL THESE STEPS ARE COMPLETED
AND DOCUMENTS SUBMITTED.
PLEASE COMPLETE THE STEPS IN ORDER

Step 1:

Complete and return the below forms via email to your hiring manager or department designee.

** COMPLETED PDF's MUST BE SAVED TO YOUR LOCAL DEVICE BEFORE FORWARDING ***
a. Personal Information Form

b. Work-Related Injury Form

Step 2: Form |-9 (must be completed before moving to Step 3)
Please check your email for a message from notifications@empforce.com to complete the -9 form
electronically (see attached instructions as you will need to upload your ID documents(s). If you do not
receive the email, please check your spam folder.

a. Please note this must be completed within 3 days of your hire date, failure to do so will delay your
employment start date.

b. Please be prepared to upload your identification to complete the online 19 process.

i. See attachment for the list of Acceptable Documents required to complete the 9.

c. Inaddition, as required by law you must also bring the original documentation to the hiring manager

or their department designee for verification. This process ("c" only) has been temporarily suspended.

Step 3: (only after both Section 1 and Section 2 of the Form I-9 are completed)

When all sections of the -9 Form are complete, you will be granted access to the Employee Tab in
WPconnect. This access allows you to complete the Direct Deposit and Federal / State Tax Forms (W4).
You will receive a WPconnect notification when your access has been granted. Once you receive this
notification, please complete the Federal and State Tax and Direct Deposit forms as soon as possible.

If you do not submit a Federal or State Tax form deductions will be withheld from your pay check based
on IRS and State regulation.

***FEDERAL WORK STUDY POSITIONS ONLY ****

27



mailto:Stu-Employment@wpunj.edu
https://wpunj.edu/human-resources/assets/Personal%20Information%20Form%20-%20Rev%204-2019.pdf
https://wpunj.edu/human-resources/assets/Work-Related%20Accident%20or%20Ilness%20Reporting%20Procedures%202018.pdf
mailto:notifications@empforce.com

MO T =

In addition to the above you must also do the following:

Log back into HireTouch to complete the 3 required Financial Aid Forms:

Onboarding - Student Employment Handbook

Onboarding - Student Confidentiality Agreement

Onboarding Hiring Addendum - Student

Navigate to “Forms to Complete” and scroll down to the position you are hired into. Under “Onboarding
Package — Student FWS” > Action > click “Start”

Step by step instructions for completing these forms are attached.

For inquiries regarding new hire paperwork please email talent@wpunj.edu.

For inquiries regarding payroll matters (i.e. time and attendance) contact the Payroll Office via
email at payroll@wpunj.edu.

Sincerely,

Human Resources

28



https://wpunj.hiretouch.com/applicant-profile
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HIRING

(Optional) To schedule a student interview through the applicant tracking system: go to
JOBS Tab and click on the desired job.

1. Applicants Tab, click on the green arrow in the Interview column. If you are
scheduling interviews outside of the ATS system, skip to # 3.

Student Assistant - Human Resources Office (TEST) ] View Posting
Student - Posted Internal

Applicants

Properties

Activity Processes m Applicant Review

\" updated successfully

' All Job Applicants - Student or Adjunct - |

Student or Adjunct

€ Add an Applicant
x Yy z Al

Date Applied .
Applicant Status v
STUDENT
APPLIED APPLICATION HRAF ONBOARDING  DISPOSITION
O TEST, HR Submitted 08/08/2018 [ ]
- Bulk Actions - c of SVioUs = s

P Q R s i ] U v w
o eo Y cuemn

0 NAME ¥ status  DATE

29



2. Enter the appropriate scheduling information. Click Save and Send to send the
interview information to the candidate. To simply record the date/time of the interview

click Save only.
[ Demographics | Jobs [REVIVN Duplicates | Processes | Evaluations | Dataser

enits | Events | Notes | Tasks rigger Hisb

Events

Event Details

Status: | Inerview Scheduled &

Schedule Event
*Start Date: 08/08/2018 _J Today 1:00 PM 3
*End Date: 08/08/2018 _} Today 2:00 PM 3

Meeting Description

Send Reminder: = Don't send reminder | before event
Recurrence: ® Does not recur
Daily
Weekly
Manthly
Yearly
Event Participants

Attendees: Highsmith, Desyra

O Attendees B Remove Attendees
Event Location

Address:

City:
State/Provinca/Ragion: | - Salect -
Postal Code:

Country: = - Salact -

B Save & Send | @ Save | [ Back

30



3. Indicate the candidates who have confirmed interviews for the job. Click the box(es
to the left of their name(s).

UMNIVERSITY
HOME PROSPECTS JOoBS APPLICANTS POSITIONS  TASKS RESOURCES SETUP
Student Assi -Human R Office (TEST) | View Posting Acl
Student - Posted Internal a
rd
JRSTSWSR) cuuty | Procssses | Forns | Aspicanteview | Posing | Postions | z
Applicant status updated successfully o
=
All Job Applicants - Student or Adjunct % @
Pre
Student or Adjunct
Pot
D Add an Applicant Jol
A ;] =] D E F G H J K L M N o P Q R S T u v W X ¥ z All G
(3
Date Applied v I Applicant Status - Jot
Sta
Bu
DATE STUDENT Wo
[ NAME v STATUS APPLIED APPLICATION INTERVIEW HRAF ONBOARDING DISPOSITION G
#|TEST, HR Submitted 08/08/2018

[ ] ©
5 First Next Last | 25 ¢}

4. Open the Bulk Actions menu at the bottom of the page and select scheduled. The
green arrow 1n the interview celumn will change to black circle

rlemauss L
Disposition Code
Update Disposition Cade
I Position ONS  TASKS RESOURCES  SETUP
Attach to Position(s)
Schedule Evaluation

Schedule Evaluation 1 (TEST) ClViewPosting | Actl
19 Verification - Process Status &
Not Started &£
e [ roms | sonteaniRven | Posing | Fotios | g
| Pending EX
I Phone Screening - Process Status Applicant status updated successfully 0.
Mot Started =1
Qualified: Proceed g &
Less Qualified/No Interview L
Scheduled Erot
Application - Process Status Post
Not Started
i 9 Add an Applicant Job
Completed | J K L M N [¢] P Q R s T u v w X Y z All peoe
T Stat
HRN:EWGW Process Status Bud:
| NotStarted APPLICATION SO ONBOARDING DISPOSITION e
Qualified: Proceed
| Did Not Meet Minimum ®
Met Minimum: Not Interviewed
I Committee Review - Process Status
Not Started

Qualified: Proceed

Did Not Meet Minimum
Interview - Process Status

Not Started

Qualified: Proceed

Scheduled

Complete / No L gosidered
Interview 2 - Proce!
Net Started
Qualified: Proceed
Scheduled
[ | Complete | No Longer Considered

References - Process Status © 2018 ImageTrend, Inc. All Rights Reserved
Not Started
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5. After the interview click on the black circle in the Interview column to indicate if, the
candidate 1s Qualified or No Longer Considered for the position, then click Save.

STATUS DATE USER
scheduled Thu 8/9/18 at 12:10 PM Desyra Highsmith
lot Started Thu 8/9/18 at 12:09 PM Desyra Highsmith

Status: (0 Not Started
® Qualified: Proceed
() Complete / No Longer Considered

Bsave @ Close
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6. Once you have selected the student(s) you want to hire, click on the green arrowin
the Student HRAF column.

WILLIAM William Pa
UNIVERSITY
HOME PROSPECTS QLi:-LEN APPLICANTS POSITIONS TASKS RESOURCES SETUP
Student i - Human Office (TEST) 7] View Posting Actions
Student - Posted Internal & Edit Demog
# Edit Questi
R [ Poning | Posions | & swacom
pload a
All Job Applicants - Student or Adjunct + O Aftach a Ne
= CreateaTe
Student or Adjunct ) Copy Jab
Processes
9 Add an Applicant N
Q R s T u v w X, Y z Al Posting Approv
Date Applied v l Applicant Status v Job Details
Created:
Job Category:
) NAME w STATUS EQL‘EIED APPLICATION INTERVIEW ST#FEE;“T ONBOARDING DISPOSITION Status:
Budget Control
) TEST. HR In Process 08/08/2018 [ ] L ] [+ Workflow
Configuration:
l - Bulk Actions - £ First (Next Last | 25 3

7. Click START to initiate the HRAF.

HOME PROSPECTS JOBS APPLICANTS POSITIONS TASKS RESOURCES SETUP

J Evans Test 2 Evans 2 (evansj24@wpunj.edu)
** TEST - Student Assistant - TEST ** - In Process J Evans Test 2 Evans 2 Prospect Record

Demographics Jobs Duplicates DataScreening Background Checks

Offers | Questions | Forms

Forms
Form Name Due Date Status Completed Recertify Recertified By Recertified On Action|Approval Document History € Add/Remove Forms
|.{ Employment Application - Student

| { Employment Application - | Tue, 4/30/19 Start Remove
Student

|/ Applicant EEO Survey Tue, 4/30/19 Start Remove

[ Voluntary Self- Tue, 4/30/19 Start Remove

Identification of Disability
| .f HRAF - Student

|/ Human Resources Action Start Remove
Form - Student
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8. Make sure to provide the necessary information: Supervisor Name, Start Date, End
Date, Hourly Rate of Pay, Hiring Department Org Number, Timesheeet Approver 2
digit code and FOAP Number.

Human Resources Action Form - Student

Human Resources Action Form (HRAF) st 10¢ 1

Section 3: Federal Work Study Jobs Only

Maximum hours per week

Maximum total hours
Total Federal Wark Study Amount

When selecting the " Student Employee Payroll” approver, use the "Group Approval” default and de not select and individual user. Selecting an individual users will hold up
the approval process,

{8 Submit and Conbinue to Approvals (@ Save [ Exit

9. Click Submit and Continue to Approvals.

Section 1: Demographic Information
Date Initia
Job Title: =* TEST - Stugent Assistant - TEST *
Department: Payroll & Employee Benefits
ion:
Supervisor Name
1 have verifizd that there are sufficient funds for the duration of this position
Apglicant
Last Name: Evans 2 First Name: J Evans Test 2 Middle Name:
Street Address:
City: State: Zip Code
Primary Phone
Banner Number:
n 2: Assignment Details
Positon Title: ** TEST - Stugent Assistant - TEST ™
Position Number.
Start Date: 04125/2018 [ Today
End Date: [ Today
Hourly Rate of Pay
Hiring Department Org Number
Timeshest Approver 2-digit Cade
-
Enter FOAP NUMBER Received from Budaet or Financial Aid Office From Which Student Will Be Paid
T0 VERIFY THE CORRECT FOAP # PLEASE CLICK HERE: hifps:/fwpcennectwpunj.sdulfinanceichart_of_sccounts.ciif
| Fund [ org [ Aoct | Prdgram
I I I I
[Totais |
B Add row
Comments
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10. Form Approvers:
a) Non-Federal Work Study Positions:
Please remove Financial Aid from the default Approvers:
1.
il.
1.

1v.

Section 3: Federal Work Study Jobs Only

Maximum hours per week

Maximum total hours
Total Federal Work Study Amount

When selecting the "Student Employee Payroll” approver, use the "Group Approval™ default and dd
select and individual user. Selecting an individual users will hold up the approval process.

Submit and Continue to Approvals @) Save @ Exit

Click Edit Approvers

Click on Financial Aid Student Hires
Click the Left Arrow =

Click Save

Click Save AND Send Task

m PROSPECTS m PLEW VI POSITIONS TASKS  RESOURCES  SETUP

Jeannine Evans (evans jeannine@gmail com)

Form Approval Pasitions

*Student Template Test JME 08222018 - In Process

Positions: Available Selected 2
AA/EEQ - Financial Aid Student Hires
= T = Associate Provost Student Employee Payroll
i i rocesses Budget Office HR Student Approvals

Offers | Questions | Forms Budget Office Final

Div. VP/Provost

Financial Aid Student Hires
Human Resources

Payroll
Supervisor/Director’'Dean
SVP Admin and Finance

Form Approvers

‘orm: Human Resources Action Form - Student
‘orm Originator: Evans, Jeannine

Title
student Employee Payroll Approver: Group

) Save AND Send Task Save Approvers ONLY Approvals @ Edit Approvers

A v

EN

A
@save B@Close

3

35

not



b) Grant funded student assignments

Please remove Financial Aid from the default Approvers and add Grants:
1. Click Edit Approvers

i1.  Click on Financial Aid Student Hires

1. Click the Left Arrow m=mm

iv.  Select Grants from the left box and click on the right arrow
W= to move them to the selected approvers. Then click on
‘UP’ twice so that ‘Grants is the first approval category.
B
=

v. Click Save
vi. Click Save AND Send Task
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POSTONS. Available Selected
Associate Provost
Budget Office
Budget Office Final
Budget Office-Second Review
Div. VP/Provost
Financial Aid Student Hires
Human Resources
Initial HR. Review
Payroll
Supervisor/Director/Dean
Financial Aid Student Hires

Student Employee Payroll
HR Student Approvals

c) Federal Work study Positions:

The default approvers are Financial Aid, Payroll then HR.
1. Click Save
i1. Click Save AND Send Task

Important: Students will not be paid until they complete the W-4 form and the I-9
verification processes. An automatic e-mail is sent to the student once a HRAF is
entered instructing them of this requirement. For FWS positions, students also have to
log in to Hire Touch and complete the onboarding forms - Hiring Addendum, Student
Employment Handbook and Confidentiality Agreement.

Once the student completes the Hiring Addendum — Student, Supervisor will receive an
email notification to complete the Supervisor Hiring Addendum.

Click on continue.
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J Test Evans Test

Demographics ~ SR Activity v Duplicates Processes Evaluations DataScreening Background Checks

Forms

Ferm Name DueDate  Status Submitted Recertify  Recertified By Action Approval History

(# Pre-Screening

(' Pre-Screening Survey 1127/21 12:54 PM Recertify View | Re-generale PDF | Edit View History | i
(& Employment Application - Student

@ Employment Application - Student 11 . 1/27/21 12:55 PM Recertify View | Re-generate PDF | Edit View History m
(# Applicant EEO Survey 21121 1271211255 PM | Recertify View | Re-generate PDF | Edit View History | iy
(& Voluntary Self-Identification of Disability 21121 1271211255 PM  Recertify View | Re-generate PDF | Edit View History
(&' HRAF - Student Il
(&' Human Resources Action Form - Student 1727421 2:36 PM Recertify View | Re-generate PDF Approvals (0/2) View History | I
@ Onboarding Package - 01 Student NON FWS

(# Onboarding - Student Employee Handbook Start i}
(¢ Onboarding - Student Confidentiality Agreement Start i)
(& Onboarding Package - 02 Student FWS

@ Onboarding - Student Employee Handbook 1/27/21 2:42 PM Recertify View | Re-generate PDF | Edit View History m
(&' Onboarding - Student Confidentiality Agreement 127/21 2:43 PM Recertify View | Re-generate PDF | Edit View History |
(& Onboarding Hiring Addendum - Student 127421 2:43 PM Recertify View | Re-generate PDF | Edit View History
(' Hiring Addendum - Supervisor

(& Onboarding Hiring Addendum - Supervisor Continue i}

The hiring Addendum will have the student’s class schedule that you can click on to
view.

Onboarding Hiring Addendum - Supervisor

Supervisor Hiring Addendum stee 1071

Addendum
Student Employment
HIRING ADDENDUM
Student ID#: Student Name: J Test
ceeionase v Tost Student Phone: 802-777-0000
. Dept. Supervisor: Student's Job Title: Payroll Test
Department:  joannine Evans 02262021
Term: ®Fal ®spring Osummer | CJSummer 11

Class Schedule Upload

Please review the student's class schedule before completing the student's work schedule with your Department, in order to avoid scheduling conflicts.

To view the student's class click the uploaded d t link "Class from WEB" (below), then proceed to fill in the student's work schedule in the "Time" column
NAME TAPE
JE Schedule Class Schedule from WEB

Complete the form with the schedule for the student employee, sign, date and Submit.
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Onboarding Hiring Addendum - Supervisor

Supervisor Hiring Addendum

o1

Addendum

Student Employment
HIRING ADDENDUM

StuoentID#:  Student Name: J Test I
855123455 Evans Test Student Phone: 802-777-0000
Dept. Supenvisor: Student's Job Title: Payroll Test
Department:
epartmen Jeannine Evans 02282021

Term Gral Esping Osummer | Osummer I

Class Schedule Upload

Please review the student's class schedule before completing the student's work schedule with your Department, in order to avoid scheduling conflicts.
To view the student's class schedule, click the uploaded i

"Class Schedule from WEB" (below), then proceed to fill in the student's work schedule in the "Time" column

NAME
J E Schedule

TYPE
Class Schedule from ¥

tr start and e

ne (ie. 10am

Thursaay

Friday
Saturday

Suneay

Agreement

Student Employment Handbook: hitps:/iwww.vipunj.edufinanciak

ssets/Student Employ

t-Handbook-2021 paf

1 acknovedge {0 have received, read, and agree to the condiions in the Wiliam Paterson U Student Empioyment Handbook Oves
1 understand that stuents are not permitied to work during their assigned class schedles Oves
Supenvisor Signature:
Today's Dale: 2 Today
= = =
Student ID# Student Name: J Test
Student Phone: 802-777-0000
855123456 Evans Test
Dept. Supervisor: Student's Job Title: Payroll Test
Department: ruden
Jeannine Evans 02262021

Term GFall Espring CJsummer | Summer 11

Class Schedule Upload
Please review the student's class schedule before completing the student's work schedule with your Department, in order to avoid scheduling conflicts.

To view the student's class schedule, click the uploaded document link "Class Schedule from WEB" (below), then proceed to fill in the student's work schedule in the "Time" column.

NAME
J E Schedule

TYPE
Class Schedule from WEB

Section B: Student Work Sehedule (To be completed by Supervisor) Enter start and end time (i.e. 10am - 12pm)
Day of the week

Monday 1-dpm
Tuesday

Wedensday

Thursday

Friday

Saturday

Sunday

Agreement

Student Empl Handbook: bty j eduff Handbook

021.pdf

“l acknowledge to have received, read, and agree to the conditions in the William Paterson University, Student Employment Handbook Yes
*I understand that students are not permitted to work during their assigned class schedules. Yes
*Supervisor Signature:

Tensa Thomas
“Today's Date

=3 03

02/05/2021 i Today

Once submitted, financial aid office will review and approve the HRAF.
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J Test Evans Test

Demographics v LR Activity » Duplicates Processes Evaluations DataScreening Background Checks

Forms

Form Name DueDate  Status Submitted Recertify Recertified By Action Approval History

(# Pre-Screening

(& Pre-Screening Survey 212621 7:05 PM Recertify Viiew | Re-generate PDF | Edit View History | [l
(' Employment Application - Student

(@ Employment Application - Student 31321 121707 PM Recertify Viiew | Re-generate PDF | Edit View History I
(# Applicant EEO Survey 313121 2126121 7:07 PM Recertify View | Re-generate PDF | Edit View History @
(& Voluntary Self-Identification of Disability 31321 a /21 7:07 PM Recertify View | Re-generate PDF | Edit View History o
(# HRAF - Student

(# Human Resources Action Ferm - Student 2126121 7:08 PM Receriify View | Re-generate PDF Approvals (073) View History | I
(& Onboarding Package - 02 Student FWS - Student forms

[# Onboarding - Student Employee Handbook 2126121 7:09 PM Receriify View | Re-generate PDF | Edit View History | [l
& O fing - Student Ci iality Age /21 7:09 PM Recertify View | Re-generate PDF | Edit View History o
[ Onboarding Hiring Addendum - Student 2126121 7:10 PM Receriify View | Re-generate PDF | Edit View History | [l
(& Onboarding Package - 03 Student FWS - Supervisor form

o fing Hiring - Sup 311721 10:38 AM Recertify View | Re-generate PDF | Edit View History o

+ Add Forms

Note: Financial office will approve the HRAF only after all the onboarding forms are
completed by the student and the supervisor.
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SENDING REGRETS LETTERS TO APPLICANTS

° Once a final candidate has been selected, and an offer accepted,
regret letters must be sent to all applicants.
o This should be done by the committee chair, or the hiring manager if

there was not a committee involved in the search process.

1. Go to the Applicants tab
2. Select the applicants to receive regret letters
3. Select Regret Letters from the Bulk drop down menu

APPLICANTS POSITIONS TASKS SETUP

Assistant/Associate Professor, Communication Disorders and Sciences BULK ACTION
Facuty i [ ' ' REGRET LETTERS
1

PRRTTSN  Actvity | Procssses | Forms | Appiicant Review

My Applied Applicants - Faculty = [ =

Hiring Administrator's View: AFT/NTP/Higher Ed Managers

Q P Q R S

arcn ' oA Date Applied 3 F
_ SCREENING INTERVIEW
e

1 NAME w sarus: NI . Aepucamon BSORET (GCMMITEEE. 4 2  REFERENCES HRAF (
B Abbassi, Ensie Submitted  12/13/2017 ® [+
g Alsalman, Ola Submitted 01/10/2018 . o
5 Bonaventura, Patrizia In Process  01/28/2018 [ ] & o -]
g Dargin, Troy In Process  10/22/2017 [ ] L (5] o
g Frisch, Stefan Submitted 11/05/2017 [ ] [+ ]
n Gregory, Kyomi Submitted  03/08/2018 ® o
r Kornisch, Myriam Incomplete  12/01/2017 [=}
5 Li, Qiang In Process  10/21/2017 & [ ] < -]
a Miawski, Elisabeth Submitted  11/03/2017 [ ] [-»]
Park, Eunsun In Process  10/20/2017 [ ] ® L3 & L] (@]
1 Regis, Theodore Submitted 02/03/2018 . (5]
g Yoo, Hyunjoo Submitted 12172017 [ ] o
7 Yoo, Hyunsoo Submitted 11/30/2017 . [ -+

i Regret - General Letter )
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Faculty - Filled

Assistant/Associate Professor, Communication Disorders and Sciences

v

My Applied Applicants - Faculty

- Bulk Actions -
Correspond
Application - Started 'Thank you for your interest'
Application Incomplete - 5 Day
Approval Form Rerouted
Employment Request Form Approval Rejected
Job Offer Response
Job Posted
Job Requisition ready for posting
Reference Received to Hiring Admin/Committee Chair’
References Not Received
Regret - General Letter
Reference Notification
Send Reference Notification
Change Status
Incomplete
Self Eliminate
Inc. Forwarded
Disposition Code
Update Disposition Code
Position
Afttach to Position(s)
Phone Screening - Process Status
Qualified: Proceed
Less Qualified/No Interview
Committee Review - Process Status
Qualified: Proceed
Did Not Meet Minimum
Interview - Process Status
Qualified: Proceed
Scheduled
Complete / No Longer Considered
Interview 2 - Process Status
Qualified: Proceed
Scheduled
Complete / No Longer Considered
References - Process Status
In Process
Approved

—

SCREENING
APPLICATION REGRET COMMITTEE

SENT

0000O0OO0OONONOGOSOSS

REVIEW

C0CeCe CO0CO00CO

Date Applied

Applicagt Status

INTERVIEW
1 2  REFERENCES HRAF
O o
o o
o o
® ® ® O

© 2018 ImageTrend, Inc. All Rights Reserved

once.

Other bulk actions can be
selected from the menu as
needed to apply action to
selected candidates at

1IRING
OFFE BA
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The Correspondence page will open
to allow you to customize the general
message if you desire.

Applicants Correspondence Details

Q, Search Select Merge Template:

«

Regret - General Letter
‘ Ensie Abbassi - enabbassi@gmail.com ‘ g

Ola Alsalman - olaalsalman@outlook.com From:

Patrizia Bonaventura - patbonavent@gmail.com talent@wpunj.edu
Troy Dargin - troydargin@yahoo.com To:

Stefan Frisch - stefanafrisch@gmail.com [Applicant Email Text]]
Kyomi Gregory - kyomig1983@gmail.com cC:

Myriam Komisch - myriam.kornisch@mcgill.ca

Qiang Li - ligiangdi@gmail.com BCC:

Elisabeth Miawski - mlawmom@verizon.net

Theodore Regis - teo.regis@yahoo.com Attachments:

Hyunjoo Yoo - hjyoo29@gmail.com
Choose Files N files selected

Hyunsoo Yoo - hyunsooyoo@gmail.com .
Subject:

Thank you for your application for [[Job Title])

Message:
[ Source B @ @]« Qb BEL ael Q[ mm =
B I US % x|/} €99 = & =||A- || Styles  ~| Fomat ~| Size ~

Thank you for applying to our opening for the [[Job Title]] with [[Job Department]]. At this point, we are proceeding with the interview process with candidates
who more closely meet the needs for this position. Should the department decide to re-evaluate your application for this posting, they will contact you directly.
In the meantime, we encourage you to continue to monitor our website for other opportunities that may better it your skills and experience.

Good luck and thank you for your interestin [[Enterprise Name]].

Human Resources
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The ‘Applicants’ you selected will be listed on the left side of the page.

If you click ‘Send to All’, each candidate would receive an individual
correspondence. (They would not all be copied on one email.

If you want to change the message for select recipients for any reason, you can click
‘Send’ and the list would only send to the applicant highlighted to the left. Once sent,
that applicant will be removed from the list and you may continue sending individually
or to all.

Applicants

Q Search Send A”

Ensie Abbassi - enabbassi@gmail.com

Send 6 emails? (Any changes made will appear on every email. To personalize each
indvidual emall use the ‘Send’ button and then select the next record from the list on the
Patrizia Bonaventura - patbonavent@gmail.com left)

Ola Alsalman - olaalsalman@outlook.com
Troy Dargin - troydargin@yahoo.com
Stefan Frisch - stefanafrisch@gmail.com

Cancel
Kyomi Gregory - kyomig1983@gmail.com

Myriam Kornisch - myriam.kornisch@mecgill.ca

Qiang Li - ligiangdi@gmail.com
Elisabeth Mlawski - mlawmom@verizon.net
Whﬁg,a;gye@;qmmg‘ggoaﬂ and confirm the message above you will see the below screen.
Hyunjoo Yoo - hjyoo29@gmail.com
Hyunsoo Yoo - hyunsooyco@gmail.com

Sending Email(s)

Email(s) are being sent. This may take a moment, feel free to switch back to the tab you

used to open bulk corespondence
Once emails) have been successiully sent this tab will close automatically

If any emails are not sent (1.e. missing recipient), this tab will remain open for review
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ADDING AN ONBOARDING PACKAGE AFTER POSTING A JOB

If you are trying to add a new form package to a currently open job posting o
missed adding one of the form packages while creating the job posting, pleasg
follow these steps to add the additional form package:

1.  Navigate to the job>select “Forms” > “Form packages”
Select the addition onboarding packages and use the right facing
arrow to move the packages to the right hand box. Scroll down
and press save.

Applcant Forms

Desk Ass|stant

Employment Applicaton - Faculty/Adpsnct

Employment Appiicaton - Intermal
Employment Application - StafilAdmin
Hospitality Services Supplemental Appliicat

HRAF

HRAF - Adjunct
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CLOSING THE POSITION

It is important to close the position as soon as possible.
Please follow the below steps to close the position:

1. Locate the JOB ID in HireTouch
a. My Dashboard -> My Active Jobs

tie Job ID Category
b MOM - Federal Work Study: Foothall Team Manager 521 Student
.

2. Draft an email to Human Resources
a. Subject Line: CLOSE JOB ID# (insert number)

b. Message: Please close the above referenced position in
HireTouch.

3. Human Resources will send confirmation once the position is closed
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