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Agenda

* Human Resources
* General Updates
* Updated Recruiting Email Notifications

* Finance
* Expense Report Approval Email Enhancement

* WyoCloud Quarterly System Update

* New! Global search on homepage
* Improvements to Absences: addition of accrual details, etc.
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* HRMS Sunset: Items to download
* Past pay slips
* Previous W-4s (2019 W-4s will be available in HCM)
* PDQ (if desired)

* Decentralized Human Resources: Area of Responsibility
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Updated Recruiting Notifications

Current Notifications

* Notification of Candidate Progression

* “This 1s a notification indicating that this Requisition: Otfice Associate, Senior,
Requusition ID# 190012306, 1s progressing. At least one candidate has just been
moved to: Screen (Requires EEO Approval), To be Reviewed by Hiring
Manager .”

* New Step Reached

* “A new step has been reached in the selection process for your requisition Office
Associate, Requisition ID #19001237: Screen (Requires EEO Approval) ,
Under Review by Hiring Manager .”

* FEEDBACK — These messages were too cryptic and unclear as to what
action owners needed to take
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Updated Recruiting Notifications

Updated Notifications

* Notification of Candidate Progression and New Step Reached Notifications
ALL turned OFF — you should no longer receive these.

* Staffing Partners have identified important steps of the process for Hiring
Managers and Hiring Manager Assistants to receive notifications that relate to
the following:

* Requisition Process

* Job Posting

* Candidate Application
* Status Changes

* Job Unposting

* Offer Process

* Hire Complete
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Requisition Approval Request

Who: Approver(s)

. Your approval is requested for the following Requisition:

Eequisition Title: Director
Eequisition ID: 19001240
Eequested by: Deborah Maria Marutzky

Comments: test

Click "Respond..." to view more details and respond to the approval request as soon as
possible.
Respond...

ﬁ UNIVERSITY or WYOMING




Updated Recruiting Notifications

Requisition Posting Notification

Who: Hiring Manager / Hiring Manager Assistant

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

*
2

Please note that a job advertisement has been posted for the following requisition:
19001240 - Director, by Deborah Maria Marutzky.

CQuestions regarding this posting can be directed to the Staffing Partner - Deborah Maria
Marutzky. Further instructions will be communicated by the Staffing Partner for this
position soon.

Best Regards,
UW Talent Acquisition Team

IIIIIIIIIIIIIIIIIIIIIII..

*
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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Updated Recruiting Notifications

Application Notitication

Who: Hiring Manager / Hiring Manager Assistant

“-IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
*

* Dear Hiring Manager and/or Assistant,

An application has been received for the following requisition: 19001240 - Director.

Candidate information: Deborah Maria Rulf - You can view the candidate's application
and profile by clicking their name or navigating to Recruiting via HCM.

Please direct any questions you may have to the Staffing Partner for this position: Deborah
Maria Marutzky, drulf@uwyo.edu.

Best Regards,
UW Talent Acquisition Team

..lIIIIIIIIIIIIIIIIIIIIIII

4
*

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII"

.IIIIIIIIIIIIIIIIIIIIIIIII..
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Job Unposting Notification

Who: Hiring Manager / Hiring Manager Assistant

¢ SE I FEFEEEFEEFEEEFEEEEEFEEEEEFEEEEEEEEEEFEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEES

The posting of the requisition Office Associate, Senior (19001236) has expired and Is no
longer posted for applicants.

For further information, please contact Deborah Maria Marutzky at the following email
address: druli@uwyo.edu.

Best Regards,
UW Talent Acquisition Team
L 4

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII"

.IIIIIIIIIIIIIIIIII..
..lllllllllllllllll
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Updated Recruiting Notifications

Request Interview Approval

Who: Hiring Manager / Hiring Manager Assistant

‘llIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
*

s

Thank you for marking candidate(s) for the 1st Round Interview review/approval process
for requisition 19001239 — Lecturer, Asst. Additionally, ensure you've submitted your initial
matrix to the Staffing Partner and/or EEO, if required, for review - please allow up to 3
business days for a full review and approval.

Best Regards,|
UW Talent Acquisition Team

..IIIIIIIIIIIIIIIIIIIII.

S EEEEEEEEEEEEEEEEEEEENEN
4

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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Updated Recruiting Notifications

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

.
’0

Ky *Thank you for supplying your initial matrix for review - EEO has reviewed the information
you've provided and have approved you to move forward in the search/selection process.

15t Round Interviews

Approved

Next Steps:

« Contact candidates to Schedule Interviews. The system will allow for you to track
scheduled interviews - please see the Quick Reference Guide for Scheduling
Interviews.

« OPTIONAL: Work with your Staffing Partner to create a competency-based interview
guide, and provide the guide/questions to your Staffing Partner BEFORE interviews
for review and approval.

« Conduct nterviews.

« Update your matrix to include interview criteria, notes and justifications for each
candidate on the interview list.

Who: Hiring Manager / Hiring Manager
Assistant

Once interviews have been completed and the department has decided on the next course
of action (failed search, additional interviews, final candidate selection review process, etc.)
please contact your Staffing Partner, and ensure you're following posted hiring processes:
Deborah Maria Marutzky, drulf@uwyo.edu.

.....................................
"
S EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN

Best Regards,
UW Talent Acquisition Team
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Updated Recruiting Notifications

Request Final Candidate Selection Approval

Who: Hiring Manager / Hiring Manager Assistant

‘llIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
*

L 4

Thank you for marking candidate(s) for the final candidate selection review/approval
process for requisition 19001239 — Lecturer, Asst. Additionally, ensure you've submitted
your final matrix to your Staffing Partner and/or EEIO, if required, for review - please allow
up to 3 business days for a full review and approval.

Best Regards,
UW Talent Acquisition Team

IIIIIIIIIIIIIIIIIIII..

'IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

“ UNIVERSITY or WYOMING

..IIIIIIIIIIIIIIIIIIIII.

L 4

12



Updated Recruiting Notifications

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

L 2
.“Thank you for supplying your final matrix for review - EEQ has reviewed the information

you've provided and have approved you to move forward in the search/selection process.

Final Candidate

Selection

Approved

Next Steps:

« Contact the approved final candidate to begin the negotiation process.
o (Obtain candidate's tentative start date based on our hiring processes
o Finalize salary - ensure salary is divisible by 12
« Follow the appropriate offer process for the specific type of hire you're completing
o Administrative Offer Process - provide Salary and Start date to Staffing
Partner to continue
o Academic Offer Process - DRAFT offer letter using appropriate Academic
Affairs offer letter template to proceed

Who: Hiring Manager / Hiring Manager
Assistant

Contact your Staffing Partner with any questions, and ensure you're following posted hiring
processes: Deborah Maria Marutzky, drulf@uwyo.edu.

...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

Best Regards,
UW Talent Acquisition Team .

*
a®

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII...
L 4

*
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEES
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Oftter Approval Request

Who: Approver(s)

“
:’ Your approval is requested for the following Offer:
= Requsition Title: Director
" RequisitionID: 19001240
= Requested by: Deborah Maria Marutzky
E Comments: test
= Click "Respond..." to view more details and respond to the approval request as soon as
= possible.
E Respond...
EIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

ﬁ UNIVERSITY or WYOMING
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Updated Recruiting Notifications

Offer Approval Decision Notification

Who: Hiring Manager / Hiring Manager Assistant

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
*

L 4
L 2

An event has occurred in the approval path of the offer prepared for candidate Billy Ray
Cyrus related to requisition 19001240 - Director.

Approver Paula M. Lutz

Department Chemistry

Decision  Deborah Maria Martzky Approved on behalf of Paula M. Lutz
Approval Path

IIIIIIIIIIIIIIIIIIIIIIIIIIIIII..

Approver Decision Date and Time Comments
Deborah Mana Approved on behalf of David Todd Oct 24, 2019, 4:50:18 test
Marutzloy Anderson PM
E{i}ﬁzkhmea Approved on behalf of Paula M. Lutz E;:; 24, 2019, 4:50:18 test
Kate Curling Miller |- - -
This approval was requested by on October 24, 2019. K
L 4

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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Updated Recruiting Notifications

Offer to
Candidate

Who: Candidate
Plus: Hiring Manager / Hiring Manager
Assistant are cc’ed.

“ UNIVERSITY or WYOMING

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

.0‘ Dear Deborah,

v

T IS S S S S S S S S S S S S S S S S S S S S S SN EEEEEEEEEEEEN,

Congratulations on your offer for Office Associate in Chemistry, Requisition ID #190012371
You are one step closer to your new exciting career with us.

What are your next steps?

To access and review your employment conditions, please click here. Note: Firefox is the
preferred browser.

We are so excited that you are interested in joining our team! If you have any questions,
feel free to contact me or any other UW Talent Acquisition member at any time.

Your username is: DRULF12

Your password 1s the same as your logon for the application. If you forgot your
password please click on the "Forgot Password link" when you are presented with
the sign-on page. DO NOT CREATE A NEW USER PROFILE.

A copy of this email and instructions will be presented to you once you login, to
review your offer, click Next Task.

Review your Offer Letter

Select your response from the drop-down

Type in your LAST NAME in the E-signature box

Click Submit

L/
...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

Sincerely,
Deborah Maria Marutzky
druli@uwyo edu ‘.’

*
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Updated Recruiting Notifications

A Background Check Has Been Initiated

Who: Hiring Manager / Hiring Manager Assistant

g I EFEEEEEFEEFEEEFEEFEEEFEEFEEEFEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR

L 2
L 4

A background check has been requested for Billy Ray Cyrus for 19001240 -

Director. Please ensure that the candidate is expecting an electronic invitation (email) from
our 3rd party background check vendor, Sterling Talent Solutions, and that they must
initiate their background check within 3 business days in order to keep the hire moving
smoothly. You will be notified when the background check is complete and clear, and if an
Issue arises, you will be contacted directly by HR.

For additional information, or if there are questions - please contact the Staffing
Partner: Deborah Maria Marutzky, drulf@uwyo.edu.

S EEEEEEEEEEEEEEEEEEEEEEENER

Best Regards,
UW Talent Acquisition Team

L

L 4
*

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

.IIIIIIIIIIIIIIIIIIIIIIII..
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Updated Recruiting Notifications

2nd Pags
Notification

Who: Candidate
Plus: Hiring Manager / Hiring Manager
Assistant are cc’ed.

“ UNIVERSITY or WYOMING

“IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

‘0
L 4

0
. . Welcome to University of Wyoming! We are happy that you have chosen to join our team.
= At this time you will need to provide further information to complete the application process
= for Requisition 1D #19001240 - Director in Chemistry!

To supply your information and complete the hire - please follow the below instructions:

Navigate to the Career Section
Sign into the Career Section
o Your username Is: |kovacs94
o Your password is the same as your logon credentials for the application. If
you forgot your password, please click on the "Forgot Password” link when
you are presented with the sign-on page. Do NOT create a new user profile.
Find the requisition: 19001240 and click on the view/edit submission link
Securely provide the requested information: DOB, S5N, Gender

Please direct any questions you may have about this process to the Staffing Partner for this
requisition: Deborah Maria Marutzky, drulf@uwyo.edu.

= Best Regards,
= UW Talent Acquisition Team o*

u
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“
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L4
...IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

L 4



Updated Recruiting Notifications

“llIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
\
*

: " Dear Billy Ray Cyrus
Hire Ry s

. We are very happy to have you join our University of Wyoming Cowboy family. Please
Sub mlttﬁd f Or note that your hire information for the below position has been submitted for processing:
Processing

Director - 19001240, Chemistry

You can expect access to your UW email and account within 3-5 business days of
receiving this email. Please see the |IT Login Information Page for your login assignment
once sufficient time has passed. Please note that access to the WyoCloud system can only.

Who: Candidate

Plus: Hiring Manager / Hiring Manager be Dbta@ned after requi.red trainings have been taken. Once yc-u"ur_e nt:gtained your LW _ .
_ S credentials, please login and see the Employee Learn Center to view information regarding®
Assistant are cc’ed. trainings. -
Please direct any questions or concerns you may have to the Employment & Staffing .

Partner for this position - Deborah Maria Marutzky, drulf@uwyo.edu, 307-766-5612. .

Best Regards, .

L 4

UW HR Talent Acquisition Team

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII“

*
4

*
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Requisition Filled

Who: Hiring Manager / Hiring Manager Assistant

‘-lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllll.

]
.0

The requisition 19001240 - Director for Chemistry has been filled and effectively
closed. Questions or concerns about this can be directed to the Staffing Partner for this
requisition: Deborah Maria Marutzky, drulf@uwyo.edu.

Best Regards,
UW Talent Acquisition Team

lllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllllIIIIIIIIIIIII"

EEEEEEEEEEEEEERN
..llllllllllllll
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ecruiting Notifications

Outlook Rules

Send / Receve Folder View Q' Tell me what you want to de...

'?E (5 Ignore x E :ﬂ @ [F2 Meeting | |¥7 Staff Notifications 3 To Manager ¥ @ |E—| E j ==I b
N : 18 Clean Ve~ Del Reply R ‘Ie F 9|::| LTJ;JIM | Team Emall v/ Done M R% D-}N Assign Unread/ C ize Foll

=N elete eply heply Fornwar _ ove | Ku nellote ign Unrea ategorize rollc
I &< Junk - Al El More - =) Reply & Delete ¥ Create New - . . Policy~ Read . Up
f Delete Respond Quick Steps F Always Move Messages From: Mark Bercheni
- < N
Ines All Unread E—'h—' Create Rule... It

i | )@ | FROM | SUBJECT 15 Manage Rules & Alerts...
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Outlook Rules

Step by step directions can be found by
searching “Set Outlook Rules” in the
Knowledge Base or using this link:

https://uwyo.teamdynamix.com/TDClient/19

40/Portal /KB /ArticleDet?ID=15631

ﬁ UNIVERSITY or WYOMING

Ll | IVILNE MUTES:  TIEINULE | AN WTNINEdUy dleguniee ruiow -

o

| aLone |

Fules and Alerts >
E-mail Rules  Manage &lerts
‘MewRule.. ChangeRule~ EZ Copy.. < Delete ~ ¥ RunRules Now.. Options
|Rule (applied in the order shown) | Actions | A
New (Recruiters Only) il
Offer Response Received on Requisition ﬁ T
Offer Approval Decision | T
Work Study New , Work Study Passed Sareen |
Work Study New , Work Study New ]
Offer Approval Reguest “‘i T
Requisition Approval Request (1) | 1 v
Rule description [click an underlined value to edit):
Apply this rule after the message arrives
with New [Recruiters Only] in the body
move it to the Staff Motifications folder

|:| Enable rules on all messages downloaded from R55 Feeds

DK

| o]

i

& -

22


https://uwyo.teamdynamix.com/TDClient/1940/Portal/KB/ArticleDet?ID=15631

* Questions?

* Feedback
* jobapps@uwyo.edu or 307-766-5612
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* Account string or project information for
each transaction line is included within the
body of all expense report approval emails.

ﬁ UNIVERSITY or WYOMING

Expense Report Approval

20.00 usD
Paul Kasper

EXP0087331670 submutted on 10/28/2019
Commercial-Scaling

Expense Items

10/21/2019 Split Funding 20.00
Hard Rock - Scaling
Gillette, WY

1012172019 10.00

EOET String: 1004172-School of Energy Resources Directors Office-
her Supplies-1

Project Name: Commerdial-Scale Carbon Storage Complex Feasibility
Study at Dry Fork Station, Wyoming

a
1072172019 10.00
Other Supplies - Supplies
[Account String: 10-64012-105-000001-21003-200-0000-0000-0 J
A




WyoCloud Quarterly Update

Timeline:

* November 4-15: Financial Affairs/HR/IT testing

* Now 15, 5 pm: All users must be logged out of WyoCloud
* Now 15-17: Update applied to WyoCloud

* Now 18, 8 am: WyoCloud available to all users, training materials updated

New/Improved Features:

* System wide search bar added to homepage
* Updates to Absences

* Additional detail added to absence balances — including accrual details!

Demo
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