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Agenda

Hiring Process Overview

• Create a Job Offer

• Adjunct Faculty

• A separate training is available with instructions on creating a job 

offer for full-time faculty.



 Review Applications

Log in as the Hiring manager and navigate to ‘My Team’ then to ‘Hiring.’ 

Navigate to ‘Requisitions’ and click on the number of Applications.



 Create Offer

Once you have selected the perfect candidate, the next step is to create the offer.

Go to the Candidate's name, select the box next to the name and on the far right, click the three Action dots.

Click on 'Create Job Offer.'



 Create Offer

The offer template will populate. Select ‘Offer Team’ and ‘Other Compensation’ then click Continue

NOTE: ‘Other Compensation’ MUST be selected for Adjunct hires where teaching is their primary role.  

For SOM faculty, where the Adjunct’s primary role is teaching, select ‘Other Compensation.’ 

DO NOT select ‘Other Compensation’ if their primary role is not teaching.  
 



 Create Offer

Select the Start Date. This will be a 'project' start date pending the background check progress.

Employer is always 'Tulane University,' and Worker Type is 'Employee.'

If a candidate is new hire (not a current employee), the Action 'Pending Worker' will populate.

If a current employee, Add 
Assignment will be a choice 
under Action and should be 
used for current full-time 
faculty or staff that are 
teaching as an adjunct.



 Create Offer



 Create Offer

The "Hiring Manager" will update to the actual manager of the position according to the position hierarchy.

For anyone to view the Offer, their name MUST be added as to the Offer Team.



 Create Offer

In the Payroll drop-down menu select Monthly.  

Exempt positions will be paid Monthly and do not require a Time Card.



All exempt positions are 
'Salaried.’

Select ‘Salaried’ for Salary 
Basis

Skip ‘Select Components’

If hiring an Adjunct whose 
primary role is Teaching, 
enter $0 for salary amount. 

Adjunct pay is entered as 
‘Other Compensation.’

 Create Offer



Select the appropriate plan.

• Adjunct S for a one-time 
payment;

• Adjunct Pay 1-3 for 
multiple payments; 

• Awards or Bonus

In this example we will 
submit Adjunct Pay 1 for 
multiple payments.

 Create Offer



• Start Date: Enter effective date
• Leave box checked for ‘Ongoing’ 

even for one- time payments.
• Enter amount per pay period
• Enter total amount.  Payment 

will end when the total amount is 
reached.

• Select reason for pay
• Enter comments as needed
• Enter credit hours and ACA 

hours
• Enter appropriate accounts and 

project information as 
appropriate

 Create Offer

Enter Alias OR Override project. Override Cost center 
program and Override University Activity will be used 
only for GL Projects. PPM projects do not use these 
values.

Credit hours = Total credit hours an adjunct is teaching. 
ACA Hours are equal to weekly working hours.



 Create Offer

Adjunct Positions: You MUST attach the following documents:
• The fully executed offer letter.
• CV, if your school does not use the Provost Office's Adobe Sign instance.
Attach documents here so that those in the approval flow can review.



 Create Offer



 Create Offer

Scroll up to the top and click 'Submit.'



Once the offer is submitted, it routes for approvals. If over Mid-point, it will go to Compensation. If over budget, it 
will route to Budget. All route to the Recruiter.

To view the approvals, go to the Candidate's profile, select 'Offer,' then click 'View details.'

 Offer Approvals



 Offer Approvals

Click on View Details to view the Approval Flow Progress.  The full approval will populate for view. Scroll to 
the end of the page to see the Approvers.



 Offer Approvals

You can view 
the offer status 
by navigating to 
My Team > 
Hiring and 
clicking on the 
'Offers' tab.

Once approved, 
the Recruiter 
will accept the 
Job Offer.
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