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Agenda
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• Pre-Survey

• Recruitment Process

• Onboarding

• Work Study Hiring Process

• Time Savers

• Resources

o Hiring Toolkit

o Quick Reference Guides



Recruitment is a Collaborative Process
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Recruitment Pre-Survey
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Could we get a step by step instruction document for 
hiring work study students?

Are there tips on how to figure out where your 
requisition/candidate is “stuck”?



Recruiting Overview



Recruiting Overview
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Step 1

Step 2

Step 3

Communicate internally to determine vacancies.
Determine the following and completes necessary pre-work:

• Hiring Manager/Hiring Manager Assistant/Collaborators
• Target Start Date
• Pay Rate

Confirm completion of required HCM Recruiting Access in the Employee 
LearnCenter.

Review the Hiring Toolkit and Quick Reference Guides.

Create a requisition in HCM Recruiting.
Utilize Quick Reference Guides based on hire type:

• Administrative or Benefited Staff Hire
• Academic Hire
• Non-Benefited Staff / Graduate Assistant / Work Study Hire

Department Step

https://www.uwyo.edu/hr/hiring-toolkit/ofccp-hcm-recruiting-access.html
https://uwyo.learn.taleo.net/
https://www.uwyo.edu/hr/hiring-toolkit/
https://uwyo.teamdynamix.com/TDClient/KB/?CategoryID=11772
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=67296
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=63458
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=68468


Recruiting Overview
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Step 4

Benefited:
• Hiring Manager screens candidates and provides a matrix for EEO and 

HR approval. 
Non-Benefited:

• Hiring Manager selects candidates and moves them into the status of 
Interview.

Step 5

Step 6

Direct hires:
• Manager provides application link to candidate.

Hiring Manager progresses the candidate through the interview process as 
directed in the Quick Reference Guide.

Department Step

Non-direct hires:
• Applications received until posting closes. 

Candidate Step



Recruiting Overview

8Department Step HR Step

Step 7

Hiring Manager gives verbal offer to candidate and confirms:
• Start Date
• Rate of Pay
• At-Will/Classified (if applicable)
• Probationary Period (if applicable)

Obtain approvals for final candidate selection from EEO/HR, if required.

Step 8

Step 9

Employment & Staffing Partner creates an offer letter.
Offer letter is sent for approval.

• Please confirm the correct:
o Start Date
o Rate of Pay



Recruiting Overview
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Step 
10

Step 
11

Benefited:
• Employment & Staffing Partner extends the offer letter for benefited 

hires.
Non-Benefited:

• Employment & Staffing Partner extends and accepts the offer on behalf 
of the candidate.

Employment & Staffing Partner requests 2nd pass information, if needed.

• Social security number
• Date of Birth

• Gender
• W#

Offer letter is approved.

Department Step HR Step

Step 
12

Perform background check when needed. Once background check is clear and 
complete, candidate is exported for Records to input into HCM.

• Please Note: Until Human Resources has entered the employee’s active 
record in HCM, they will not be able to complete training to enter Time 
and/or Absences in HCM.



Recruiting Overview: Onboarding
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1

Supervisor communicates onboarding steps to employee:

I-9: When needed, employee receives an email to complete section 1 from Sterling
Talent Solutions.

• Section 1: To be completed on or before their start date.
• Section 2: Must be completed within 3 business days of their start date.

• Per Federal Law, documents must be an original or certified copy.
• Please communicate to the employee regarding this information.
• Let Human Resources know if your employee is a remote hire.

Employee LearnCenter: Employee should complete assigned training in My 
Learning Plan. 

HCM Personal Information, W-4, Direct Deposit:
• Verify mailing, permanent address, and additional personal

information in HCM once access is granted post training.
• Complete W-4 and Direct Deposit in HCM.

2

3



Work Study Hiring Process



Work Study Banner Integration
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Hiring Manager steps:

1) Hiring Manager creates requisition.

2) Employment & Staffing Partner posts the requisition to the Student and Work Study site.

3) Hiring Manager reviews candidate files and marks the below fields to ensure eligibility:

a. Fall 2019

b. W# (Make sure a capital W is entered with 8 digits)

c. Indicate if Current or Previous UW Employee

4) Banner Integration runs and changes candidate to “Passed Screen” or “Failed Screen”.

5) Hiring Manager reviews applicants marked as “Passed Screen”.

6) After the Hiring Manager selects and interviews candidates, they will move candidates 
into “Rejected” or “Proceed to Written Offer”. Provide verbal offer prior to changing a 
candidate’s status.

7) Employment & Staffing Partner creates a written offer and extends it to the candidate. 
Once accepted, the Employment & Staffing Partner finalizes the hire.

*Please note: Banner Integration runs to ensure that all individuals who 
applied have Work Study funding available for them.



Work Study Banner Integration
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For additional information, see the Work Study Hires Quick Reference Guides.

https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=76388


Graduate Assistant Hires
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More Information to Follow:

Graduate Assistant Task Force will be scheduling a meeting during the week of 
July 29th with Cost Center Approvers, Decentralized Human Resources 
Representatives, and others to relay the Graduate Assistant process.



Candidate Application



Step 1: Sign In or Create Account
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Step 2: Resume Upload
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*Resume upload only required if listed in posting.



Step 3: Personal Information
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*Items required



Step 4: Job Specific Questions
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*Items required



Step 5: Education

20*Items required or Remove Education if none available



Step 6: Employment History
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Step 7: Certifications and Licenses
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Step 8: References
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Step 9: File Attachments

24



Step 10: Diversity Survey
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Step 11: eSignature
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Step 12: Submit 
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Time Savers



Time Saver – Duplicating a Requisition
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Time Saver – Hire Multiple Individuals on 1 Requisition
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Time Saver – Internal Candidates Apply in HCM
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To apply as an internal candidate, you can access internal job 
opportunities in HCM > My Profile.



Time Saver – Extending Offers Hourly, Non-Benefited 
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• For Hourly, Non-Benefited Hires:
• Human Resources has eliminated extending offers to candidates.
• Once an offer is approved, it will progress to 2nd Pass, Background 

Check, or Hired.

Offer Approved
2nd Pass 

Information
(if needed)

Background 
Check 

(if needed)

Exported to 
Records



Time Saver – Extending Offers Hourly, Non-Benefited 
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To assist in managing your hire, here is how to view where your 
candidate is at in progress:

Go to WyoWeb > Human Resources > Hiring Toolkit >                                    
Where is My Candidate at in the Hiring Process?

https://wyoweb.uwyo.edu/
https://www.uwyo.edu/hr/
https://www.uwyo.edu/hr/hiring-toolkit/index.html
https://www.uwyo.edu/hr/hiring-toolkit/where-is-my-candidate-at-in-the-process.html


Additional Resources



Hiring Toolkit
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https://www.uwyo.edu/hr/hiring-toolkit/


New & Updated Quick Reference Guides
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For additional Recruitment quick reference guides, please see the WyoCloud 
Knowledge Base > Quick Reference Guides > Recruiting & Onboarding.

Reviewing Tasks and Pending Approvals in Recruiting - NEW!

Delegating Approvals in Recruiting – NEW!

Scheduling Interviews for Benefited Hires – NEW!

Create Requisition for Non-Benefited Hire

Managing and Progressing the Candidate Pool: Non-Benefited Hires

Managing and Progressing the Candidate Pool: Benefited Hires

https://uwyo.teamdynamix.com/TDClient/KB/?CategoryID=11772
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=83711
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=83751
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=83760
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=68468
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=76380
https://uwyo.teamdynamix.com/TDClient/KB/ArticleDet?ID=76368


Questions
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If you have additional questions, please contact:

Help Desk: userhelp@uwyo.edu or

307-766-4357, Option #1

Human Resources: 307-766-2377

Individual Working Sessions are available for 

registration in the Employee LearnCenter.

• These sessions are open to all questions 

related to WyoCloud Finance & HCM.

mailto:userhelp@uwyo.edu

