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Step 1: On the left hand side of your landing page is your To-Do action items. Click
on the candidate designated as Manager Interview screen by your committee. As
you have already had conversations with your committee, you are reviewing the
candidate and can choose to interview if needed. Otherwise, please move the
candidate forward to Manager Offer.

Step 2: The Manager Offer screen allows you to generate the offer stages of the
candidate profile:

- Step 2.1 : using the pencil Icon on the right hand side under Details, enter the
proposed hire date.

- Step 2.2 : Under Hire Reason — choose the category that matches. Click the
orange submit button on the bottom left.

- Step 2.3: Under the Compensation Guidelines screen, please click the pencil to
edit.

- Step 2.4: You are looking for the recommended Step. This step must also be in
line with what the approved budget for the position is. Click Submit on the bottom
left.

- Step 2.5: Review the offer and click submit. This action will send the offer for
review to the Executive Director, the Dean, or the VPAA depending on the
chain-of-command.

Step 3: The next level supervisor will review the offer from their inbox on their
landing page. Once they approve and send the offer forward they will additionally
approve in a similar fashion from their inbox, sending the offer up the chain of
command.
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Step 0

On the left hand side of your landing page is your To-Do action items. Click on the candidate designated
as Manager Interview screen by your committee. As you have already had conversations with your
committee, you are reviewing the candidate and can choose to interview if needed. Otherwise, please
move the candidate forward to Manager Offer.
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Step 9
The Manager Offer screen allows you to generate the offer stages of the candidate profile. There are five
actions that need to be performed within this step. Following along the next page for more details.

Initiate Offer for
John Kennedy (CAN142) :cios R283 Assistant Professor, Physical Therapy  cons

1 minute(s) ago

Star‘ Guide Me
Details
Target Hire Date (Job Requisition) V4
09/01/2021
Hire Date *

09/01/2021

Hire Reason *

Hire Employee > New Hire - 10 Month FT Faculty (9/1 Start Date)

Location *

Kean Union Campus

Document Language

English (United States)

D) o close
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Step

Initiate Offer for Under the Compensation
John Kennedy (CAN142) «cos R283 Assistant Professor, Physical Therapy  actons

Guidelines screen, please
click the pencil to edit.

Start Guide Me

Details

Target Hire Date (Job Requisition) :> V4

09/01/2021

Hire Date *

09/01/2021

Hire Reason *
Hire Employee > New Hire - 10 Month FT Faculty (9/1 Start Date)
Target Hire Date (Job Requisition)

Location * 09/01/2021

Kean Union Campus Hire Date *

09/
Document Language =

English (United States) Hire Reason *

x_Hire Employee > New Hire - 10
Month FT Faculty (9/1 Start Date)

C) Save for Later Close Location *

‘ % Kean Union Campus -

Document Language

‘ % English (United States)

Step L

Initiate Offer for
John Kennedy (CAN142) s R283 Assistant Professor, Physical Therapy s

1 minute(s) ago

Under Hire Reason —
choose the category that

Start

Guide Me
matches.

Details
Target Hire Date (Job Requisition) 4 .
09/01/2021 Consult with HR for
Hire Date * assistance.
09/01/2021
Hire Reason * Target Hire Date (Job Requisition) Click the orange Submit
Hire Employee > New Hire - 10 Month FT Faculty (9/1 Start Date) 09/01/2021
Coeston = — button on the bottom left.

/01

Kean Union Campus

Document Language Hire Reason *

x Hire Employee > New Hire - 10
Month FT Faculty (9/1 Start Date)

English (United States)

Location *

Document Language

‘ % English (United States)
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Compensation

Total Base Pay

Total Base Pay
® 79,145.65 USD Annual added

Guidelines

Total Base Pay Range
® 6594820 - 102,241.19 USD Annual added

Compensation Package
® E & G Compensation Package added

Grade
® AFT(10) added

Grade Profile
® AFT (10) 25 added

Step
(empty)

Progression Start Date
(empty)

Compensation

Total Base Pay

Total Base Pay
® 79,145.65 USD Annual added

Guidelines

Total Base Pay Range
® 5594820 - 102,241.19 USD Annual added

Compensation Package
® E & G Compensation Package added

Grade
® AFT (10) added

Grade Profile
® AFT(10) 25 added

Step
(empty)

Progression Start Date
(empty)
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Step @

Under the Compensation
Guidelines screen, please
click the pencil to edit.

Step | @

You are looking for the
recommended Step. This
step must also be in line
with what the approved
budget for the position is.
Click Submit on the bottom
left.
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Step @

Review the offer and click submit. This action will send the offer for review to the Executive Director, the
Dean, or the VPAA depending on the chain-of-command.

Salary

Assignment Details X 7
®79,145.65 USD Annual added

Plan Name
® Academic Salary Plan added

Effective Date
®(09/01/2021 added

Add

Hourly

Add

Save for Later Close

Step | 9

The next level supervisor will review the offer from their inbox on their landing page. Once they
approve and send the offer forward they will additionally approve in a similar fashion from their
inbox, sending the offer up the chain of command.

Your Organization ID: kean1

Actions Archive

o Get the Workday Mobil
@ KEAN Q Search et the Workday Mobile App Q.

Review &
Offer for Job Application: John Kennedy - R283 Assistant Professor, Physical Therapy
(CANT42) (asors

54 second(s) ago - Due 03/06/2021

Viewing: All v Sort By: Newest

Offer for Job Application: John Kennedy - R283
Assistant Professor, Physical Therapy (CAN142)
r attention as information has been

For Job Application: John Kennedy - R283 Assistant Professor, Physical Therapy (CAN142) on 02/04/2021
Overall Process  Offer for Job Application: John Kennedy - R283 Assistant Professor, Physical Therapy (CAN142)

Overall Status ~ In Progress

Details to Review

Hire Date * 09/01/2021
Hire Reason * Hire Employee > New Hire - 10 Month FT Faculty (9/1 Start Date)
Location * Kean Union Campus
Job Profile * Assistant Professor 10 Month U25
Send Back Save for Later Cancel

Kean University - Office of Human Resources - (908) 737 -3300 - workday@kean.edu




My Guide - Hiring Managers

***If you have any further questions related to the "My Guide - Search Committee
Members / Hiring Manager” as well as Workday, please contact the following:

Recruitment Supervisor :
Gina Kendra - (908) 737-3304 - gkuensel@kean.edu

Managing Assistant Director Il :
Walter McGee - (908) 737-3316 - mcgeew@kean.edu

Program Assistant :
Bryant Ramirez - (908) 737-3311 - bramirez@kean.edu

Kean University - Office of Human Resources - (908) 737 -3300 - workday@kean.edu



