Recruitment

Candidate Offer Process

This job aid will provide step by step instructions on what the external candidate will need to do

if offered ajob.

Step 1: The system will notify the candidate through e-mail to sign into their candidate profile.

Step 2: Go to the State of Oregon jobs page at https://www.oregon.gov/jobs/Pages/index.aspx.

Under Careers with the state, select Look for jobs — external applicants. Click on Sign In in the

upper right hand corner of your screen. Enter your email address and password. Click Sign In.
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- Sign In
Careers with the state

* | Look for jobs - external applicants
* Veterans' Preference in Hiring

Create Account Forgot Password

Step 3: Click on your cloud/profile icon in the upper right hand corner of your screen (1) and select
Candidate Home (2). On the Welcome page, under My Applications, you will see a yellow circle with an
exclamation point in the middle. Q This indicates there is something you must do in order to move

e

forward. Click on the link (in this

Jesse.R.Stone@Wo rkday.go»!

mple it is Reg-1355 Operations & Policy Analyst 4).
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( \'] Jesse R.Stone@Work...
W/ View Profile

Account Settings

Sign Out

Welcome,

Thanks for your interest in working on our team!
This is your page. Keep track of both your progress in the selection process and new postings that might interest you
An exclamation mark next to your application means there is a task for you to complete to continue forward in the selection process. Please click on the application to complete the task.

Helpful links:

What you need to know to get the job
Recryiter contacts

Veterans’ Preference

Job classifications & pay rates /

My Applications / My Information

REQ-1355 Operations & Policy Analyst 4 Update Contact Information
Applied Less Than One Day Ago | Status: In Progress
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Step 4: The Welcome page will display Your Tasks. These are tasks you must complete in order to
move forward in the selection process.

There are three different tasks that display; Your Offer Letter, Provide Your Social Security
Number, and Update Person Information: Your DOB, Gender, Ethnicity, Gender
Identity and Military Status. Click on Your Offer Letter to begin.

Operations & Policy Analyst 4

View My Submitted Application
s In Progress

View Job Posting

Please complete your pending tasks to continue forward in the selection process

Your Tasks

Your Offer Letter

Status: A ting Action

Provide Your Social Security Number

o &

Status: Awaiting Action

Provide Your DOB, Gender, Ethnicity and Military Status

Status: Awaiting Action

Step 5: Please read this step carefully. To view the offer letter, click on the New Employee Offer
Letter link (1). Read the offer letter. We suggest you retain a copy of your offer letter for your records
and future reference.

If you accept the offer, check the | Agree box (2) and enter a Comment if you'd like (3). The
Hiring Manager will be able to view your comments. Click Select Option (4) and select OK.

If you do not agree with the terms and conditions, do not check the | Agree box (2). Enter why
you do not agree with the terms and conditions in the Comments box (3). The Hiring Manager
will be able to view your comments. Click Select Option (4) and select Don’t Accept.

Review Document

Please rev offer letter. If you have any questions please contact the appropriate State of Oregon hiring agency.

““We suggest you retain a copy of your offer letter for your records and future reference™*

Thank you.

B | New Employee Offer Letter 08/06/2020 pdfl o

By checking the | Agree * box you are acknowledging that you have received the offer letier for employment at the State of Oregon. Before clicking OK, in the Comment text ficld
please type in if you accept or decline the terms and conditions of the offer letter. If you decline the terms and conditions of the offer letter please provide details a5 to why you are
declining them in the Comment text field below.

1 Agree

Attachments
Upload either DOC, DOCX, HTML, PDF, or TXT file types (5MB max)
Upload
Don't Accept
Comment
(3] Select O .ion v | 4
A

Click the X in the right corner of the Thank You message to move to the next task.
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Step 6: You will be routed to the Update National ID task to enter your information. Note: You will
get these tasks even if you Don’t Accept the offer. Enter your information in the required fields marked
with a red asterisk (*). Click OK. You will receive a message letting you know the task is complete.
Click the X in the right corner of the message to move to the next task.

Update Identifiers

National ID

Country *
United States of America v

Mational ID Type *

Social Security Number (SSN) v

Identification Number *

Issued Date

MM /DD /YYYY 5]

Do not add /ssued or
Expiration Date for ID
Type Social Security

Number (SSN).

Expiration Date

MM /DD /YYYY [

Add

Step 7: You will be routed to the Update Personal Information task. Add the required Date of Birth,
Gender and Ethnicity information. Add Gender Identify and Military Service if you'd like. Click OK. You
will receive a message letting you know the task is complete.

Update Personal Information
Note: The State of Oregon is required
Date of Birth * to report to the Federal government
demographic information, which
includes gender for employees.

MM /DD /YYYY [
ilitary Service

Gender * Female I' Country %

select one v selectone v

Male

Gender (Federally Required)
Gender Identity (Optional) Miltary Status

/ select one N

Military Discharge Date
MM /DD /YYYY [

Ethnicity *

Female

Gender ldentity

select one v Male

Nenbinary/Other Military Service Type

select one v

Military Service

Add Military Rank

select one A
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Step 8: You can now see that all of your tasks have been completed. Next steps may include a new
or updated offer letter. Contact the hiring manager with questions or concerns.

Your Tasks

Your Offer Letter
Status: Step Completed

Please Respond to the Required Confidential Public Records Questionnaire
Status: Step Completed

Provide Your Social Security Number
Status: Step Completed

Provide Your DOB, Gender, Ethnicity and Military Status
Status: Step Completed

Gender |dentity
Status: Step Completed

Next Steps

Thank you for completing your tasks! We will contact you if
additional information is needed.

You will receive the Public Records, Social Security, Personal
Information and Gender Identity tasks again each time you get a new
offer letter. Complete the new tasks as you receive them.
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