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Requisition Process Approval Flow 
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Creating a Position Requisition 
_____________________________________________________________________________________ 

Please note before creating a Position Requisition for a position with a Full Time Equivalent (FTE), the 

termination form for a resignation or retirement must be submitted to HR Processing or you should 

have received a baseline with a new or changed allocation.  

Requisitions created for positions with no FTE or base line such as afterschool and hourly tutor may be 

re-opened and reused as needed within a single school year. 

You can access the system by going to the Employee Portal and selecting Lawson Global HR.  Your login 

is now your FULL district email address and your password is the same one you use to access the 

network and your district email.  Once in the system, double click on Recruiter. 

 

 

Double click on Requisitions 
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To begin creating a requisition, click on the double down arrow: 

 

 

Select Create Requisition. 
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Complete the required fields as follows: 

Date Needed:  The opening date to begin recruiting for the position.  This date does not 

coincide with the effective date for a Hire or Transfer.  Typically you will enter today’s date here 

(remember you can quickly do this by entering a “T” and then press the “Tab” key to auto fill the 

current day). 

Confidential Requisition:  Leave blank, flag not used by GCS. We do post requisitions 

confidentially and those instructions are in the Posting a Requisition section of this user guide.  

Priority Requisition:  Leave blank. Flag not used by GCS. 
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Position Information:   Click on the arrow in the Position Code field as shown below to search all 

position codes. 

 

To search for a Position Code, it is best to enter text in the Short Description field.  You can enter the 

Location Code or the Position Code in the Short Description field to search for the Position Code for this 

requisition. 

For example:  012 or 012CLK1000 

This will display all the positions at the location you entered or the position you entered. 
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If you searched by location only, then you will need to find the position code for which you are creating 

the requisition.  Once found, you can either double click on the position code or highlight it and click 

Select to make your selection. 
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If you searched by the position code, then you must select the position for your requisition by either 

double clicking it or by highlighting it and clicking the Select button. 

 

 

When the Position Code is selected, you will notice certain fields populate automatically from the 

position code.  You must now complete several additional fields. 

- Organization Unit and G/L Account: These will default from the position code. Do not 

change any of these fields. 
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- Pool:  DO NOT EVER CHECK THIS OPTION.  Used by Human Resources ONLY. 

- Reference: USED FOR TEACHING REQUISITIONS ONLY.   

The Reference flag must be checked for TEACHING POSITIONS ONLY.  This is to ensure that the 

automated system will send Confidential Reference Requests via the GCS Candidate Reference 

System that are required for teacher positions only.   

 

- Assessment: USED FOR TEACHING REQUISITIONS ONLY.   

The Assessment flag must be checked for TEACHING POSITIONS ONLY.  This is to ensure that the 

automated system will send the teacher assessment profile (Crown Global) via the GCS 

Candidate Reference System that is required for teacher positions only. 

 

- Background: DO NOT EVER CHECK THIS OPTION.  Used by Human Resources ONLY.  

For teaching positions these boxes should be checked as shown below. 

  

For all other positions these boxes should be left blank as shown below. 
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- Work Type:  Click on the arrow in the field pictured above for a drop down list.  Select one of the 

Work Types by clicking on the Work Type, then click Select.  Provided below is a description of each 

Work Type. 

 Hourly – Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as 

Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.   

 International – Used when hiring international teachers. 

 Regular – Positions with a Full Time Equivalent (FTE) greater than zero including both   

full-time and part-time positions.  These positions are typically found on your Position  

Control. 

 Substitute – Used by Human Resources Only. 
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- Relationship to Organization:  Click on the arrow in the field for a drop down list.  Select 

Employee for all requisitions. 
 

 
 

- Category:  The Category will default from the Position Code selected.  It is critical that you do not 

change the Category, because it is required for the requisition to route to the correct HR Manager 
for approval and to list on the posting for the position. Incorrect information in this field will delay 
the posting. If the Category does not default from the Position Code, please contact the Human 
Resources Helpline at 355-3117. 
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- Work Schedule:  The Work Schedule will default from the Position Code selected.  Do not 

change the Work Schedule and contact the Human Resources Helpline at 355-3117 if the Work 
Schedule does not default from the Position Code.   

 

- Standard Hours:  Leave blank. Field not used by GCS. 
 

- Requested Position FTE:  Enter the Full Time Equivalent for the position.  For example, if an 

employee is full time then enter 1.0.   
 

 
 

- Exempt From Overtime:  This field will default from the Position Code selected.   
 

- Opening Information:  Leave these fields blank as shown below. 
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- Contacts:  You must enter the following fields for the requisition: 

 - Hiring Manager 
- Recruiter 
- Alternate Recruiter 
 

You may enter the employee number into the Hiring Manager, Recruiter or Alternate Recruiter fields, or 

search for them by clicking on the arrow in the field. 

  

 

 

Alternate Recruiter Role: Selecting someone other than a Principal for this role will affect the Principal’s 

access to candidates and the requisition. If someone other than the Principal is designated as Alternate 

Recruiter, the Principal will only be able to view candidates in the New, Screen Out Online, Screen and 

Hiring Manager Review tabs. Access to perform other functions may be denied. The Alternate Recruiter 

role may be changed at any time. 

 

 

 

 

 

Recruiter-For School Locations, this should be the School 

Secretary’s employee number.  For Departments, this should 

be the designated Secretary’s employee number of that 

department. 

 

Hiring Manager-Enter the Manager’s employee number for 

the Position, i.e. Principal, Plant Engineer, Supervisor. 

Alternate Recruiter-This should be the Manager’s 

employee number for the Position, for example, 

the Principal or Supervisor to allow access to all 

tabs of the requisition. See more below regarding 

being an Alternate Recruiter. 

Dir. Mgr. Emp. # 

Principal Emp # 

Leave Blank 

Secretary Emp # 

Principal Emp # 

Leave Blank 

Leave Blank 

Leave Blank 

Direct Manager - Auto-populates - Do not change or delete.   
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You may enter the last name and first name of the employee to search for the employee number. Find 

the name of the Hiring Manager, Recruiter or Alternate Recruiter needed and either double click to 

select it, or highlight the name and click the Select button. 

 

- Comments:   
 

 
 

The Comments field allows you to easily communicate with Human Resources about the circumstances 

creating a vacancy.  For example, a current employee resigned or transferred or an allocation was added 

to your baseline.  Utilize this field to communicate important information and expedite the approval 

process.   

Please format the Comments in the following manner: 

  “Your Name” followed by “Current Date:” followed by “Comment Text”  

For example: 

Adele Johnson 9/21/2016:  School clerk, Sally Jones, submitted resignation on 

9/15/16.  Requesting to fill her position.  

 

Caroline Craig 9/21/2016: Aide, Mary Bates, transferring on 9/30/16. Requesting to fill her position. 
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The Comments will be available for the Hiring Manager, HR Manager and other approvers to view and 

edit during the approval process.  The approvers may enter additional comments.  The automated 

approval email sent to the initiator for requisitions will include all Comments entered.   

- Other Information: This information will default on the requisition.  Do not change or alter this 

information.  The Self Identification Configuration is used for EEOC verification.  The Consent and 
Acknowledgement Agreements are used for background check information on all external 

applications.   

 

 

When all fields are entered, click the Save , icon at the top of the screen. 
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Now request approval for the requisition.  Go to Actions and click on the arrow for a drop down list.  

Select Request Approval as shown below. 

 

 

After you Request Approval, the requisition status will change to Approval Requested.   
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The requisition will route through an approval process.  Provided below is a description of the 

requisition approval steps: 

1. If the requisition was created by the secretary, then it will route to the Manager’s 

(Principal/Supervisor) Inbasket for approval.  If the Manager(Principal/Supervisor) 

creates the requisition, then step 2 will be bypassed.    

2. Manager (Principal/Supervisor) will approve or return the requisition.  If the requisition 

is returned, then it will return to the initiator of the requisition and a new requisition 

must be created.    

3. If the requisition is approved, then it will route to the HR Manager’s Inbasket for 

approval.  If the requisition is returned, then it will return to the initiator of the 

requisition and a new requisition must be created.  If the requisition is approved, the 

requisition status will change to Pending and the initiator will receive an automated 

message notifying them the requisition was approved. When you receive the automated 

e-mail stating the requisition is approved, you may proceed with posting the position. 

Below is an example of the automated e-mail the initiator will receive when the 

requisition is approved or returned. 

 

 
 

Please note it may take 20 or more minutes for a requisition to be routed to the Manager for approval.  

The approval process is not an immediate action and it is based upon the availability of the Manager and 

HR Manager. If the requisition is returned without approval for any reason, please make note of the 

comments included in the automated e-mail and know you will need to delete the existing requisition 

and create a new one. 
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Requisition Quick Reference Guide 
______________________________________________________________________________ 

Verify that the fields below are completed on your requisition. 

 

 

 

 

 

 

 
 

Check 

Reference & 

Assessment on 

Teacher req. & 

leave all blank 

for Classified 

req. 

Enter FTE for baseline 

positions.  Do not enter FTE 

for hourly positions such as 

Afterschool, hourly 

computer lab aides. 

 

Rel. to Org 

is always 

Employee 

 

Work Type is  

Hourly if FTE=0 or 

Regular if FTE>0 

 Category 

defaults from 

Position 

Code; Do NOT 

leave blank 

Verify 

Position Code 

to Baseline 
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Leave Blank 

Principal 

Employee # 

Secretary 

Employee # 

Principal 

Employee # 

12345

6 

789012 

123456 
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How to Approve a Requisition Request 

Sent to My Inbasket 

Principal/Hiring Manager 

 

Click on Start located in the top right corner.  Select My Inbasket as shown below:  
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Locate the requisition to be approved in the Work Items list.  Double click on the requisition to be 

approved. The view pictured below may be adjusted by hovering your mouse over the lines indicated by 

the arrows. 

 

The requisition selected will be displayed.  

 

Columns may be 

adjusted. 
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-  Comments: 

 
 

The Comments field allows you to easily communicate with Human Resources about the circumstances 

creating a vacancy.  For example, a current employee resigned or transferred or an allocation was added 

to your baseline.  Utilize this field to communicate important information and expedite the approval 

process.   

Please format the Comments in the following manner: 

  “Your Name” followed by “Current Date:” followed by “Comment Text”  

For example: 

Adele Johnson 9/21/2016:  School clerk, Sally Jones, submitted resignation on 

9/15/16.  Requesting to fill her position. 

The Comments will be available for the Hiring Manager, HR Manager and other approvers to view and 

edit during the approval process.  The approvers may enter additional comments.  When adding 

comments, do not enter your comments on the same line as other comments. Instead, skip to the next 

line and add your comments.  Do not delete or type over comments entered by others.  The automated 

approval email sent to the initiator for requisitions will include all Comments entered.   

Review the form in its entirety to verify the information on the requisition is accurate. Select the 

appropriate action “Approve” or “Return”. Selecting Approve will forward the requisition to the 

corresponding HR Manager for approval.  Selecting Return will forward the requisition back to the 

initiator.  

If the requisition is returned to the initiator for any reason, the existing requisition must be deleted and 

a new requisition must be created. 

 

 

 

 

Caroline Craig 9/21/2016: Aide, Mary Bates, transferring on 9/30/16. Requesting to fill her position. 
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Posting a Requisition 

 

Once a requisition has completed the approval process, the position can be posted Internal Only, 

External Only, Confidential Only, or Internal and External (requires the creation of two Job Postings). 

 

Double click on Recruiter 

 

 

Double click on Requisitions 
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Search for the Requisition by entering the Job ID and click Search. 

 

 

The Status of the Job Requisition will change to Pending after being approved.  Double click on the 

Requisition to open it. 
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Before you can post a requisition, the requisition status MUST be Open.  If the job requisition is not in 

an Open status, you will not be allowed to post the requisition.  To change the requisition status to 

OPEN, go to Actions and click on the arrow for a drop down list.  Select Open in the drop down list as 

shown below. 

 

 

The Status will change to Open. 

 

 

 

 

 



 

27 
Greenville County Schools- Human Resources  
November 7, 2016     

 

The next steps for the Requisition are completing the Description, Questions, and Postings sections.  The 

Responsibilities section is not used by GCS, so you do NOT need to complete the Responsibilities section.   

 

- Description:  Click on Description section. 

Click on the arrow in the Job Posting Template field.   

 

Select the GCSMAINPOSTING TEMP template by either double clicking to select, or highlight the 

name and click the Select button. 
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Select the Save icon, , at the top of the screen.  If a job description is associated with the position 

code on this requisition, then it will display after you click the Save icon.  If a job description does not 

attach, then please contact the Human Resources Helpline at 355-3117.  Many hourly positions such as 

Hourly Tutor and After School Worker do NOT have a job description.  In these cases, you may type a 

brief description depending upon the type of hourly position.   

 

 

The information for the job description will default to the requisition.  This information will be displayed 

on the posting.   
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- Questions:  If you are posting the Internal or External requisition, you MUST attach the questions 

that pertain to the position you are posting.  Please note there are no Question Sets for positions 

such as Afterschool Caregiver, Hourly Tutor, etc.   Select the Questions Tab. 

 

 

This is an important step in gathering information on the application.  Questions are set up in 

Question Sets and provided below is a list of the current Question Sets.  
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Click on the arrow with the sheet icon to see the defined Questions sets. 

 

 

Select the question set for the position that you are posting.  For example, if the position you 

are posting is 012CLK1000, Clerk, you will choose the School/Guidance Clerk question set.  Not 

all positions have a question set, so it is best to review each set to see which one is most 

applicable for the position. If you do not see a question set that applies to the specific position, 

then you may omit this step. Select the Attach Question Set to Job Requisition option at the 

bottom. Select Close after attaching the questions. Selecting Attach Question Set to Job 

Requisition more than once will result in questions being attached multiple times.  
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Once you attach the question set, you will be asked to enter the effective date.  This is the 

effective date for the question set.  The question set effective date should be the same as the 

requisition date.  Click OK when you have completed this screen.   

 

 

The Questions screen will be displayed with the questions listed from the attached Question Set 

as shown below.  Please verify the questions are attached only 1 time.  If you attach the 

questions multiple times, then the applicant will be required to answer the questions multiple 

times. 
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In the following example, the questions were accidentally attached twice.  To delete the 

duplicated questions, highlight the question and click the   icon as shown below for each  

duplicated question.  

 

 

 

 

A confirmation prompt will be displayed asking, “Are You Sure You Want to Delete?”   Click Yes 

 to delete the question. 
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- Postings 

 

 

Step 1:  Click on the drop down arrow next to Actions.  Select Create. 
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Step 2: 

Job Board:   Select one of the following options: Confidential, External, or Internal, refer to the 

descriptions below for additional details on each option. 

  

Confidential: Used at the discretion of Human Resources.  This type of posting does not allow 

anyone to submit an application for the position. Provided below are a couple of examples of 

confidential postings: 

Example #1: Two Aide positions are vacated at the same location. One requisition is 

posted for internal and external applicants. Another requisition is posted confidentially 

and we will attach and hire the second aide using the confidential requisition.  

Example #2: You are hiring for a Secretary. Your specific job will be posted confidentially 

and we will attach the chosen candidate to the confidential posting from the “Secretary 

Pool” posted  internally and externally. 

When you reach the point where a candidate needs to be attached to the confidential 

requisition, please contact the Human Resources Helpline at 355-3117. 

External: Displays the requisition on the external candidate site so applicants that are not 

current employees can apply to the position. 

Internal: Displays the requisition on the internal candidate site, which enables only current 

employees to apply to the position.   

To post a position both External and Internal you must create two separate postings; one for 

Internal and one for External.  If you want to consider both internal (current employees) and 

external applicants, post the requisition both internal and external. 
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- Posting Begin Date and Posting End Date:  The Posting Begin Date is the date the job 

should be available for candidates to apply.  The Posting End Date is the last day the posting will be 

available for candidates to apply.  A Posting End Date should always be entered for a requisition and 

it may be extended at any time.  To extend the Posting End Date, please refer to Extending a Posting 

End Date or Job Title change section below for step by step directions. Postings must be displayed 

for a minimum of 3 business days.  If this requisition is posting for both internal and external 

candidates, the Posting Begin and End Dates can be different on the internal and external job 

posting.   

 

- Category:  Will default from the requisition 

 

- Sub Category, Minimum Salary and Maximum Salary:   Leave these fields blank  
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- Location:  Select the location for the position.  This is critical for applicants to know what  

  location/school has the job opening.   Click on the arrow in the Location field for a list of   

  locations.  

 

  
   

 

To search for your location, enter all or a portion of your location description in the location 

field at the top of the list and press enter.  To select the location, double click on the location or 

highlight the location and click Select. 
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- Details 

In the Details section, verify the Title of the position and Job Description are completed and 

accurate, because this is the information the applicant will see when reviewing the position. 

Locate the Title field shown below and change the title to be more meaningful.  With teacher 

positions, a high school teacher title may default to Teach HS, a middle school teacher title may 

default to Teach MS, and an elementary school teacher may default to Teach Grade 1-3. For 

Teaching positions, please change the title to “Teach” followed by the grade, if applicable, and 

the subject, if applicable. Below are examples by school level. 

 Elementary:  Teach 1st Grade 

           Teach Art 

 

 Middle School:  Teach 6th Grade Science 

 

 High School:  Teach Algebra 1  

            Teach Chemistry 

 

If the requisition being posted is not a full time position or for a future school year, please note 

that information in the Title as well.  Below are a few examples for guidance. 

 Teach Chemistry – Part Time 

 Teach 1st Grade (2017-2018 School Year) 

 Teach Art – Part Time for 2017-2018 School Year  

 

 

 

 

Be specific. Candidates will see this when applying.  
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Step 3:  Click the Save , icon to save the posting and then select the “X” in the upper right hand 

corner of the screen to exit.  The Job Board Posting will display as shown below with the job posting you 

added.  Remember, if you would like to post the requisition for internal and external candidates, then 

you will need to create two Job Postings.  One job posting is for the internal candidates and one is for 

external candidates.  Return to Step 1 on page 33, if you would like to create another job posting.  

 

 

When all required job postings are entered, you will need to Post the job board(s).  Right click on the Job 

Board Posting and select Post.  Execute this step for each Job Board Posting. 
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The status of the Job Board Posting will change to Posting Live as shown below. Your requisition is now 

visible to candidates to submit an application. Be sure to verify this has occurred, as in the picture 

below. Otherwise, the job will not be visible online. 

 

After posting a teacher requisition, please e-mail position details to Debra Cucchiara, Recruiter & 

Teacher Staffing Specialist at dcucchia@greenville.k12.sc.us to post on the Teacher Positions page of the 

website. 

After posting a classified position, please e-mail position details to the HR Processing Center at 

HRProcessingCenter@greenville.k12.sc.us to post on the Classified Positions page of the website. 

 

 

 

 

 

 

 

 

 

 

mailto:dcucchia@greenville.k12.sc.us
mailto:HRProcessingCenter@greenville.k12.sc.us
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- Modifying a Job Board Posting  

After the job is posted, you may modify the posting to extend the end date, change the job title or add a 

location by following the steps described below.  

Step 1: From Requisition Dashboard, double click on the requisition that needs to be changed. 
 
Step 2: Select the Postings tab as shown below. 

 

Step 3: Double click on the first Job Board Posting, for example the Internal job board as shown below. 
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Step 4: The Internal job posting will be displayed.  Locate the Posting End Date, Location and/or Title 

field shown below and make the appropriate changes. Then, click the Save icon.  The application system 
will display the changes made.  
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Understanding Requisition Dashboard 

and Applicant Flow 

_________________________________ 
The requisition dashboard is designed to help you stay organized while reviewing, screening, vetting and 

hiring candidates. 

 
Understanding the Requisition Dashboard Tabs: 

-All: Includes all applicants for a requisition 

-New: Includes all recent applicants. 
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Screen Out Online: Applicants on this tab did not answer question(s) with the preferred   

response. The candidate is automatically moved to the Screen Out Online tab on the requisition. 

 

“Screen out” questions are included in many of these question sets. If a specific question is not   

answered as preferred for the position, the candidate will automatically be moved to the Screen    

Out Online tab on the requisition. 

 

To view the results of an applicant’s responses to a question set, double click on the applicant’s    

name on the requisition dashboard and select the Question Results tab on the left. 

 

Screen: Applicants who were attached to the requisition or moved to this tab by selecting  

“Move to Screening”. 

 

Hiring Manager Review:  The applicants on this tab are being interviewed and vetted by  

HR.  When you determine the applicants to be interviewed, right click on the applicant   

and select “Send to Hiring Manager”. This important step will automatically notify HR to begin  

vetting the applicant. 

 

Qualify: The applicants on this tab have completed the HR vetting and are deemed qualified 

for the new position. 

 

Offer: Tab not used by GCSD  

 

On Board: Tab not used by GCSD 

 

Hire: The applicants on this tab have been selected by the hiring manager to be either hired,  

rehired or transferred. 

 

 Disposition: The applicants were moved to this tab for one of the following reasons: 

 The applicant withdrew their application and does not want to be considered 

for the opening. 

 HR moved the applicant to disposition, because they were hired into another 

position or did not pass the vetting steps. 

 The hiring manager or recruiter moved the applicant because another applicant 

was hired for the opening. 
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Entering Candidate Correspondence, 

Notes, and Interview Details 

Select the Recruiter icon and the Requisitions icon.  Enter the requisition number in the Job ID field and 

press enter.  Click on the Requisition and you should see the candidates who have applied or been 

attached to this requisition listed to the right.  Find the candidate you want to correspond with or make 

notes for, and double click on the name to open their application. 

 

Correspondence: 
To send an email to an applicant, click on Correspondence at the top or on the tab located on the left to 

begin adding candidate correspondence. Please note: this correspondence is viewable by other hiring 

managers with positions for which the candidate has applied. Professional correspondence is very 

important.   
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Then select Create Email to begin drafting an email to the candidate.   

 

From this screen, you will select an email template to use.  Click on the arrow in the Email Template 

field to view the email options. 
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A list of available Email Templates will be displayed as shown below.  

 

Select the Email Template you wish to send the applicant and click Select.  Below is a list of Email 

Templates that will be commonly used by recruiters/secretaries.  Please note you may edit the email 

template to meet your needs.  

 

When an Email Template is selected you will be returned to the Send Email screen.  Click the Next at the 

bottom of the screen. 
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The Send Email screen will display populated with the information from the email template.  Notice the 

following items will default into the email. 

1. To will default to the applicant’s email address. 

2. From email address will default to the sender’s email address.   

3. The position description on the requisition will default into the body of the email.  For example, 

School Clerk, in the email shown below. 

4. The Hiring Manager Full Name will default into the closing section of the email. 

Change the email as required to customize it to your needs. Once done, click Next.  
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The screen below will be displayed.  Select Previous to go back and edit your email message further or 

select Send to send the email to the applicant. 

 

 

A Send Completed message will display at the bottom of the screen indicating the email was sent.  Click 

Exit.  The email you sent should be displayed in Correspondence as shown below.  Click the “x” to exit 

this screen and return to the candidate application. 
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Notes: 

To add notes to an applicant’s application, click on Notes located at the top of the display. Please note: 

Notes are viewable by other hiring managers with positions for which the candidate has applied. 

Professional correspondence is very important. 

 

 

Click on the double down arrows located in the top right section of the screen and select Create. 
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Enter a Description that clearly identifies the purpose of the Note.   

Enter the note in the Note Text section.  Click the Save  , icon when finished.  The Notes section 

should not be used for Interview notes, because there is a specific section for entering interview details 

and notes that is described in the next section entitled Interview Details. 

 

The Creation Date, Originator, and Originator Name should automatically fill after you select Save.   
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The Notes screen will be displayed and the added note will be shown in the list.  If you need to delete 

the Notes, highlight it, click on the double down arrow in the top right corner, and select Delete.  Click 

the “x” to exit the Notes screen. 
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Interview Details: 

Interview Details must be entered on the requisition for each applicant being interviewed.  This 

information is only viewable by those who have access to the specific requisition. It is not viewable by 

other hiring managers with positions for which the candidate has applied. To enter interview 

information, click Interviews located at the top of the screen or on the tab located on the left. 

 

Click the double down arrow in the top right corner of the screen and select Create to create an 

interview record. 
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Click on the arrow in the Type field. 

 
 

Select a Type by double clicking or highlight and click Select.   
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Enter an Interview Date and Interview Time.  Click on the arrow in the Interviewer field to select an 

Interviewer. 

 

 

Search for the Interviewer by entering the Last Name and/or First Name.  Select the Interviewer by 

double clicking or highlight and click Select. 
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Click on the arrow in the Location field to select the Location as shown below. 

 

 

To find the Location, use the description field and enter all or a portion of the description.  Select the 

Location by double clicking or highlight and click Select. 
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Click on the arrow in the Status field and select a Status by double clicking or highlight and click Select. 

 

Click on the arrow in the Result field and select a Result by a single click on your selection. 

 

Enter Comments as needed. 
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Click the Save ,  icon when the Create Interview is completed. 

 

 

A Job App Interview Created message will display at the bottom of the screen indicating the interview 

was created.  Click the “x” to exit this screen and return to the Interviews display.  The Interview created 

will be shown in the list.   
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If you need to delete Interviews, highlight it, click on the double down arrow in the top right corner and 

select Delete.   
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How to Move Candidates to Hiring 

Manager Review for Vetting 

Select the Recruiter icon and then the Requisitions icon.  Enter the requisition number in the Job ID 

field and press enter.  Click on the Requisition and you will see the candidates who applied to this 

requisition listed to the right.   

Prior to conducting candidate interviews, it is critical that you move the applicants being interviewed to 

the Hiring Manager Review tab.  Moving applicants to the Hiring Manager Review tab before interviews 

will give HR time to vet the applicants during the interview process. This step will prevent unnecessary 

delays in the hire, rehire or transfer process. 

For each applicant being interviewed, highlight the applicant and select the double down arrows in the 

top right corner. 
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Select Send to Hiring Manager.

 

 

To view the candidates sent to hiring manager, click on the Hiring Manager Review tab.   The Selection 

Process status will change to Hiring Manager Review for these applicants. 
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For the candidates moved to Hiring Manager Review, the HR Processing group will begin the applicant 

vetting steps such as background check, checking rehire eligibility, reference review, certification 

verification and assessment review based upon the type of position. 

When HR Processing completes the vetting process, the applicant is moved to the Qualify tab, which 

signifies the vetting is complete for the applicant and they are eligible to be hired, rehired or transferred 

to the position.  To view the candidates sent to Qualify, click on the Qualify tab.   
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Hiring an Applicant 
___________________________________________________________________ 
Prior to proceeding with hiring an applicant, verify steps 1 & 2 are completed. 

1. Applicant was moved to the Hiring Manager Review tab by selecting Send to Hiring Manager, 

as described in How to Move Top Candidates to Hiring Manager Review. 

2. Applicant was moved to the Qualify tab by the Human Resources department. 

 

How to determine whether the applicant is considered a Hire, Rehire or Transfer: 

 

   

Use the Type column to determine if the applicant is External or Internal. If the candidate applied as an 

External applicant, then the hire actions are either Hire or Rehire.  Prior to hiring, determine was the 

applicant ever employed by Greenville County Schools? You may use the Rehire? column to determine 

whether the applicant was a previous employee.  

 If the Rehire? column is “NA”, then the applicant never worked with Greenville County 

Schools. To hire the applicant, please refer to the Recommendation for Hire section in 

this user guide.  

 If the Rehire? column is “Yes”, then the applicant was a previous employee. To rehire 

the applicant, please refer to the Recommendation for Rehire section in this user guide.  

If the candidate applied as an Internal applicant, please refer to the Recommendation for Transfer 

section in the user guide. 
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Recommendation for Hire 

The Hire action is used for external candidates never employed by the district.  Select the Recruiter icon 

and then the Requisitions icon.  Enter the requisition number in the Job ID field and press enter.  Click 

on the Requisition and you will see the candidates who applied to this requisition listed to the right.  

Select the Qualify tab as shown below. 

 

To initiate hiring the selected candidate, please move them to the hire tab.  Highlight the applicant to be 

hired and select the double down arrows in the top right corner.  Select Move to Hire. 
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Select the Hire tab as shown below to view the applicant moved to hire.  Highlight the applicant being 

hired and select the double down arrows as shown below.  

 

 

Select Hire from the drop down list.  The Hire action is only available for External applicants.  The Hire 

action should be selected for an applicant that has never been employed by the district.  The Rehire 

action should be selected for an applicant that was previously employed with Greenville County Schools 

(see Recommendation for Rehire section in the user guide for instructions). 
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The Request to Hire form will be displayed as shown below.   

 

Complete the form as described below: 

Effective Date:  The date the employee will begin employment. Please be aware that new hire 

orientation sessions occur on Tuesdays and Thursdays. It is critical that this effective date allows 

adequate time for the hiring process to be completed.  
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Reason:  Click on the arrow in the Reason field and select NEW HIRE by double clicking or highlight 

and click Select. 

 

Name Section:  This section should be populated from the online application. 

 

Home Country:  Click on the arrow in the Home Country field and select US – United States by 

double clicking or highlight and click Select. 

 

 

Relationship to Organization:  This should default to EMPLOYEE.  If not, click on the arrow in 

the Relationship to Organization field and select EMPLOYEE by double clicking or highlight and click 

Select. 
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Relationship Status:  Click on the arrow in the Relationship Status field and select ACTIVE by 

double clicking or highlight and click Select. Do not select the status “ACTIVE-PT”, because this status is 

for HR Use Only. 
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Work Type:  This field should default from the requisition, please do not change the default.  Below 

is a description of each Work Type. 

 Hourly – Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as 

Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.     

 International – Used when hiring international teachers. 

 Regular – Positions with a Full Time Equivalent (FTE) greater than zero including both   

full-time and part-time positions.  These positions are typically found on your Position  

Control. 

 Substitute – Used by Human Resources Only. 

 

Legacy Employment Number:  Leave blank not used by GCS 

Hire Source Section:  These fields should default from the online application, if the applicant 

entered the information.  If the applicant did not enter the information on the application, it does not 

need to be entered. 
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Personal Information:  These fields should default from the online application, if the applicant 

entered the information.  If the applicant did not enter the information on the application, it does not 

need to be entered.  

 

Dates:  These will be completed by the Human Resources department, please do not enter 

information in the date fields. 

 

 

 



 

70 
Greenville County Schools- Human Resources  
November 7, 2016     

 

Work Assignment:  The majority of the fields in this section will default based upon the position 

code on the requisition.  The Assignment Type is the only field that must be selected in the Work 

Assignment section. 

 

Assignment Type:  Click on the arrow in the Assignment Type field and select one of the following 

options: 

1. Base Assignment – Select if the position is a budgeted FTE position. 

2. Supplemental Assignment – If the position is not a budgeted FTE position.  For example, 

afterschool, substitute and hourly tutor. 

 

 

 



 

71 
Greenville County Schools- Human Resources  
November 7, 2016     

 

Manager Information:  The Manager Information will default from the position code on the 

requisition. Do not change or delete this information - doing so will cause the hire action to fail.  

 

 

Trial Period:  Leave blank not used by GCS. 
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Compensation:  The majority of the fields in this section will default based upon the position code 

on the requisition.  Do not enter or change any information that defaults from the position code. Entry 

for this section is based upon the type of position. Below are details on how this section should be 

completed.  

For non-FTE positions (i.e. After School caregiver, Local funds positions, or Hourly tutor), only the pay 

rate must be indicated. The Step and Grade Schedule, Grade, Step and Full Time Equivalent fields must 

be left blank. 

For FTE positions (i.e. Aides, Clerks, or Teachers), only the Full Time Equivalent must be indicated. The 

pay rate field must be left blank. The appropriate Human Resources manager will verify the Step and 

Grade Schedule and Grade and assign the Step.  

If you are hiring a candidate that will be split between multiple positions, please attach the RFE with the 

additional position splits in the attachment section of the Hire form. This will inform HR of the details on 

the other position.   

 

Compensation Analysis:  Leave blank. Not used by GCS. 
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Address:  If the candidate entered address information on their application, then it will default into 

the hire process.  If the candidate did not enter the information, then enter the address as shown below. 

 

Country:   Click on the arrow in the Country field and select US for United States. 

 

Street Address, City, State and Zip Code:  Enter if not provided by candidate on application. 

 

Contact Information:    

  

 

Contact Email Address:  The email address should default as entered on the application and leave 

it as the default.   

Alternate Email Address:  Not required. Leave blank. 



 

74 
Greenville County Schools- Human Resources  
November 7, 2016     

 

GCSD: If hiring for a teacher position, Teacher Subject must be completed. For all other positions, 

leave this section blank. 

               

Attachments:  Please attach the following items in this section: 

1. If the employee being hired will have multiple positions with FTE’s, please attach the 

Recommendation for Hire Form in the Attachments section for additional position(s).   

2. Attach the Principal/Phone Reference form for teacher positions. For other positions, this form 

is optional.  

3. Attach the Interview Log for All positions. 

 

Click on “Browse” when accessing these attachments, to access the file on your computer. 

 

 
 

RFE Form.docx 

Phone reference.docx  

Interview Log.pdf  
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Comments: When submitting a Hire for an applicant from a requisition, you have access to a 

Comments field.  Please use the Comments field on this action to communicate important information 

to Human Resources and expedite the approval process. 

 
 

Please format the Comments in the following manner: 

  “Your Name” followed by “Current Date:” followed by “Comment Text”  

For example: 

Adele Johnson 9/21/2016:  School clerk, Sally Jones, submitted resignation on 

9/15/16.  Requesting to hire this applicant to fill her position. 

The Comments are available for the Recruiter, Hiring Manager, HR Manager and other approvers to view 

and edit during the approval process.  The approvers may enter additional comments.  The automated 

approval email sent to the initiator for hires will include all Comments entered. 

 

When all information is entered, select Submit to start the approval process for the Rehire. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Caroline Craig 9/21/2016: Aide, Mary Bates, transferring 9/30/16. Requesting to hire an applicant for this 

position. 
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Recommendation for Rehire 

The Rehire action is used to hire external applicants that were previously employed with Greenville 

County Schools.  Select the Recruiter icon and then the Requisitions icon.  Enter the requisition number 

in the Job ID field and press enter.  Click on the Requisition and you will see the candidates who applied 

to this requisition listed to the right.  Select the Qualify tab as shown below. 

 

To initiate a Rehire for an applicant, move them to the hire tab.  Highlight the applicant to be rehired 

and select the double down arrows in the top right corner.  Select Move to Hire. 
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Select the Hire tab as shown below to view the applicant moved to hire.  Highlight the applicant being 

rehired and select the double down arrows as shown below.  

 

 

Select Rehire from the drop down list.  The Rehire action is only available for External applicants.  The 

Rehire action should be selected for an applicant that was previously employed with Greenville County 

Schools and has an employee ID with the district.  The Hire action should be selected for an applicant 

that has never been employed by the district (see Recommendation for Hire section in the user guide for 

instructions). 
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The Request to Rehire form will be displayed as shown below.   

  

Complete the form as described below: 

Effective Date:  The date the employee will begin employment. Please be aware that new hire 

orientation sessions occur on Tuesdays and Thursdays. It is critical that this effective date allows 

adequate time for the rehire process to be completed.  
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Reason:  Click on the arrow in the Reason field and select REHIRE by double clicking or highlight and 

click Select.  

 

 

Employment ID:  Enter the Greenville County School employee number or click on the arrow in the 

Employment ID field to search by first name and/or last name to locate the Employee ID. If you need 

assistance finding the Greenville County School employee number, please contact the Human Resources 

help line at 355-3117. 
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If you click on the employee ID search, then the Resources search function will be displayed as shown 

here.  Enter the candidates Last Name and/or First Name to search for their Employee ID.  Highlight the 

candidate and click on Select.  The Employee ID number will populate into the rehire form.  

 

 

 

Work Assignment Option:  Click on the arrow in the Work Assignment Option field and select 

Create New Work Assignment as shown below. 
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The top portion of the Request to Rehire form will look similar to the sample below. 

 
 

Name Section:  This section should be populated from the online application. 

 

Home Country:  Click on the arrow in the Home Country field and select US – United States by 

double clicking or highlight and click Select. 
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Relationship to Organization:  This should default to EMPLOYEE.  If not, click on the arrow in 

the Relationship to Organization field and select EMPLOYEE by double clicking or highlight and click 

Select. 

 

Relationship Status:  Click on the arrow in the Relationship Status field and select ACTIVE by 

double clicking or highlight and click Select. Do not use the status “ACTIVE-PT”, because this relationship 

status is for HR Use Only. 
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Work Type:  This field should default from the requisition, please do not change the default.  Below 

is a description of each Work Type. 

 Hourly – Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as 

Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.   

 International – Used when hiring international teachers. 

 Regular – Positions with a Full Time Equivalent (FTE) greater than zero including both   

full-time and part-time positions.  These positions are typically found on your Position  

Control. 

 Substitute – Used by Human Resources Only. 

 

 

Hire Source Section:  These fields should default from the online application, if the applicant 

entered the information.  If the applicant did not enter the information on the application, it does not 

need to be entered. 
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Personal Information:  These fields should default from the online application, if the applicant 

entered the information.  If the applicant did not enter the information on the application, it does not 

need to be entered.  

 

 

Dates:  These will be completed by the Human Resources department, please do not enter 

information in the date fields. 
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Separation Information:  Leave blank. Not used by GCS. 

 

 

Work Assignment:  The majority of the fields in this section will default based upon the position 

code on the requisition.  The Assignment Type is the only field that must be selected in the Work 

Assignment section. 

 

 

 

 

 

 



 

86 
Greenville County Schools- Human Resources  
November 7, 2016     

 

Assignment Type:  Click on the arrow in the Assignment Type field and select one of the following 

options: 

1. Base Assignment – Select if the position is a budgeted FTE position. 

2. Supplemental Assignment – If the position is not a budgeted FTE position.  For example, 

afterschool, substitute and hourly tutor. 

 

 

Manager Information:  The Manager Information will default from the position code on the 

requisition. Do not change or delete this information – because it will cause the rehire approval process 

to fail. 

 

 

Trial Period:  Leave blank. Not used by GCS. 
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Compensation:  The majority of the fields in this section will default based upon the position code 

on the requisition.  Do not enter or change any information that defaults from the position code. Entry 

for this section is based upon the type of position. Below are details on how this section should be 

completed.  

For non-FTE positions (i.e. After School caregiver, Local funds positions, or Hourly tutor), only the pay 

rate must be indicated. The Step and Grade Schedule, Grade, Step and Full Time Equivalent fields must 

be left blank. 

For FTE positions (i.e. Aides, Clerks, or Teachers), only the Full Time Equivalent must be indicated. The 

pay rate field must be left blank. The appropriate Human Resources manager will verify the Step and 

Grade Schedule and Grade and assign the Step.  

If you are hiring a candidate that will be split between multiple positions, please attach the RFE with the 

additional position splits in the attachment section of the Hire form. This will inform HR of the details on 

the other position.    

 

 

Compensation Analysis:  Leave blank. Not used by GCS. 
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Address:  If the candidate entered address information on their application, then it will default into 

the rehire form.  If the candidate did not enter the information, then enter the address as shown below. 

 

Country:   Click on the arrow in the Country field and select US for United States. 

Street Address, City, State and Zip Code:  Enter if not provided by candidate on application. 
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GCSD: If hiring for a teacher position, Teacher Subject must be completed. For all other positions, 

leave this section blank. 

               

Attachments:  Please attach the following items in this section: 

1. If the employee being rehired will have multiple positions with FTE’s, please attach the 

Recommendation for Hire Form in the Attachments section for additional position(s).   

2. Attach the Principal/Phone Reference form for teacher positions. For other positions, this form 

is optional.  

3. Attach the Interview Log for All positions. 

 

Click on “Browse” when accessing these attachments, to access the file on your computer. 

 

 

 

RFE Form.docx 

Phone reference.docx  

Interview Log.pdf  
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Comments: When submitting a Rehire for an applicant from a requisition, you have access to a 

Comments field as well.  Please use the Comments field on these actions to communicate important 

information to Human Resources and expedite the approval process. 

 
 

Please format the Comments in the following manner: 

  “Your Name” followed by “Current Date:” followed by “Comment Text”  

For example: 

Adele Johnson 9/21/2016:  School clerk, Sally Jones, submitted resignation on 

9/15/16.  Requesting to rehire this applicant to fill her position. 

The Comments are available for the Recruiter, Hiring Manager, HR Manager and other approvers to view 

and edit during the approval process.  The approvers may enter additional comments.  The automated 

approval email sent to the initiator for rehires will include all Comments entered. 

 

When all information is entered, select Submit to start the approval process for the Rehire. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Caroline Craig 9/21/2016: Aide, Kelly Smith, submitted resignation on 9/15/16. Requesting to rehire this 

applicant to fill her position. 
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Recommendation for Transfer 

The Transfer action is used for candidates already employed with the district, however, they are moving 

to a different position.  Select the Recruiter icon and then the Requisitions icon.  Enter the requisition 

number in the Job ID field and press enter.  Click on the Requisition and you will see the candidates who 

applied to this requisition listed to the right.  Select the Qualify tab as shown below. 

 

 

To initiate a transfer for the selected candidate, please move them to the hire tab.  Highlight the 

applicant to be hired and select the double down arrows in the top right corner.  Select Move to Hire. 
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Select the Hire tab as shown below to view the applicant moved to hire.  Highlight the applicant being 

hired and select the double down arrows as shown below.   

 

 

Select Transfer from the drop down list.  The Transfer action is only available for Internal applicants.  

The Transfer action should be selected for an applicant that is currently employed with Greenville 

County Schools, and is moving to a different position.   
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The Request to Transfer form will be displayed as shown below.   

 

 
 

Completed the form as described below: 

Effective Date:  The date the employee will start in their new position.  
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Reason:  Click on the arrow in the Reason field and select TRANSFER by double clicking or highlight 

and click Select. 

 

 

Employment ID:  The Employment ID field will default for the employee.  Please do not change the 

Employment ID.  For purposes of documentation, the Employment ID above was not displayed. 

 

Work Assignment:  Leave the Work Assignment with the default information provided. 

 

Home Country:  Click on the arrow in the Home Country field and select US – United States by 

double clicking or highlight and click Select. 
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Relationship to Organization:  This should default to EMPLOYEE.  If not, click on the arrow in 

the Relationship to Organization field and select EMPLOYEE by double clicking or highlight and click 

Select. 

 

Relationship Status:  Click on the arrow in the Relationship Status field and select ACTIVE by 

double clicking or highlight and click Select. Do not select the status “ACTIVE-PT”, because this 

relationship status is for HR Use Only. 
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Work Type:  This field should default from the requisition, please do not change the default.  Below 

is a description of each Work Type. 
 Hourly – Positions with a Full Time Equivalent (FTE) equal to zero and no benefits such as 

Afterschool Caregivers, Adjunct Coaches, Hourly Tutors, etc.   

 International – Used when hiring international teachers. 

 Regular – Positions with a Full Time Equivalent (FTE) greater than zero including both   

full-time and part-time positions.  These positions are typically found on your Position  

Control. 

 Substitute – Used by Human Resources Only.

 

 

Adjusted Start Date:  This date will be completed by the Human Resources department, please 

skip this field. 

Hire Source Section:  These fields should default from the online application, if the applicant 

entered the information.  If the applicant did not enter the information on the application, it does not 

need to be entered. 
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Personal Information:  These fields should default from the online application, if the applicant 

entered the information.  If the applicant did not enter the information on the application, it does not 

need to be entered. 
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Work Assignment:  The majority of the fields in this section will default based upon the position 

code on the requisition.  The Assignment Type is the only field that must be selected in the Work 

Assignment section. 

 

 

Assignment Type:  Click on the arrow in the Assignment Type field and select one of the following 

options: 

1. Base Assignment – Select if the position is a budgeted FTE position. 

2. Supplemental Assignment – If the position is not a budgeted FTE position.  For example, 

afterschool, substitute and hourly tutor. 
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Manager Information:  The Manager Information will default from the position code on the 

requisition. Do not change or delete this information because it will cause the transfer approval to fail. 

 

 

Trial Period:  Leave blank. Not used by GCS. 
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Pay Information:  The majority of the fields in this section will default based upon the position code 

on the requisition.  Do not enter or change any information that defaults from the position code. Entry 

for this section is based upon the type of position. Below are details on how this section should be 

completed.  

For non-FTE positions (i.e. After School caregiver, Local funds positions, or Hourly tutor), only the pay 

rate must be indicated. The Step and Grade Schedule, Grade, Step and Full Time Equivalent fields must 

be left blank. 

For FTE positions (i.e. Aides, Clerks, or Teachers), only the Full Time Equivalent must be indicated. The 

pay rate field must be left blank. The appropriate Human Resources manager will verify the Step and 

Grade Schedule and Grade and assign the Step.  

If you are hiring a candidate that will be split between multiple positions, please attach the RFE with the 

additional position splits in the attachment section of the Hire form. This will inform HR of the details on 

the other position. 

  

Compensation Analysis:  Leave blank. Not used by GCS. 
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GCSD: If hiring for a teacher position, Teacher Subject must be completed. For all other positions, 

leave this section blank. 

               

 

Attachments:  Please attach the following items in this section: 

1. If the employee being transferred will have multiple positions with FTE’s, please attach the 

Recommendation for Hire Form in the Attachments section for additional position(s).   

2. Attach the Principal/Phone Reference form for teacher positions. For other positions, this form 

is optional.  

3. Attach the Interview Log for All positions. 

 

Click on “Browse” when accessing these attachments, to access the file on your computer. 

 

 
 

RFE Form.docx 

Phone reference.docx  

Interview Log.pdf  
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Comments: When submitting a Transfer for an applicant from a requisition, you have access to a 

Comments field as well.  Please use the Comments field on these actions to communicate important 

information to Human Resources to expedite the approval process. 

 
 

Please format the Comments in the following manner: 

  “Your Name” followed by “Current Date:” followed by “Comment Text”  

For example: 

Adele Johnson 9/21/2016:  School clerk, Sally Jones, submitted resignation on 

9/15/16.  Transferring this applicant to fill her position. 

The Comments are available for the Recruiter, Hiring Manager, HR Manager and other approvers to view 

and edit during the approval process.  The approvers may enter additional comments.  The automated 

approval email sent to the initiator for transfers will include all Comments entered. 

 

When all information is entered, select Submit to start the approval process for the Transfer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Caroline Craig 9/21/2016: Aide, Mary Bates, transferring on 9/30/16. Requesting to transfer this applicant 

to this position. 
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Hire, Rehire, Transfer Quick Reference 

Guide 

_________________________________ 
 

Verify that the fields below are completed on your hire, rehire or transfer form. 

 

 

Work Type is 

Hourly if FTE=0 or 

Regular if FTE>0 

 

Assignment Type=Base 

Assignment if FTE>0 or 

Supplemental 

Assignment if FTE=0 
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Enter FTE for baseline 

positions.  Do not enter 

FTE for hourly positions 

such as Afterschool, 

hourly computer lab 

aides. 

 

Attach Interview Log 

for ALL Hiring 

Attach Paper RFE if 

employee will have 

split positions 

Use Comments to 

assist HR with 

Approval 
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How to Approve a Hire/Rehire/Transfer 

Request Sent to My Inbasket 

Principal/Hiring Manager 

 

Click on Start located in the top right corner.  Select My Inbasket as shown below:  
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Locate the Hire, Rehire or Transfer to be approved in the Work Items list.  Double click on the Hire, 

Rehire or Transfer action to be approved. 

 

 

The Hire, Rehire or Transfer requiring approval will display.   
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Comments: When approving a Hire/Rehire/Transfer, you have access to Comments.  Please use the 

Comments field on these actions to communicate important information to Human Resources to 

expedite the approval process. 

 

Please format the Comments in the following manner: 

  “Your Name” followed by “Current Date:” followed by “Comment Text”  

For example: 

Adele Johnson 9/21/2016:  School clerk, Sally Jones, submitted resignation on 

9/15/16.  Requesting to hire this applicant to fill her position. 

The Comments are available for the Recruiter, Hiring Manager, HR Manager and other approvers to view 

and edit during the approval process.  You may enter additional comments.  When adding Comments, 

do not enter your comments on the same line as other comments instead skip to the next line and add 

your comments.  Do not delete or type over comments entered by others.  The automated approval 

email sent to the initiator for requisitions, hires, rehires and transfers will include all Comments entered. 

 

Review the form in its entirety to verify the information on the Hire, Rehire or Transfer is accurate.  

Select the appropriate action Approve or Reject.  Selecting Approve will forward the requisition to the 

corresponding HR Manager for approval.  Selecting Reject will forward the action back to the initiator. 

 

 

 

 

 

Caroline Craig 9/21/2016: Aide, Mary Bates, transferring on 9/30/16. Approving to fill her position. 
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How to Close Out a Requisition 

After receiving an e-mail similar to the picture below, you may close the requisition.   

 

Do not execute this action until you have received a hiring confirmation e-mail similar to the one shown 

below: 

 

To close a requisition, the following steps need to be executed: 

1. Move Applicants Not selected to the Disposition Tab. 

2. Send a Mass Email to the applicants not selected to inform them the position is filled. 

3. Close the Requisition. 

 

 

 

 

 

DoNotReply@greenville.k12.sc.us 

mailto:DoNotReply@greenville.k12.sc.us
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Select the Recruiter icon, then the Requisitions icon. 

Enter the requisition number in the Job ID field and press enter. 

 
 

1. Move Applicants Not Selected to the Disposition Tab. 

Select the All tab to display all applicants for this requisition.  Highlight the applicants NOT hired like 

the example below. Skip those applicants who already show as “Disposition” in the Selection 

Process column.  To highlight multiple applicants, press the CTRL key and then click on each 

applicant.  
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When the applicants NOT hired are highlighted, right click and select Disposition Candidate. 

 

 
 

 

The following prompt will display requesting entry of a Disposition Reason.  Click on the arrow in the 
Candidate Disposition Reason field for a list. 
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Highlight the SELECT ANOTHER CANDIDATE disposition reason and click Select.  The disposition reason 

will be filled, select OK. 

 

 
 

 

Select the Disposition tab and the applicants are moved as shown below. 
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2. Send Mass Email to Applicants Not Selected to inform them the Position is Filled. 

Right click on the requisition as shown below and select Send Mass Email. 

 

 
 

  

Click on the arrow in the Email Template field for a list of email templates.      
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Highlight the POSITION FILLED email template and click Select. 
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Below is a picture of the POSITION FILLED e-mail template. Notice information is automatically 

populated into the e-mail template. The To e-mail address will automatically populate with the 

applicant’s e-mail address. The From e-mail address will automatically populate with the sender’s  

e-mail address.  

 

 
 

 

Click on the arrow in the Eligibility Group for a list.  
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Highlight the DISPOSITION APPLICANTS group and click Select.  

 
 

Please check the Email Template and Eligibility Group selected for accuracy.  It is very critical that 

you choose the POSITION FILLED e-mail template and DISPOSITION APPLICANT eligibility group, in 

order to avoid sending the wrong e-mail to candidates who were not chosen. Failing to do so will 

result in sending incorrect information to the wrong group of candidates. When OK is selected, a 

POSITION FILLED email will be sent to each applicant in the Disposition Tab.   

 
 

You will receive a  message in the lower, left hand corner of your 

screen.   
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3. Close the Requisition.  

Right click on the requisition and a drop down list will be displayed.  Select Close. 

 

 
 

The requisition and the postings (if the position is still posted internally/externally) will close on the 

date that the requisition is closed.  The status will change to Closed. 

    

Once a requisition is closed, you may still submit the hire/transfer/rehire action if this has not been 

completed.   
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