CHHRP Manage Hires — Workforce Administration
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Prior to reading this job aid, please review the Workforce Administration and Recruitment CBTs.

After the recruitment process, a job offer is made and accepted. Agencies may use the Prepare for Hire and Manage Hires
pages to process hires, transfers, promotions, demotions, and rehires. Using this process allows automatic applicant
rejections, Job Opening closing in Recruitment (when conditions are met), and also maintains a link between the Job Opening
and the job/position which is helpful for reporting. Please see the Recruitment CBTs and job aids for detailed information on
applicants, Job Openings, and Job Postings.

Hire Employee

Modify a Person

Path: Workforce Manage Hires
. . . Add a Person The following Hire Tranzactions are ready o be processed. Salect 2 Transaction by Name fo start the process.
Administration Homepage >
H 1 Manage Hires
Hire Employee Tile > 0 _
. Manage Hires
Manage Hires Job Data
*Select Transactions Where [ Start Date v]
lisi| General Dad ucion From |02/10:2025 []| To |vamzzoes |
Tax Data Hire Transactions
Hire Employee Tax Distribution |l| |i| iz A
o) Retirement Plans Select Start Date Status Name Person ID Type of Hire Source Submitted By
~
|
Lk -] . . R iti
| ( 5%| Direct Depasit 02102025 | Requested Hire B:‘I’J’;m”sg
-._|_='I ., = Recruiting
Emergency Contacts AT Requested = Solutions
_ ; ) i Recruiting
Drivers License 02102025 | Requested Hire Solutions
e = Recruiting
i Maintain Employes Review D s Requested [z Solutions
- 021162025 | Requested Rehira Recnitng
Imnesheat Solutions
- _ 0211672025 | Requested Transfer Recniting
View Assign Work Schedule Solutions

1



CHARP Manage Hires — Job Data

SIH- LIIDE HIIIIIHHI! IJHCE A ‘P‘I'\II-\ [ S'J!I—H

The Manage Hires page shows a list of applicants who are sent from Recruitment and are ready to be hired.

In the ‘Select Transactions Where’ drop down field choose to search by:

Start Date (enter From and To Dates) e s

*Select Transactions Where | Start Date

From [02M0/2025 To (03022025 [

OR

Status (dropdown options) . / 2

*Select Transactions Where [ Status

*Equals | All i |
Manage Hires /
Type of Hire (dropdown options) Select Transactions Where. | Type of ee vl
*Equals | Hire: w | | Refresh
Source will always be ‘Recruiting Solutions’. et Add Cancurrent Job
Add Contingent Worker
i
Click the Refresh button. A U o
0202025 | Reguest (Tansfer
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If you don’t see the Transfer or Rehire option in Manage Hires, but the person is a current or former employee, this means the
Recruiter did not change the Applicant Type to ‘Employee’ and did not enter the ‘Employee ID’ prior to preparing the hire. See
Recruitment CBT, Prepare for Hire Section, for instructions on how to resubmit the request to Manage Hires. Optionally, the
hire can be completed through the other processes outlined in the Workforce Administration job aids.

Manage Hires

The following Hire Transactions are ready o be processed. Select a Transaction by Mame to start the process.

Manage Hires

*Select Transactions Where [ Start Date v]

From |02102025 []| To (030202025 [F]]

Hire Tranzactions

[E][S]

Select Start Date Status Name Person ID Type of Hire Source Submitted By
021102025 | Reguested Emplotyee Name K0000000000 Hire EETJ:?:—.T Recruiter Name
The State of Kansas does not .
‘ 0202025 | Requesied Emplalyee Namea Hire Soiuti ;
use the ‘Cancel Selected clutions
Transactions’ button at this time. 021072025 | Requested Emplolyze Name WO0000000000 Hire Recutng Recrutter Name
02M0i2025 Requested Emplokyes Name Hire REG"‘.‘“ ng Recruiter Mame
. Solutions
SelectAl Desslect & 02(16/2025 | Requested Emplolyee Name J0000000000 Reehire EE':"T“"G
odutions
Cancel Selected Transactions )
02162025 | Reguested Emplofyee Name Transfer EE':"'.' ting
oeutions
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View the ‘Person ID’
column — if it is blank then
the person does not have
a personal data record.

Click the person’s ‘Name’
link to go to the Manage
Hires Detail page.

Manage Hires — Job Data

Manage Hires

The following Hire Transactions are ready to be processed. Select a Transaction by Mame to start the process.

Manage Hires

*Select Transactions Where [ Start Date v]
From |0210vzo2s [ To |0B/02r2025 Refresh

Hire Transactions

Select Start Date Status MName Person 1D Type of Hire
022025 Reguesied Emplolyee Name Kooooooo000 Hira
0212025 Reguested Emplolyee Name Hire
02102025 Reguested Emplolyee |.3I‘V Woooooaoona Hira
. 021 F2025 Reguesied Emplolyee Hame Hira
O2ME2025 Reguesied Emplolyee Name JOO00000000 Rehire
02/16/2025 | Requested Emplotyee Name Transfer

Source

Recruiting
Solutions

Recruiting
Solutions

Recniting
Solutions

Recnuiting
Solutions

Recnuiting
Solutions

Recnuiting
Solutions

Submitted By

Recruiter Name

Recruiter Mame:

Recruiter Mame:

Wiew A
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Review information to ensure it is correct
Applicant Type determines if the Empl ID field is populated. If an
Employee ID shows, there is also a message stating if the
Recruiter verified the ID
“Type of Hire’ options displayed in the dropdown are based on the
Applicant Type. NOTE: Choosing the correct type is important as it
determines where in SHARP you are directed, Personal Data or
Job Data. Once in Job Data, the action can be updated if needed.
For example, “Transfer’ can be updated to show as a Promotion or
Demotion in Job Data

» Hire: External — External Applicant

* Rehire, Transfer: - Internal Employee (current or former)
Update the ‘Desired Start Date’, this date will transfer over to
Personal Data or Job Data once the ‘Add’ button is clicked
Org Instance should match the Employment Record
Employment Record is the Employment Record number on
which the employee be will hired. New hires should always be 0.
For current employees, review the record numbers employee
currently has in Job Data prior to this process to ensure you know
which Employment Record number should be used. See the Empl
Record section in the Workforce Admin CBT for details

Manage Hires — Job Data

Manage Hires
Manage Hires Detail

Sarzh Hall

The Start Date entered on this page will be used as the Effective Date for Job.

Job

Recruiter Name
Joby Opening 100 214857
Job Opening  BER KORA Coordinator
FPosition  BER KORA Coordinator
Job Code  Coordinator

Business Unit State of Kansas BU

Department  Environmental Remediation
Applicant Type  External - Previous Employee
*Type of Hire IFlE'H'E w

“Desired Start Date [02/17/2025 )|

Empl ID K0000000000

Employee |10 Verified

Org Instance

Create new Org Instance
Use existing Ong Instance | 0 - |

Employment Record

Create New Assignment ; !l"

Use Existing Assignment | 0 - |

‘fiew Person Org Summary
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Hire Information displays comments or
messages from the Recruiter or Recruitment
system

Add Person will only show when hiring new
hires/external applicants. Click on ‘Add Person’
button which will route you to ‘Personal Data’
where their personal applicant data will be
displayed (imported from Recruitment system).
Review information on all 4 pages and update if
needed. Ensure Personal Data effective date is
less than or equal to the Job Data effective
date. Once reviewed/updated, click the ‘Add
Relationship’ button to return to the Manage Hires
Detail page. DO NOT CLICK SAVE

Manage Hires — Job Data

Hire Information

Hire Comments

Add Person

Select this butbon in order to pull the person’s personal data information from
Recruiting Solutions.

Manage Hiregtj}/

Biographical Details Contact Information BRegional Organizational Relationships

Daffy Jordan Person Il NEW

Choose Org Relationship to Add

Employee
Contingent Worker
Person of Interest

Salect Checklist Code | w

Add Relstionship *
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» View/Edit Person shows after an applicant has an Employee
ID Number and Personal Data record. Click this link to make
additional updates

 Add Job is now visible, click to move forward to enter Job
Data. Some recruitment data is transferred from the Job
Opening. Complete Job Data as instructed in job aids and
click SAVE

« Return to Manage Hires is used if you need to return to the
main Manage Hires page

Once the Manage Hires process is finished, the applicants’
Disposition is updated accordingly. Please review Recruitment

CBTs and job aids for more information regarding Job Openings.

Hire Information

Hire Comments

View [ Edit Person

Select the View/Edit Person hyperink to view or manually updated Persona
Information.

Add Job

Select this button in erder to pull the person’s job informatien from Recruiting
Solutions. You will also have the option to access Job from Personal Data.

Retumn to Manage Hires —_—

iew | Edit Person
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