Hiring Manager Temp Recommendation for Employment Guide

Welcome to the D11 Temp Recommendation for Employment system! Please read and follow the instructions below.

Step 1: Navigate to the Temp Recommendation for Employment. You may be asked to log in. If so, please use your D11
email address and network password.

Step 2: Click the “New” button
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Step 3: Complete each *REQUIRED field in the “Hiring Manager” Section
e Please pay attention to the help text underneath each field.
e Please do NOT complete the “Funding Section”, “Recruiter Section”, or “Compensation Section”.

Hiring Manager Section

S Hiring Manager *

& CDE Licensed " CDE Substitute Authorization * 7 PERA Retiree * Reference Checks Completed *

What Happens Next

e |F ANY of the required fields are empty/invalid, you’ll receive an email (in 1-2 min) with the subject,
“INCOMPLETE...” containing a description of exactly what is needed to complete the Temp Recommendation for
Employment and initiate the approval process. Simply re-open the Temp Recommendation for Employment and
follow the step-by-step instructions in the email.

e |F you’'ve completed all the required fields successfully and resubmitted the Temp Recommendation for
Employment, you’ll no longer be able to see it in our system. However, you will receive periodic emails notifying
you when it has moved further along in the approval process.

e |F the Temp Recommendation for Employment is “Rejected” at any point in the approval process, you’ll receive
an email with the subject, “CORRECTIONS NECESSARY...” containing the reason(s) it was rejected with step-by-
step instructions for correcting it in order to re-initiate the approval process.

What Happens Upon Final Approval
e Once the Temp Recommendation for Employment has been approved by the Compensation Department, you'll
receive an email (in 2-3 min) with the subject, “FINALIZED...” containing all the details. We recommend you
store finalization emails in a subfolder within Microsoft Outlook for future reference.
e |F a Recruiter corrects any information in the FINALIZED Recommendation for Employment, you'll receive an
email with the subject, “UPDATED...” with any changes highlighted. We recommend that you also store these
emails in a subfolder within Microsoft Outlook for future reference.



https://d11.sharepoint.com/sites/personnel/hr/recruitment/Lists/Temp%20Recommendation%20for%20Employment/AllItems.aspx

