
 

Supervisor Toolkit  

HR Certificate Program  

 

Leadership and Organizational Development 

HR Partnership 

Certificate 

Module  
 
Earn a certificate by 

completing the HR 

Partnership module and 

assessment.  

 

This certificate is 

awarded in recognition of 

your fundamental 

knowledge of key HR 

activities, staff and 

supervisor development 

resources, and University-

wide policies and 

practices. 

 

 

 

Adhoc Activities 

 Hiring and onboarding, 

orientation of faculty, staff, 

and students 

 Training and career 

development,  

progressive discipline 

 Bravo awards 

 Supervising Remote Teams 

Regularly Scheduled 

Activities 

 Recording time and leave 

Biannual / Annual 

Activities 

 Benefits open enrollment 

 Goals management, annual 

review, and merit process 

 Promotion processes 

Development Resources 

Web Based 

 Business Book Summaries 

 LinkedIn Learning 

SuccessFactors 

 Performance and Goals Management System 

 Learning Management System 

 Learning Management System Tutorial (video) 

Earn College Degree 

 Fee Remission Policy 

 Fee Remission Processes 

 Purdue Global Fee Remissions 

Careers 

 Careers@Purdue 

 Career Path Maker 

 Career Stream Comparison Tool 

Policies and Practices 

 Faculty Policies 

 Staff Policies 

 University Policy Website 
 

Payroll 

Certificate 

Module 
 
Earn a certificate by 

completing the Payroll 

module and assessment.  

 

This certificate is 

awarded in recognition of 

your fundamental 

knowledge of recording 

leave time, recording 

time worked, and basic 

knowledge of the tools 

and resources needed to 

properly execute payroll. 

 

Recording Leave Time  

 Personal Leave 

 FMLA and Paid Parental 

Leave 

 Business Leaves 

 Other Leaves 

 University Holiday 

 Leave Policy Grid 

 Pay Calendars 

 Training & Help Resources 

Recording Time Worked 

 Wage & Hour Procedures 

 Webclock 

 Supervisor Resources 

 

Using SuccessFactors 

 SuccessFactors Pay 

Statement QRG 

 SuccessFactors Navigation 

Video 

 

 

Begin Module 

Begin Module 

https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hr-partnership/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hr-partnership/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hr-partnership/story_html5.html
https://www.purdue.edu/hr/COVID-19/hireonb/index.php
https://www.purdue.edu/hr/neo/neoonline.php
https://www.purdue.edu/hr/mngcareer/index.php
https://www.purdue.edu/hr/mngcareer/index.php
https://www.purdue.edu/hr/mgrres/wrkplc/dispgriev.php
https://www.purdue.edu/hr/workpurdue/awardrec/bravo/Index.html
https://www.purdue.edu/hr/lod/media/docs/supervising-remote-teams.pdf
https://www.purdue.edu/hr/paytimepractices/index.php
https://www.purdue.edu/hr/benewell/index.php
https://www.purdue.edu/hr/mngcareer/perfmerit/index.php
https://www.purdue.edu/hr/mngcareer/perfmerit/index.php
https://www.purdue.edu/hr/mngcareer/compguidelines/index.php
https://www.purdue.edu/apps/account/cas/login?service=http%3a%2f%2fezproxy.lib.purdue.edu%2flogin%3fqurl%3dezp.2aHR0cDovL3NlYXJjaC5lYnNjb2hvc3QuY29tL2xvZ2luLmFzcHg.YXV0aHR5cGU9aXAsdWlkJnByb2ZpbGU9YmJz
https://www.linkedin.com/slink?code=gMTRN7K&_ga=2.207024467.1594207492.1591641348-956467278.1568824969
https://www.purdue.edu/hr/mngcareer/perfmerit/index.php
https://performancemanager8.successfactors.com/sf/learning?destUrl=https%3a%2f%2fpurdueuniv%2eplateau%2ecom%2flearning%2fuser%2fdeeplink%5fredirect%2ejsp%3flinkId%3dLEARNING%5fPLAN%26fromSF%3dY&company=purdueuniv
https://www.purdue.edu/hr/lod/media/videos/lms/SuccessFactors-LMS-Navigation-Tutorial/story_html5.html
https://www.purdue.edu/policies/business-finance/iid3.html?_ga=2.124619722.1922515989.1578923411-1527241025.1569420693
https://www.purdue.edu/hr/mngcareer/tropp/feeinfopu.php
https://www.purdue.edu/hr/mngcareer/tropp/puglobalfeere/index.php
https://careers.purdue.edu/
https://cpm.mendixcloud.com/?_ga=2.1853233.1648297564.1591780934-856879537.1529663862
https://www.purdue.edu/hr/mngcareer/carpath/profdevplan.php
https://www.purdue.edu/policies/faculty.html
https://www.purdue.edu/policies/staff.html
https://www.purdue.edu/policies/
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/payroll/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/payroll/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/payroll/story_html5.html
https://www.purdue.edu/hr/paytimepractices/timeoff/perLeave.php
https://www.purdue.edu/hr/paytimepractices/timeoff/fmla.php
https://www.purdue.edu/hr/paytimepractices/timeoff/fmla.php
https://www.purdue.edu/hr/paytimepractices/timeoff/busleave.php
https://www.purdue.edu/hr/paytimepractices/timeoff/otherleave.php
https://www.purdue.edu/hr/Benefits/LTD/holidays.php
https://www.purdue.edu/hr/lod/media/docs/fcp/BenefitGroupsCareerLevelCrosswalk.pdf
https://www.purdue.edu/hr/paytimepractices/paycontractdates/index.php
https://www.purdue.edu/hr/paytimepractices/paycontractdates/index.php
https://www.purdue.edu/hr/paytimepractices/timehelpres/index.php
https://www.purdue.edu/hr/paytimepractices/wagehourpro/index.php
http://webclock.purdue.edu/?_ga=2.251956873.1288792440.1593361147-1527241025.1569420693
https://www.purdue.edu/hr/paytimepractices/supres.php
https://www.purdue.edu/hr/mgrres/sucfactors/sftraining/navTimeKOff/supportingDocs/SuccessFactors%20Pay%20Statement.docx
https://www.purdue.edu/hr/mgrres/sucfactors/sftraining/navTimeKOff/supportingDocs/SuccessFactors%20Pay%20Statement.docx
https://www.purdue.edu/hr/mgrres/sucfactors/sftraining/navTimeKOff/navVideo/index.html
https://www.purdue.edu/hr/mgrres/sucfactors/sftraining/navTimeKOff/navVideo/index.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hr-partnership/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hr-partnership/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/payroll/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/payroll/story_html5.html


 

Supervisor Toolkit  

HR Certificate Program  

 

Leadership and Organizational Development 

Compensation 

Certificate 

Module 
 
Earn a certificate by 

completing the 

Compensation module 

and assessment.  

 

This certificate is 

awarded in recognition of 

your fundamental 

knowledge of Purdue’s 

compensation 

philosophy, job family and 

pay structures, and 

compensation guidelines.  

 

Job Family Structure  

 Job Family Structure 

 Career Stream Level Guide 

 Career Path Maker 

Pay Structure 

 Staff Pay Band 

Information 

  
 

Compensation and Pay 

Guidelines 

 Compensation 101 

 New Hire Compensation 

Guidelines 

 Determination of Merit and 

Promotion Increases 

 Staff Promotion Guidelines 

 Position Changes and Pay Band 

Impact 

 Off Cycle Compensation 

Adjustments 

 

Hiring and 

Onboarding 

Certificate 

Module 
 

 

Earn a certificate by 

completing the Hiring and 

Onboarding module and 

assessment.  

 

This certificate is 

awarded in recognition of 

your fundamental 

knowledge of recruiting 

talent, selecting talent, 

and onboarding and 

orientation of new hires. 

 

Recruiting  

 Recruiting Processes 

 Position Description 

 

Additional Resources 

 Advertising and Social 

Media 

 SuccessFactors and the 

Purdue Hiring Process 

 Organizational Structures 

and Positions 

 Faculty Dual Career and 

Relocation Service 

Selecting  

 Staff Recruitment 

and Selection Procedure 

Manual for Supervisors 

Onboarding and Orientation 

 Hiring and Onboarding  

 Onboarding Best Practices 

 Onboarding Guide  

 Onboarding Dashboard 

 Frequently Asked Questions 

 University-Wide Orientation 

 Orientation Resources 

 Supervisor’s Guide to 

Onboarding and condensed 

online version 

 

 

 

Begin Module 

Begin Module 

https://www.purdue.edu/hr/lod/media/videos/hr-fcp/compensation/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/compensation/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/compensation/story_html5.html
https://www.purdue.edu/hr/mngcareer/carpath/jbstruc.php
https://www.purdue.edu/hr/mngcareer/carpath/jbstruc.php
https://www.purdue.edu/hr/mngcareer/supportingDocs/CareerStreamGuide-Final.pdf
https://www.purdue.edu/hr/mngcareer/supportingDocs/CareerStreamGuide-Final.pdf
https://cpm.mendixcloud.com/?_ga=2.99632926.166905547.1593032522-1527241025.1569420693
https://www.purdue.edu/hr/mngcareer/compguidelines/staffpb.php
https://www.purdue.edu/hr/mngcareer/compguidelines/staffpb.php
https://performancemanager8.successfactors.com/sf/learning?destUrl=https%3a%2f%2fpurdueuniv%2eplateau%2ecom%2flearning%2fuser%2fdeeplink%5fredirect%2ejsp%3flinkId%3dCURRICULA%26qualID%3dWL%5fHR%5fCOMPENSATION%26fromSF%3dY&company=purdueuniv
https://www.purdue.edu/hr/mngcareer/compguidelines/newhirecomp.php
https://www.purdue.edu/hr/mngcareer/compguidelines/newhirecomp.php
https://www.purdue.edu/hr/mngcareer/compguidelines/meritproinc.php
https://www.purdue.edu/hr/mngcareer/compguidelines/meritproinc.php
https://www.purdue.edu/hr/mngcareer/compguidelines/stproinc.php
https://www.purdue.edu/hr/mngcareer/compguidelines/poschgpbim.php
https://www.purdue.edu/hr/mngcareer/compguidelines/poschgpbim.php
https://www.purdue.edu/hr/mngcareer/compguidelines/offcycle.php
https://www.purdue.edu/hr/mngcareer/compguidelines/offcycle.php
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hiring-onboarding/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hiring-onboarding/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hiring-onboarding/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hiring-onboarding/story_html5.html
https://www.purdue.edu/hr/mgrres/rechireemp/index.php
https://www.purdue.edu/hr/mngcareer/supportingDocs/Position-Description-Template.docx
https://www.purdue.edu/hr/hiring/resources/advsocmedia.php
https://www.purdue.edu/hr/hiring/resources/advsocmedia.php
https://www.purdue.edu/hr/hiring/resources/sfrolestraining.php
https://www.purdue.edu/hr/hiring/resources/sfrolestraining.php
https://www.purdue.edu/hr/hiring/resources/orgStructure.php
https://www.purdue.edu/hr/hiring/resources/orgStructure.php
https://www.purdue.edu/hr/hiring/dualcareer/relocation.php
https://www.purdue.edu/hr/hiring/dualcareer/relocation.php
https://www.purdue.edu/ethics/Search_Screen/StaffRecruitmentManual.pdf
https://www.purdue.edu/ethics/Search_Screen/StaffRecruitmentManual.pdf
https://www.purdue.edu/ethics/Search_Screen/StaffRecruitmentManual.pdf
https://www.purdue.edu/hr/COVID-19/hireonb/index.php
https://sharepoint.purdue.edu/sites/treasurer/bpr/training/Shared%20Documents/Onboarding%20Best%20Practices.docx?_ga=2.12749554.450114440.1592315300-257241125.1568652699
https://www.purdue.edu/hr/neo/onbrdguide.php
https://sharepoint.purdue.edu/sites/treasurer/bpr/training/Shared%20Documents/Viewing%20the%20Onboarding%20Dashboard%20-%20Supervisor.docx?_ga=2.54530030.450114440.1592315300-257241125.1568652699
https://sharepoint.purdue.edu/sites/treasurer/bpr/training/Shared%20Documents/Viewing%20the%20Onboarding%20Dashboard%20-%20Supervisor.docx?_ga=2.54530030.450114440.1592315300-257241125.1568652699
https://www.purdue.edu/hr/neo/newemporiresfaq.php
https://www.purdue.edu/hr/neo/neoonline.php
https://www.purdue.edu/hr/neo/neoresources.php
https://www.purdue.edu/hr/neo/supportingDocs/supervisorGuideOnboarding.pdf
https://www.purdue.edu/hr/neo/supportingDocs/supervisorGuideOnboarding.pdf
https://www.purdue.edu/hr/neo/onbrdguide.php
https://www.purdue.edu/hr/neo/onbrdguide.php
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/compensation/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/compensation/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hiring-onboarding/story_html5.html
https://www.purdue.edu/hr/lod/media/videos/hr-fcp/hiring-onboarding/story_html5.html

