
Part-Time Faculty Hiring Workflow 

This guide details the steps to create and extend an offer to a part-time faculty 
candidate in iCIMS. 

1 Navigate to www.auburn.edu 

https://experience.elluciancloud.com/auburn/


2 Click "AU Access" 

3 Click the iCIMS Hiring Platform icon. 



4 From your Dashboard, click the applicable Job ID. 

5 Click the "Candidates" tab. 



6 Click the Candidate's Name. 

7 Click the "Notes" tab. 



8 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). 



9 Click the "This Job Only" field. 

10 Click "Save" 



11 Navigate to the Job Profile from the dashboard of by clicking the Job Title from a 
candidate's profile. 

12 Click the "Detail" tab. 



13 Confirm that the appropriate background check package and billing code are 
selected. "Auburn Univ-HR Faculty" will connect the background check with your 
unit. 

14 Click the "Candidates" tab. 



15 Click the checkbox to the left of the candidate's name and click "Advance". 

16 Choose "Selected for Hire" from the list. 



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

18 Click the "Offer Details" tab. 



19 Click "Edit" 

20 Upload the approved PROV200 or DS-2019 packet in the "Pay Evaluator/Tenure 
Agreement" field. 



21 Complete the remaining fields and click "Save". 

22 Click "Advance" 



23 Choose "Pending Contingencies" from the list. 

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



25 Monitor the Background Check on the Screen tab. 

26 When the Background Check is Complete, click "Advance". 



27 Choose "Contingencies Verified" from the list. 

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



29 From the dashboard or candidate profile, confirm the candidate's workflow status 
is "Offer Extended". 

30 Click the "Offer" tab. 



31 To begin the Offer Letter, click "AU: Faculty" 

32 Click "Next" 



33 Review and edit (if necessary) the text of the offer letter. Click "Next" 

34 Click "Finish" 



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

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




