Section 7

Completing the Hiring Proposal

This section includes instructions on how to
complete the Hiring Proposal
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Completing the Hiring Proposal

A Hiring Proposal is to be completed once a
successful candidate has been placed in a
status of "Recommend for Hire".
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The Hiring Proposal

« The Hiring Proposal electronically seats a successful
faculty candidate into the Position Description for which
the individual was hired via the PV PAWS Faculty
Module.

« The purpose of the Hiring Proposal is to assist the Office
of Human Resources with ensuring vacated positions
are being filled and that all pre-employment steps are
completed during the Hiring Process.
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Before Completing the Hiring Proposal

Before completing the Hiring Proposal please complete the following
steps after a successful candidate has been identified by the
department:

1. Provide the EEO Officer your interview notes and matrices (in paper
format) for all candidates screened as well as those candidates
interviewed to include the successful candidate chosen for the position.

2. Complete background check through the Office of Human Resources.

3. Send the Memorandum of Appointment or Letter of Offer only after the
background check results are clear. The Memorandum of Appointment
must contain the correct tile, title code, salary, and term. Sample
Memorandum of Appointment can be requested from the Office of
Academic Affairs. The Memorandum of Appointment is sent by the
Department via the Dean to the Provost for approval and mailing.
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Before Completing the Hiring Proposal (cont'd)

4. Begin the Hiring Proposal only after the Memorandum of Appointment
is returned with successful candidate’s signature.

5. Request an email account and telephone number by completing and
sending to the Office of Human Resources an Email Request Form for
the new faculty that is being hired.

Note: All the above listed steps must be completed prior to the five
working day deadline set by Office of Human Resources to receive
the Hiring Proposal.
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Let us complete the Hiring Proposal...
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Active Applicants

1 Record

Revere, Paul

View Staff App 0

02-14-2006 Begin Hiring ™, ||

Click here to begin the “Hiring
Proposal” for the successful applicant.

¥hecommend For Hire

Change Status [ ]

Proposal

CHANGE MULTIPLE APPLICANT STATUSES |
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fictive Applicants
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REFRESH

SAVE AND STAY ON THIS PAGE

¥iew Multiple

VIEW MULTIPLE APPLICATIONS
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YIEW ACTIYE
VIEW HISTORICAL Begin Hiring Proposal for Job Description
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PEMDING ACTIONS
SEARCH POSITIONS

Click here to Start Action.

1 Record

N action

HOME Hiring Proposé
CHANGE DEFAULT YIEW Skart Ackion
CHANGE PASSWORD
LOGOUT

for Job Description Listed Below

The bottom of the screen shows
the position for which the Hiring
CUI’I’Eﬂtl'y' Selected Position Proposal |S belng Completed

Below is the Pasition selected when this Posting was first created. To proceeddivith this Position, click the
Begin Hiring Proposal for Selected Position link above.

1 Recard
Classification Title Class Code Current Employee Last Name m
senior Student Recruiter 9571 fiktucks Hiring Proposal Updated
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PROPOSALS
SEARCH POSTINGS

SEARCH CLASSIFICATION

FROM CLASS TITLE
CANTS

SEARCH APPLICANTS

CONF NBR SEARCH
RESTRICTED LIST

ADD TO RESTRICTED LIST

SEARCH RESTRICTED LIST
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CREATE USER ACCOUNT
APPROVE
SEARCH USERS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

View/Edit Hiring Proposal for Job |

Certification
Proposal ferenc

CONTINUE TO NEXT PAGE == I

Pre-Employment and Hiring Proposal Certification

All of the following actions have been completed by the department in chronological
order to successfully seat the referenced candidate:

1. Provided the Office of Equal Opportunity interview questions and evaluation matrices
for all candidates considered and interviewed in paper format.

2. Ensured that Applicant Flow reflects applicant(s) statuse(s) throughout the hiring
process and detailed reason for each change of status.

3. Obtained results of a successful a background check on the successful candidate
provided by the Office of Human Resources, prior to making an "offer of employment”.
4. Sent a letter of offer to the successful candidate that utilizes a "template offer letter”
from the Office of Human Resources.

5. Provided the completed "Faculty/Staff Email Account Form" for successful candidate
to the Office of Human Resources upon successful candidate accepting written offer of
employment.

6. Submitted a copy of the signed letter of acceptance by the successful candidate to
the Office of Human Resources.

7. Completed Work History/Reference verification on the successful candidate and
entered the results in the hiring Proposal.

8. Initiated the Hiring Proposal prior to the candidate?s date of hire so that the Hiring
Proposal is received by the Office of Human Resources with five days from the date of
hire.

— This is the Hiring Proposal Certification
page. Dean/Directors are required to attest
the completion of the pre-employment steps
listed before routing for further approval.
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JOB POSTINGS 4. Sent a letter of offer to the successful candidate that utilizes a "template offer letter” ‘ |

SEARCH HIRING from the Office of Human Resources.

The Dean/Director will then need to certify that
» all pre-employment steps were completed prior

ucrd 10 COMpleting the Hiring Proposal.

CONFNBR SeARLH entered the results in the hiring Proposa
RESTRICTED LIST

:E[::;zz gﬁgiﬁ ﬂ 8. Initiated the Hiring Proposal prior to fhe candidate?s date of hire so that the Hiring
m Proposal is received by the Office of Hfman Resources with five days from the date of

CREATE USER ACCOUNT hire.

APPROVE

S BEG 9. Initiated an Electronic Payroll Actifin (EPA) to place successful candidate on payraoll
effective the 1st or 15th of the follofting month. Ensured the EPA has been routed

BEGIN NEW ACTION through and approved by all partieff within three working days prior to date of hire.

SEARCH ACTIONS

PENDING ACTIONS

SEARCH POSITIONS
m *Required information is denoted with an asterfBk,

HOME

CHANGE DEFAULT VIEW ) .

CHAMNGE PASSWORD :‘;ﬁﬁrﬂmﬂmﬁ

LOGOUT listed steps are completed prior to O Yes

- -mnq:lehglhel—i'ngPrcpmdmmE O Mo
successful candidate in the PY PAWS
system. Failure to cmlq:_!yuilh this. (%) Mo Response
ST nomﬂddavlt:henﬂhe =3
*Required information is denoted with an asterisk,
I CONTINUE TO NEXT PAGE >> |“
e i e e e When finished click to continue
to move to the next page. g
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JOB POSTINGS
YIEW ACTIYE
YIEW HISTORICAL

SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT YIEW
CHANGE PASSWORD
LOGOUT

A Member of the Texas ABM University System

Hiring Proposal ‘

CONTIMUE TO NEXT PAGE =

*Required information is denaoted with an asteri

Emplayee First Mame
Employee Last Mame
Social Security Murmber
Date of Birth
Recommended Salary

Proposed Stark Date

Has a Forrn SO0/EPA document been
approved by the Budget Cffice?

Has HR reviewed the offer letker?

HR Carrents:

* Department:

Certain fields will default based on previous
entries from the Position Description Module

and the Application Form. All required fields

must be completed.

|F'a|.||

Revere

s

10-10-1936

MDD -or MM-DO-T1Y

3,00

02-01-2006

@' Yes O Mo O Mo Respon:
'@' Yes C‘ Mo C‘ Mo Respon:

MMDDRYYY -or- MM-DO-YYY

Note: Please review the
document carefully to be sure

all information is correct before
moving on to the next step.

Sample CFfice
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JOB POSTINGS approved by the Budget Office?

YIEW ACTIYE ‘

Select the individuals that

VIEW HISTORICAL Has HR. reviewed the offer lether? ®ves Ono O NoRespons
SEARCH HIRING

PROPDSALS HR. Comments: :
e— should have access to review

BEGIN NEW ACTION * Department: sample Office v the position | nformation here.

SEARCH ACTIONS

PENDING ACTIONS Mot Selected Selected

SEARCH POSITIONS

Cazz, Prin Creatar, Sample

>
DeanDirector, Sample Hiring Autharity, Sample
L

Cepartmental users with permission
HOME 4t access position information
CHANGE DEFAULT YIEW ({include all departmental HVs and
CHANGE PASSWORD conkacks accessing this position)
LOGOUT

s 10 Move one individual from the
“Not Selected” box to the
“Selected” box click this button. CONTINUE TO NEXTPAGE >>

Y

Click here to continue to

SAVE AND STAY ON THIS PAGE |

move to the next page.

CANCEL PREVIEW ACTION
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PROPOSALS

SEARCH POSTINGS

:
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FROM POSITION

35
i
1

Directions: Please complete the following information
below to verify the successful candidate's work
CANTS history references. This information must be

e completed as a part of the Hiring Proposal in order

CONF NBR SEARCH for the successful candidate to begin working. Failure

to complete this section may result in the delay of
the candidate's start date.

FROM CLASS TITLE

33
G &

CREATE USER ACCOUNT
APPROVE
SEARCH USERS

JOB DESCRIPTIONS

SR ACTONS This is a “Builder Format” page. Click
scancr postTion “Add Entry” to begin entering the hires

SEARCH POSITIONS

To add a new Entry, click the Add New Entry Button Below. To view more details about an existing
entry, click the View link for the entry. To edit an existing entry, click the Edit link for that entry. To
delete an existing entry, click the Delete link for that entry

Mo Records Found

HOME L

CHANGE DEFAULT VIEW | ApDNEWENTRY |
CHANGE PASSWORD
L PR RTINS << RETURN TO PREVIOUS | | CONTINUE TO NEXT PAGE >> |
LOGOUT
b
= SAVE AND STAY ON THIS PAGE |
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FROM POSITION Add New Entry

To add a new entry, complete the following fields and then click Add Entry. If 34
add a new entry at this time, click Cancel.
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FROM CLASS TITLE *Required information is denoted with an asterisk,
APPLICANTS
SEARCH APPLICANTS Company Name: |-"-BC Company

CONF NBR SEARCH

Company Contact Name: |Jane B. Breezy

Company Contact Phone: |555—555—5555

CREATE USER ACCOUNT Date of Verification of Employment: 09/15/2009

APPROVE
SEARCH USERS
JOB DESCRIPTIONS Motes:
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS

SEARCH POSITIONS I ADD ENTRY I
HOME — CAMNCEL |

CHANGE DEFAULT VIEW
CHANGE PASSWORD

wsor Click “Add Entry” when finished.
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APPROVE
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SEARCH ACTIONS
PENDING ACTIONS
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HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT
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A Member of the Texas ABM University System

An Affirmative Action/Equal Opportunity Employer

To add a new Entry, click the A
entry, click the View link for th
delete an existing entry, cligf’the Delete link for that entry.
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Directions: Please complete the following information
below to verify the successful candidate's work
history refere

Completed as a p You_ may “View’, "Delete” or
“Edit” the work reference entry.

to complete this
the c

#New Entry Button Below. To view more details about an existing
entry. To edit an existing entry, click the Edit link for that entry. To

Existing Entries

1 Record

n Company: v Company Contact v Company Contact v Date of Verification of
Name Hame Phone Employment

View I Edit
Delete

Jane B. Breezy 555-555-5555

ADD NEW ENTRY |

<= RETURN TO PREVIOUS | I CONTINUE TO NEXT PAGE >> I

SAVE AND 5TAY ON THIS PAGE |

sk Click continue to move

to the next page.
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ork References &l il X~ Supplemental Documentation

<< RETURN TO PREVIODUS || CONTINUE TO NEXT PAGE >> CIiCk here to retrieve the
“Actual Costs” worksheet.

FROM CLASS TITLE Pleasejuse the Start-up Costs form availa dicate the actual start-up costs associated
with thls position.

SEARCH APPLICANTS
CONF NBR SEARCH

RESTRICTED LIST =
ADD TO RESTRICTED LIS
SEARCH RESTRICTED LIS

(33

bost Follow the instructional

HNote: This information is required for all tenure and tenure track faculty positions.

1. This page will require you to indicate the actual start-up costs for this appointment such as
moving cost, space needs, equipment, staff, release time, etc.

CREATE USER ACCOUNT 2. Additionally, this page will require you to calculate the actual Start-up Cost for this

APPROVE appointment based on the research grants or income received. To calculate this information

SEARCH USERS correctly you need to indicate the items associated with the grants, the amount each item will
cost, the indirect cost return (IDC return) for each item and any special requirements

LEALIL B LA, associated with each item.

SEARCH ACTIONS 3. Once the form has been filled out, please save it and then attach it to the St

PENDING ACTIONS

SEARCH POSITIONS attach slot on the "Supplemental Documents" page of the Hiring Proposal. Cl |Ck CO n‘“ n ue to move
HOME - *Required information is denoted with an asterisk. to th e n ext pag e

CHANGE DEFAULT VIEW
CHANGE PASSWORD

CHAMNGE USER TYPE *Required information is denoted with an asterisk,
LOGOUT
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<< RETURN TO PREVIODUS I CONTINUE TO NEXT PAGE >> I
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s is the “actual start-up costs” worksheet. Indicate the |SS=EEEIIISINIE
Information for each column below. The object of this

worksheet is to calculate the estimated net start-up costs

associated with the position.

Year(s) Amount Acct # | Comments/Justification
Cost will
be

incurred

Moving Costs
Need Space (attach space request -
form)
Office
Lab
Equipment
Computer
Printer
Other (Describe)
Staff
Graduate Assistant
Student Worker
Other (Describe)
Released Time
Fall
Spring
Sunumner
Professional Development
(Describe)




|Hmm| -

e dhr - B deh v |ikPage - {CF Tools - (@)~ @ W
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ST
Graduate Assistant
Student Worker
Other (Describe)

Released Time
Fall
Spring
Sununer

Professional Development
(Describe)

Summer Research

Other:
Other: A
Other:
Actual Total Start-up Cost (Sum of dollar amiounts entered in to the Amount column):
S

You will then need to determine the “Actual Total

Start-up Cost” by calculating the sum of the dollar
amounts entered in to the “Amount” column.
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= SRS [ncome sources the hire will bring to the University.

Less: Research Grants & Income source the position jis expected to bring to PVAMU:

Item et Lol =l YOU Will then need to
Return ureir

(%) et determine the “Total
Text field (User will added info) ”

Text field (User will added info) T Grants/Income” by
Text field (User will added info) calculating the dollars
Text field (User will added info) amounts entered in the
“Amount” column.

Total Grants/Income (Sum of dollar amounts entered in to the ARG uL T IomanG™ 5

Actual  Costs (Total Start-up costs — Total Grants/Income): _$

To determine the “Actual Net Start-up Costs, you need to subtract

the “Total Start-up Costs” minus “Total Grants/Income”.
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FROM POSITION
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FROM CLASS TITLE
CANTS

SEARCH APPLICANTS
CONF NBR SEARCH
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1
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CREATE USER ACCOUNT
APPROVE
SEARCH USERS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

1 | =

LS

« Welcome
Your Currel

You will need to “Save” the Actual Costs worksheet to
your computer and then attach it to the “Supplemental
Documentation” of the Hiring Proposal.

Hiring Pr-.posal

Document Type Attached Document

Start Up Costs Mot Attached

Certification

1 Record

Attach / Rednove

Attach

<= RETURN TO PREVIOUS I I CONTINUE TO NEXT PAGE >> I

SAVE AND 5TAY ON THIS PAGE I

CANCEL VIEW ACTION SUMMARY ==
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J0OB POSTINGS

SEARCH HIRING
PROPOSALS

SEARCH POSTINGS

:
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FROM POSITION

35
i
1

FROM CLASS TITLE
CANTS

SEARCH APPLICANTS
CONF NBR SEARCH

5

33
G &

CREATE USER ACCOUNT
APPROVE
SEARCH USERS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME L
CHANGE DEFAULT VIEW
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT
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e e e b e e T, spert 24,20 1
View/Edit Hiring Proposal for Job Description Listed Below
“Browse” to retrieve your saved i
Actual Start-up Costs worksheet.
Upload a new document: -
Browse below to select a document t ociate.
File: | |[ Browse_.. |
ATTACH |< . ’ ’ .
Click “Attach” to insert the
e re———, Worksheet into the Hiring Proposal.
Please either copy and paste document text or type from scratch into the box below to associate a
document.
Text: | e
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10B POSTINGS s}
SEARCH HIRING « Welcome Jana Smith. You are logged in with University View.
PROPOSALS Your Current Group: Human Resources. Thursday, September 24, 2003
SEARCH POSTINGS

:
;

FROM POSITION View/Edit Hiring Proposal for Job Description Listed Below

el
i
1

FROM CLASS TITLE
CANTS

SEARCH APPLICANTS
CONF NBR SEARCH

5

el
G &

CREATE USER ACCOUNT
APPROVE << RETURN TO PREVIOUS I I

SEARCH USERS I
10B DESCRIPTIONS SAVE AND 5TAY ON THIS PAGE

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

CONTINUE TO NEXT PAGE >=> I

CANCEL VIEW ACTION SUMMARY >>
HOME L

CHANGE DEFAULT VIEW
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT
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= = YOu can “Remove” or “View”
JOB POSTINGS -
ﬁiszsunﬁ « Welcome Jana Smith. You are logge the attached dOcument.

Your Current Group: Human Resources.
SEARCH POSTINGS

LS

:
;

FROM POSITION

el
i
1

FROM CLASS TITLE
CANTS

SEARCH APPLICANTS
CONF NBR SEARCH

5

1 Record

Attach / Reshove Document Type Attached Document Viev: Document

Start Up Costs Attached

Remove

el
G &

CREATE USER ACCOUNT I

APPROVE <= RETURN TO PREVIOUS I CONTINUE TO NEXT PAGE >> I

BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS

CEARCH POSITIONS Click continue to move
oM
HOME - CANCEL VIEW ACTION SUMMARY >> to the next page.

CHANGE DEFAULT VIEW
CHANGE PASSWORD
CHANGE USER TYPE
LOGOUT

SEARCH USERS
JOB DESCRIPTIONS SAVE AND STAY ON THIS PAGE I T
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VIEW ACTIVE

VIEW HISTORICAL
SEARCH HIRING
PROPOSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME

CHANGE DEFAULT VIEW
CHANGE PASSWORD
LOGOUT

* HR HOME

S ) ) el N
@ PRAIRIE VIEW A&M Gl i "(
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An Affirmative Action/Equal Opportunity Employer
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« Welcome Test Creator. You are logged in with Department View. |

View Hiring Proposal for Job Description Listed Below
Summary

To change the status of this action, choose from the statuses below:

{55 Printer-Friendly Version

Select the appropriate radio button to
Osove 4 route the Hiring Proposal to the next

(%) submit Hiring Proposal to Dean,Director | 0 13 0 b1
evel of approval and click “Continue”.
CANCEL || CONTINUE | pp |

dit

Certification

Hiring Proposal
Ernployes First Mame John
Employee Last Mame Doe

Employes UIM

[

[




{= PVAMU User Site - Windows Internet Explorer

G- o @5 | [k

Hmm| -

w o [ PVAMLI User Site ]_\ 2~ B - &= ~ |:Page - {C Tools ~

@ PRAIRIE VIEW A&M Gl .:‘ 3 ’h "Eﬂ W&' &1

A Member of l.ﬂﬁt '.rex as nah.'l.Uniwe.rsilty s.ystem J o BS@ PVAM U

JOB POSTINGS
VIEW ACTIVE « Welcome Test Creator. You are logged in with Department View. |
VIEW HISTORICAL
SEARCH HIRING
PROPOSALS Confirm Change Action Status

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

MIN
HOME
CHANGE DEFAULT VIEW

(L EE S AL Submit Hiring Proposal to Dean/Director

LOGOUT
€O BACK || CONFIRM |

You are about to change this action to the following status:

o HRHOME Click “Confirm” to ensure your Hiring

Proposal routes to the next level.
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JOB POSTINGS
YIEW ACTIYE
YIEW HISTORICAL
SEARCH HIRING
PROPDSALS

JOB DESCRIPTIONS
BEGIN NEW ACTION
SEARCH ACTIONS
PENDING ACTIONS
SEARCH POSITIONS

HOME
CHANGE DEFAULT YIEW
CHANGE PASSWORD

LOGOUT ¢

+ 'Welcome Sample Hirving Authority, ‘You are logged in with Department Yiew, Tuesday, March 7, 2006
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For questions regarding the PV PAWS system please contact:

Elmary Wells
Human Resources Specialist
Office of Human Resources
(936)261-1723
elwells@pvamu.edu

or

Jana Smith
Employment Analyst
Office of Human Resources
(936) 261-1729
Ibsmith@pvamu.edu
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