Faculty Hiring Workflow in iCIMS

This guide details the steps to create, approve, and extend an offer to a faculty
candidate in iCIMS.

1  Navigate to AU Access.



2  Click the iCIMS Hiring Platform icon.

3 From your Dashboard, click the applicable Job ID.

Entering Reasons for Selection/Non-Selection



4 Click "Candidates" tab to see the names and materials for each candidate that
applied to the job.

5 To disposition (remove from consideration) candidates, click the box to the left of
their name.



6  Click "Reject"

7  Select the applicable reason this candidate is being removed from consideration.



Select the applicable job-related reason this candidate is being removed from
consideration from the dropdown.

9 When the candidate has been selected for hire, click their name from the list of
Candidates.



10 Click the "Notes" tab.

11 Click "Leave a Note" to type the job-related reason this candidate is selected for
hire.



@ Tip! When leaving a note, please ensure the This Job Only is active. (see below)

12  Click the "This Job Only" field.



13 Click "Save"

Begin the Offer

Navigate to the Job Profile from the Dashboard or by clicking the Job Title from a
14 : .
Candidate Profile.



15 Click the "Detail" tab.

16 Based on the candidate selected for hire, confirm that appropriate background
check package and billing code are selected. "Auburn Univ - HR Faculty" will
connect the Background Check with your unit.



17 Click the "Candidates" tab.

18 Click this checkbox to the left of the candidate that is selected for hire.



19 Click "Advance"

20 Choose Selected for Hire from the list.



21 Click "Continue" if any pop-up options for Skill Survey or Truescreen are
presented.

22 Click the "Offer Details" tab.



23 Click "Edit"

24  Complete the fields and click "Save"



Complete the Controlled Technology iForm (if applicable)

25 Ifthe candidate that is selected for hire is a foreign national, click "iForms".



26 Select the "Controlled Technology Form" from the dropdown list.

27 Click "Send iForm"



28  Select "Request 3rd Party to complete this iForm." field. Click "Continue"

29 Send the iForm to the Department Head by inserting their email and Click "Send"

Approve the Offer



30 Once the Offer Details Tab is complete, Click "Advance".

31 Select "Contingent Offer (Faculty) from the list.



32 To begin the Contingent Offer Letter, Click "AU: Faculty"

33 Click "Next"



34 Review and edit the Contingent Offer Letter

35 Type the name of each Offer approver, in order of the approval.



36

Tip! The recommended Offer Approval workflow is the Department Head/Chair,
Dean, Campus HR Partner (in any order), then the Office of Equal Opportunity

Compliance (Kelley Taylor), then Office of the Provost (Michael Loyd or Amanda
Malone).

Click "Finish" to begin the Offer Approval workflow.



37 Monitor the Offer Approval Workflow in the "Offer Approval" tab.

Extend the Contingent Offer

38 Once the Offer Approval is complete, Click "Offer"



39 Click "Extend"

40 The Contingent Offer Letter will be delivered to the candidate through iCIMS
notifications. The signed Contingent Offer Letter will be retained in the Offer tab.



Contingencies

41 Once the Contingent Offer Letter is signed, Click "Advance"



42 Click "Pending Contingencies" from the list.

Tip! Moving a candidate's workflow status to "Pending Contingencies" will email
the candidate instructions to complete their portion of the background check.



From the "Overview" tab of the Candidate Profile, the following steps highlight the
43 , : ,
contingencies and where/how to satisfy them.

44 The candidate's CV is on the Candidate Profile.



45

46

Any documents that the candidate uploaded during the application process will be
housed under the Applicant Materials tab. These documents may include a cover
letter, transcripts, statements of teaching or research philosophy.

Any documents that the search advisory committee or department uploaded
during the screening or offer process will be housed under the Person

Attachments tab. These documents may include a transcripts or verification of
degree authentication.



47 For tenure eligible positions, the fully executed tenure agreement will be
uploaded on the Offer Details tab.

48 Al signed offer letters will be listed in the Offer tab.



49 The status of Reference Checks ("Assessments") and Background Checks
("Background Screen") are available from the Screen tab.

Extend the Final Offer



50 When all contingencies have been verified (see steps 44-49 above), click "Advance"

51 Click "Contingencies Verified" from the list.



Tip! The Provost's Office will confirm that all contingencies have been met and
transition the candidate into the workflow state "Offer Extended".

52 Click the "Offer" tab.



53 To begin the Final Offer Letter, Click "AU: Faculty"

54 Click "Next"



55 Click "Change template"

56 Follow the instructions from the|Provost Human Resources website to convert
the Contingent Office Letter to the Final Offer Letter. Click "Next" -



https://www.auburn.edu/academic/provost/human-resources/

57 Confirm the Offer Approval Workflow, removing the Office of Equal Opportunity
Compliance.

58 Click "Finish" to begin the Offer Approval workflow.



59 Once the Offer Approval is complete, Click "Extend"

60 The Final Offer Letter will be delivered to the candidate through iCIMS
notifications. The signed Final and Contingent Offer Letters will be retained in the
Offer tab.



Once the candidate signs the Final Offer letter, their status
will update to Offer Acknowledged and Onboarding will
assign onboarding tasks.
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