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The Recruitment Process in SuccessFactors:  

 
The Quick Hire Process allows one person to perform all steps from creating requisition, managing candidates, offer letter 
completion and moving candidate to onboarding. Your department head, DFA and employment or payroll center should 
discuss Lecturers and Post Docs hiring needs prior to initiating the process in SuccessFactors. Because the quick hire 
process does not route for approvals within SuccessFactors, most areas complete the Lecturer and Post Doc offer letters 
through the available templates on the Provost website and route to budget approver and department head for review and 
approval, and then to candidate. Some areas require Dean approval – please review your internal process with your 
Business Manager or DFA for further guidance. 
Some areas utilize the various recruitment roles within SuccessFactors in order to provide others an opportunity to view 
hiring or candidate information. For example, a business manager or administrative assistant could be the initiator and 
assign someone from the employment or payroll center to be a department recruiter or recruiting coordinator. This would 
allow both to have access to requisition, candidate information and offer approval. Again, an internal process should be 
discussed within your college or school. 
Table of Contents 
Use the links below to move quickly to the section needed: 
1. Identify Vacant Position 
2. Create and Post Requisition 
3. Manage Candidates through Pipeline 
4. Create Offer, Offer Approval and Route to Candidate 
5. Move Candidate to Background Check 
6. Move Candidate to Onboarding 
7. Close Requisition 
 

Access SuccessFactors 

1. Visit OneCampus at 
https://one.purdue.edu/  and 
select Employee 
Launchpad. 

2. Log in using Purdue Career 
Account ID and password. 

 
    

Identify  Vacant Position  

1. Select Company Info 
from Home drop-down 

2. Select Position Org 
Chart  

                     

https://www.purdue.edu/provost/faculty/department-heads/offer-letters.html
https://one.purdue.edu/
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3. Search for Position by 
Position (number) or 
People (Person Name) 

4. Find the correct position 
ID. 

     

Create Requisition  

Click the To be hired icon on 
vacant position.  
 
(If To be hired icon is not there, 
follow page 5 of the Updating 
Position Details QRG to update 
it ‘to be hired.’) 
 

 

Click the Show Menu icon (3 
horizontal lines). 
 
Select Create Job Requisition. 

 
1. Date of New Job 

Requisition will populate 
as today’s date  

2. Requisition Template will 
match position. (Post Docs 
and Lecturer positions = 
Post Doc/LTL/Temps 
requisition template) 

 
Click Create 

 

https://sharepoint.purdue.edu/sites/treasurer/bpr/training/_layouts/15/WopiFrame2.aspx?sourcedoc=/sites/treasurer/bpr/training/Shared%20Documents/Updating%20Position%20Details.docx&action=default
https://sharepoint.purdue.edu/sites/treasurer/bpr/training/_layouts/15/WopiFrame2.aspx?sourcedoc=/sites/treasurer/bpr/training/Shared%20Documents/Updating%20Position%20Details.docx&action=default
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1. Click the Requisition icon 

 to open details 
2. Click Open Job 

Requisition icon  
3. Note: PostDoc/LTL/Temps 

Requisition Template 
should be used 

   

Scroll to view and complete the 
Job Requisition filling in all 
required fields marked with an * 
or a red outlined field. 
 
Consider adding Questions, 
when applicable. 
 
 

 
If College or Department 
internal process require other 
reviewers or others to view 
applicants, they can be added 
as Recruiting Coordinator or 
Department Recruiter.  
Most colleges add their 
Business Manager or DFA as 
Recruiting Coordinator or 
Department Recruiter so they 
can review/edit/approve 
requisition.  

Review job details by clicking 
Job Profile. (Towards top of 
page) 

 

Select 
Lecturer as 
Category 
Page for 
Lecturer and 
Limited 
Term 
Lecturers. 
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The standard profile for the 
position is displayed. 
 
Review the Job Profile and 
make edits to the text, as 
needed. 
 
Click I’m done. 

 

 
Optional:  
Click Send to Next Step  
 
If another reviewer is needed 
and you want them to review 
this requisition - could utilize 
‘Get Feedback’ and send to 
specific user. (Search has filters 
to narrow to correct user). This 
would allow a Budget Approver 
to review the requisition. 

 
 

If Send to Next Step is selected: 

 
Click Send to Next Step to approve this requisition. 

If Get Feedback is used, the next screen provides opportunity to type comments and send requisition for their review. 
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The person identified to review 
the requisition receives an 
‘Evaluation Feedback’ in their 
Recruiting Approvals. 
 

 

Similar to a Budget Approver 
role, they can edit pay 
information and add comments. 
 
They can send the requisition 
back to the person who sent it 
to them. 
 
Once received by initiator, it will 
need to move to Next Step. 

 

Job Posting – Internal  and External ,  Public and Private 
Once the Job Requisition is 
complete, the system is 
directed back to the Job 
Requisitions page. 
 
Hover the cursor over the Job 
Title and select Job Posting 
from the pop-up menu. 
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The Job Postings page is displayed for the selected requisition. 

 

For each desired Posting 
Type, enter the Posting Start 
Date. 

 

Click Post Job. 
 

Hover the cursor over the 
Posting Type paperclip icon 
to view direct URL link to the 
posting. 
 
This URL can be sent directly to 
an Internal or External 
Candidate if the requisition 
posting is Private.  

 

Managing Candidates 
 
Candidates are seen through the Job Requisition listing. Under the Candidates column, click the Number. 

 
 
The Talent Pipeline is across the top of the page. It is your tool in managing candidate process. Since this is a quick 
hire process, those tiles that make the most sense to use should be. It is not required to use all the tiles. In other 
words, you could move the candidate to hire in Background Check (if external candidate) and the rest to Not Selected. 
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All candidates start under ‘New 
Application.’  
 
To view candidate details, click 
candidate Name. 

 

Candidate details are displayed, 
including the Application 
and/or Resume.  

 

To move a candidate from the 
current status, to a different 
status along the Talent Pipeline, 
click Take Action. 
 
Select Move Candidate. 

 

Select new Status from the 
drop-down menu. 
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Enter Comments, if necessary. 
 
Click Apply Updates. 

 

Candidates can also be moved 
within the Talent Pipeline by: 
• Selecting the icon next to 

the candidate name, 
• Dragging it across the 

pipeline, and  
• Dropping it into the 

respective bucket. 

 

The usability of the following steps is dependent on candidate pool and number of interviewers: 
- Schedule interviews and download resumes (Interview Central) 
- Rating candidates (Interview Central) 

(Click here to skip this section and move to the next step – offer) 

Once candidates are moved to 
Interview tile, other interviewers 
can be set up and the interview 
can be scheduled. 
 
Click the candidate Name to 
open profile. 
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From the Interviewers section, click Set up Interviewers. 

 

Click Add Interviewer. 
 
Enter interviewer name in the 
text box and select from auto-
populated search results. 
 
Repeat for all interviewers. 

 

Enter Date and Time of the 
interview. 

 

Click the Resume checkbox to 
include candidate resume in the 
interview email. 
 
Click Send Email to notify 
interviewers. 

 

 
NOTE: Clicking Save will save the information but will not send notifications. 

Click Interview Central to print interview packets 
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Under Interview Details, click 
Print and Go! 

 

Click Print. 

 

Select desired printer and 
number of copies.  
 
Click Print. 

 
Candidates can also be rated 
through Interview Central, after 
interviews take place.  

Click Rate now. 

 
1. Select a Numerical Rating 

(from 1-5), with 5 being the 
best. 

2. Upload any Interview 
Notes. 
NOTE: Existing interview 
notes are deleted by 
submission of the next 
round of interview notes.   

3. Provide an overall Thumbs 
Up or Thumbs Down rating 
of the candidate. 

4. Click I’m Done.  

Move Candidate Offer 

Click candidate Name and drag 
and drop candidate into the 
Offer status of the Talent 
Pipeline  
Or, Select Candidate and use 
Action to move to Offer. 
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Click Apply Updates. 

 

Create Offer  Letter  and Approval  Details 
Review offer approval process with your DFA or payroll center. Both the Budget Approver and Department Head must 
approve the offer letter. In some areas, Dean approval is required. The offer letter can be created in SuccessFactors 
and approved by adding them as approvers. If the letter is created outside SuccessFactors – it must capture the 
Budget Approver and Department Head and Dean, when applicable.  
The below steps outline how to create and route offer letter in SuccessFactors. 
The same templates on the 
Provost website are used within 
SuccessFactors. Most areas 
work with Department Head and 
Budget approver on the offer 
details and then route for 
approval. 
• Offer letter template from 

Provost Offer Letter 
webpage  

 
 

Move candidate to Offer, if 
haven’t already. 
Click Name to open. 

 
 

The candidate application is 
displayed. 
 
 

 

https://www.purdue.edu/provost/faculty/department-heads/offer-letters.html
https://www.purdue.edu/provost/faculty/department-heads/offer-letters.html
https://www.purdue.edu/provost/faculty/department-heads/offer-letters.html
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Towards the upper right corner: 
• Click Take Action. 
• Select Offer. 
• Select Offer Approval. 

 

Select PostDoc/LTL/Temps 
Offer Details to complete based 
on the template. 
 
The additional Ad hoc approvers  
- Budget Approver, Department 
Head (and Dean when 
applicable) can be added here 
or towards the end of the 
template. 

 
Complete the required and 
necessary Offer Details. It is 
crucial that the values entered 
into these fields are accurate 
and reflect the information from 
the offer letter. 

 

The required fields, marked with 
an * are: 

• Offer Template 
• First Name 
• Last Name 
• EC Position Number 

(position number in the 
Org chart – where you 
created the requisition) 

• Requires Sponsorship? 
(yes or no) 

• Will the employee be a 
remote employee? (yes 
or no) A remote 
employee lives and 
works outside the state 
of Indiana. Your 
employment or payroll 
center, HR-Payroll and 
Tax can offer guidance if 
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your candidate will 
complete the I-9 as a 
‘remote’ employee. 

• Department of Offer 
Letter 

• Appointment Start Date 

Additional required fields: 

• Period Rate – this flows to 
payroll and must be 
completed. The Period Rate 
equals the pay received 
every pay period (monthly 
salary). Please contact your 
DFA for assistance. 

  
• NOTE: Even though the 

Approved Monthly/Hourly 
Rate is prepopulated, the 
period rate is still required. 
This is what will flow over 
into payroll. 

 

If you created and have the 
approved offer letter via Provost 
template – you can attach it 

Next to Offer Letter, click 
Attach a document.  

 
 

Click Choose File. 
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Locate the final, approved Offer 
Letter  
 
Click to Select. 
 
Click Open. 

 

Click Upload. 

 

Click the Use Selected 
checkbox to attach. 

 

Click OK. 

 

Verify that the Offer Letter is 
now attached to the Offer 
Approval. 
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Add approvers, as required by 
your area: 
1. Add Budget Approver first 
2. Add Department Head 

Approver second 
3. Add any additional 

approvers last 

 
1. Click Save 
2. Then click Back to 

Candidate to complete Offer 
Letter next; and/or 

3. Click Send for Approval to 
send to the ad hoc 
approvers 

 

When Send for Approval is 
selected - the approver can 
select the Pending Offer 
Approvals to review and 
approver 

 

Complete Offer  Template in Su ccessFactors 

Towards the upper right corner: 
• Click Take Action. 
• Select Offer. 
• Click Offer Letter. 

 
This is the electronic offer letter 
that will be sent to the candidate.   
When electronically creating the 
offer letter, select appropriate 
template (Lecturer and Limited 
Lecturer choose 
Faculty_Limited Term 
Lecturer or Post Doc choose 
Faculty_Post Doctoral 
Employment)  
 
Information from the Offer 
Approval populates the fields. 
Click Preview to view offer 
letter, before clicking Next Step. 
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This template was built based on 
the offer letter template on the 
Provost website.  

The Offer Letter template is 
displayed. 

 

Click Attach a document.  

 

Click Choose File. 

 

Locate the Offer Letter file you 
created earlier. 
 
Click to Select. 
 
Click Open. 

 

Click the Use Selected 
checkbox to attach. 
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Click OK. 

 

Verify that the Offer Letter is 
now attached. 

 

Click Next Step. 
 

Click Online Offer to email candidate 
for acceptance. 
 
If Candidate already accepted offer 
(outside the system) click Verbal Offer 
and move onto Background Check. 

 

When Online Offer is chosen, the Offer 
Letter Email template is displayed. 
 
All items highlighted in yellow will be 
prepopulated from the candidate 
application and profile data. 
 
Customize as needed. 
Click Next.  
A preview of the Offer Letter Email is 
displayed. 
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Perform a final review prior to sending 
email. 

Click Send. 
 

1. If online offer is selected, the candidate will receive an email notification to log in, review offer and take action. 
Please consider communicating with candidate to notify them they will need to electronically accept the offer.  

2. Once candidate accepts offer, move individual from offer to background check. 
3. The offer letter is uploaded to the Payroll SharePoint site as outlined in the process. Some areas provide the offer 

letter to their business office or employment or payroll center to upload. Please review internal process with them. 

Click candidate Name to select. 
 
Drag and drop in the 
Background Check status on 
the Talent Pipeline. 
 
Talent Acquisition will let you 
know when the check is 
completed and candidate can 
be moved to Ready to Hire (or 
if they already moved the 
candidate there).  

Email  Non-Selected Applicants,  when applicable 

Applicants who weren’t selected 
will be in the Not Selected or 
Not Selected (HM) statuses.  

Click the checkbox next to the 
Name column header to select 
all applicants. 
 
Click Action drop-down. 
 
Select Email Candidate. 
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Select appropriate email 
Template from the drop-down 
menu. 

 

The selected template is 
displayed. 
 
All items highlighted in yellow 
will be prepopulated from the 
candidate application and profile 
data. 
 
Review template and make 
edits, if needed. 

 

Click Next. 
 

Initiate Onboarding 
Once candidate is moved to Ready to Hire (after background check) onboard needs to be initiated. This step triggers 
the creation of the employee record in SuccessFactors and the collection of employee hire information such as the I-9 
completion. 

From the candidate profile, click 
Take Action. 
 
Select Initiate Onboarding. 

 

Click Confirm. 
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A notification that Onboarding 
has been initiated is displayed. 
 
Click OK. 

 

Complete Post-Hire Data Verification in the Onboarding tile 
This important step moves candidated from recruitment to onboarding. 

From Home drop-down, select 
Onboarding. 

 

The Onboarding dashboard is 
displayed. 

 

Tasks directly assigned to an 
employee can be filtered by 
clicking the My Tasks icon. 

 

Additional filter options are 
located on the left side of the 
screen. 

 

Click the link of the desired new 
hire to open My Tasks For New 
Hire. 
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Review and verify the following: 
• New Hire Name 
• Dates 
• Hire Information 
 
Please validate the new hire’s 
email address is current and 
correct. 
 
This email address will be used 
in Onboarding communications. 
 
 
Click Next 

 

 

Review and verify the following: 
• Job Location 
• Position Information 
• Onboarding Coordinators 
 
Click Next 

 

Review and verify the following: 
• Salary  
 
Click Finish 

 

Scroll to conduct a final review 
of the new hire data. 
 
Click Finish 
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Onboarding is now triggered for the new employee, which includes new hire data collection. The requisition can now 
be closed. 

Close Requisition 
Click Job Requisitions from 
Recruitment.  

Find requisition and click the 
Action icon. 
 
Select View or Edit 
Requisition. 

 

The job requisition is displayed. 
 
Select Filled from the Status 
drop-down. 

 
1. Click Save Changes. 
2. The page will reload once 

saved. 
3. Click Close Job 

Requisition 
 

The job requisition is filled and the posting is removed from all sites. 
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