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Quick Reference Guide
Applying to Job Posting — Internal Candidate

This Quick Reference Guide outlines the steps for current Purdue employees to create a candidate profile and apply to a

job posting.

Visit OneCampus and select
Employee Launchpad.

https://one.purdue.edu/

Employee Launchpad

SuccessFactors

Log in using Purdue Career
Account ID and BoilerKey
passcode.

Log in using your Purdue Career Account

Login:

BoilerKey passcode:

(BoilerKey required by this application)

To access the page you are requesting, a valid
Purdue University career account Username and
Password must be provided.

Candidates must create a profile prior to applying for a job.

From the Success Factors
home page, click the Home
drop-down menu and select
Careers.
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Click My Candidate Profile.
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Click Browse... to select
resume file.

NOTE: File type must be DOCX,
PDF, Image or Text.

Click Upload.

Upload Resume X

The first step in creating your profile is to upload your resume. We'll
automatically organize it to make it searchable by our recruiters and maximize
your chance of finding a match.

Accepted File types: DOCX, PDF, Image and Text

| Browse... |

Choose File: J

As the file uploads, the system
automatically attempts to
organize the information into the
appropriate categories and
fields.

Upload Resume X

The first step in creating your profile is to upload your resume. We'll
automatically organize it to make it searchable by our recruiters and maximize
your chance of finding a match.

Processing...

Successful upload of the
resume file is displayed.

—_ Your resume has been uploaded and organized for better searching.

Take a look at the information below in case we made a mistake or missing something. To delete all the info, just Click "Cancel” above

To upload a cover letter or a
new resume, click appropriate
link.

SE MNe 3 S YO
@ Tiffany LB Weatherford's Resume & W

Click here to attach your Cover Letter
— .

(e halt

DU FESLIME, YO Imay

ged [0 delefe some candidale profile entries created on your behall

Last Updated: 12212017
Your Cover Letter 15 not on file.

Complete any missing required
information.

NOTE: Required information is
marked with a red asterisk (*).

~  More Information

Home Phone*

Street Address™

City™ Lafayette

State / Province™ Indiana 1
Postal Code” 47909

Country™ United States N
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Auto-loaded information from
the resume file will populate
some of the previous
employment, education,
languages, and certifications
sections. Make any necessary
corrections to the parsed
information.

NOTE: If a resume has been
uploaded it is not necessary to
complete the information
section.

If not uploading a resume/CV,
the information in this section
should be completed in as much
detail as possible.

v Previous Employment

= Purdue University

Instructional Designer/Trainer

~Details
Company Mame
Title
From Date

End Date

Purdue University
Instructional Designer/Trail
MM/DDAYYYY

MM/DDAYYYY

= Industrial Federal Credit Union

Trainer

wDetails
Company Name
Title
From Date

End Date

= UNSPECIFIED
Teller
~Details

Company Name

Industrial Federal Credit U

Trainer

MM/DD/YYYY

MM/DDYYYY

UNSPECIFIED

m

+ Add Another

Remove V

Remove VV A W

Remove A W

Click Save before leaving
profile.

Changes pending.

@ Cancel & Print Preview

You must save your changes in order to keep them.

From the Success Factors
home page, click the Home
drop-down menu and select
Careers.
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PURDUE ﬁh\ Careers v

Job Search Job Applications Saved Jobs Saved Searches/Alerts My Candidate Profile Saved Applications Referral Tracking

Click Job Search.

Career Opportunities

Search for Openings

Keywords: (2]
Exact Match

To narrow search, select ® injobtile
specn‘m criteria from available O injob fille or description
fields.

Job Language: English US (English US) v
To run the search wide open, Division: Any e
leave fields blank.

Department: Any N
Click Search Jobs. Location: Any v

Posted within the last: days

Requisition Number:

21 Jobs match the selections

Career Opportunities
Keywords
) 21 Jobs matched your search
A list of internally posted
g . . Exact Match Page of 3
positions is displayed. temsperpage 10 | (T TN Sotor|DetePosd - | T
@ in job title
O in jeb title or description Clerk V/
To narrow resu|ts’ the same Job Language Req \D19427.Posted12-‘20“2[]17— SelectAction
search criteria is located on the Fralsnus Eralsnvs) Aecocinte Prof e s
. ssoclate Frofessor of =nglis )
left side of the results screen. Division o e Select Action
Any N\
) . Denartment Head and Associate Professor of Nursing 21 Select Action
NOTE: All external postings will : Req ID 1851 - Posted 120812017 -
A
be listed on the internal =
. Location Continuing Lecturer 11 Select Action
SuccessFactors site, for Purdue Req D 1862 - Fosted 12/08/2017 -
Employees to consider. a e
Postadin st [ | das e selecticton -
Requisition 1D:
Utility Clerk VI 21 Select Action
Req ID 1761 - Posted 12/01/2017 -
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Clerk V 11 Select Action
Req ID 1942 - Posted 12/20/2017 -
To apply for a posted position, 7 Apply g
click the corresponding Select Associate Professor of English 7 Apply Using Linkedin™
Action drop-down menu and Req ID 1881 - Posted 12/12/2017 -
select Apply. B Save Job
Head and Associate Professor of Nursing 4+ @ Refer Friend to Job
Ben D 1861 - Posted 12082017 -
My Candidate Profile
b Und & Print Previe
Tiffany LB Weatherford
Candidate ID: 1263 Dear Ganavaate,
Email:” tweatherforagpurdue e
s. & Aftach a document @
Review candidate profile and 0w T 7 s @
make changes as needed. el Gt
Click Next. Lot
>Detalls Indiana W
>Details
Complete all required For example:
information and answer -
citizenship, race, diversit * Are you legally | No Selection Vv
disabilit pv’etera’n status yénd authorized to work in
y: : ’ the United States?
employment questions.
NOTE: Required fields are * Will you now orinthe | No Selection v
marked with a red asterisk (*) future require visa
and required selections are sponsorship for
outlined in red. employment?
* Sign your name here | |
to confirm that all
Enter Name and Date to application data is true
electronically sign application. and accurate.
* Today's Date
y MM/DDIYYYY
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To save application without
submitting, click Save.

oo J e ] sore Jowen

A notification displays that the
application was saved
successfully.

Career Opportunities: Clerk - Administration (2) (1942)

1] The draft application was saved successfully.

To submit application, click
Apply.

oo Lo ] s Lo

A notification displays that the
application was successfully
submitted.

Career Opportunities: Clerk - Administration (2) (1942)

Your application has been sent. Thank you!
Return to Job search page Return to Jobs applied

Click link in the notification email
to view job posting and apply.

Mon 12/11/2017 4:55 PM

SYSTEM <system@successfactors.com>

Manager - Extension

To Weatherford, Tiffany LB
I saw this job and thought you might be interested in this opportunity.

Manager - Extension

Job Summary

As primary representative of Purdue University in a county, lead and guide all
programming efforts in order to accomplish County Extension Service (CES)
mission. Provide program leadership, administrative, office, fiscal and
personnel management, and oversee public relations and marketing.

Core Responsibilities

Provide framework for promoting the vision and mission of Purdue County
Extension Service. Administer and adhere to Purdue CES and county policies.
Maintain accountability for all fiscal, personnel, programmatic, and reporting
issues. Secure funding to support programming efforts; encourage
grantsmanship and other funding options to augment state and county
resources. Administratively supervise all county Purdue staff, county staff and
grant funded employees. Coordinate, implement, and evaluate county CES
Plan of Work. Coordinate the development and implementation of a county
public relations strategy. Educator in area of specialization.

Education

Master's Dearee

Apply to this job now...
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Log in to SuccessFactors.

Log in using your Purdue Career Account

Login-

Password:

To access the page you
Purdue University c
Pas sword must be provided.

re requesting, a valid
ount Username and

The Job Listing is displayed.

To submit application, click
Apply.

Job Listing:Clerk V (1942)
Req ID 1942 - Posted 12/20/2017

Save Job Apply Using LinkedIn™ -

‘& Job Description Print Preview

From the Success Factors
home page, click the Home
drop-down menu and select
Careers.
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Click Job Applications.

PURDUE

UNIVERSITY

Job Search Job Applications Saved Jobs

&4 Careers v

Saved Searches/Alerts

My Candidate Profile Saved Applications Referral Tracking

All jobs to which you applied
that are still open are displayed.

The Status of the application is
also displayed.

Jobs Applied
Job Title 4 Actions Req ID Date Applied
Extension Educator/CED Select 1361 12/22/2017

Status Status Date Next Step

Application Received 12/2212017
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From the Success Factors
home page, click the Home
drop-down menu and select
Careers.
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Click My Offers.

PURDUE @ Careers ~ Q sq
U N I V ER S I T Y

Job Search Job Applications Saved Jobs Saved Searches/Alerts My Candidate Profile Saved Applications Referral Tracking -

Read and review Offer Letter.

My Offers

Extension Educator/CED (1361) - Pending Offer Letter

Location ~ AGAD - AGRICULTURAL ADMINISTRATION (2853)
Offer Date 12/22/2017

Offer Letter © Download
Tiffany LB Weatherford

Dear Tiffany LB Weatherford:
We are pleased to offer you the position of Extension Educator/CED in the Department of [DEPARTMENT_OBJ]] to begin 01/03/2018.
The position will be a non-exempt (overtime-eligible) at the rate of $[[JOB_OFFER_DETAIL_CUSTOM4]] per hour. Wage increases are based entirely on merit.

The University provides a 403(b) defined contribution retirement plan administered by Fidelity Investments, and you will be eligible for University-funded contributions
immediately. Upon hire, the University will contribute an amount equal to 4 percent of your budgeted salary to the 403(b) plan. Eligible staff members may also participate in
the Purdue University 403(b) Voluntary Retirement Savings Plan. Staff will be automatically enrolled in this plan at a contribution rate of 5 percent of earnings 30 days after
hire. Employees may change their contribution amount at any time. The University matches employee pre-tax contributions to the Voluntary Savings Plan 403(b) each pay
period, up to 4 percent of eamings.

Purdue University's benefit package is summarized at:
http:/Mmwww.purdue.edu/hr/Benefits/index.html

The Faculty and Staff Handbook is located at: http://www.purdue.edu/faculty_staff_handbook/
This offer is contingent upon the results of the Background Check.

This offer is also contingent upon your eligibility to work in the United States. Prior to your first day of work, you must first complete Section 1 of the U.S. Citizenship and
Immigration Services' Form |-9, Employment Eligibility Verification. To access the electronic form, visit the Purdue University payroll site at http://www.purdue.edu/Payroll.

To accept, click Accept Offer.

To correspond regarding the
offer prior to accepting, click
Email Recruiter.

To decline, click Decline Offer.

Accept Offer

By clicking Accept Offer you understand and
agree to the terms of this offer

Decline Offer

Email Recruiter
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Click Saved Searches/Alerts. TO T T T
Job Search Job Applications Saved Jobs Saved Searches/Alerts My Candidate Profile Saved Applications Referral Tracking

Job Alerts

lick N Alert.
Click Create New Job Alert Click "Create New Job Alert" to start setting up a Job Alert.
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iCreate New Job Alert X

* Name of Saved Search/Alert

* Email me - Select - v

Send email only when new jobs are available
Create Name of search and 0

E i f Keywords
maill frequency.
® injobtitte O in job title or description

Select specific criteria from Department Any ~
available fields. .
Division Any v
When finished, click Save. ~ocation Any e
Posted within the last days

Requisition Number

Cancel

The search is now saved and
email notifications will be sent
according to the Alert Schedule Business Positions 1212212017 06/20/2018 Daily Select v
selected.

Name Date Modified Date Expires Alert Schedule Actions
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