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SECTION 1: OVERVIEW

This business process enables the departments to regenerate accepted offer documents
for a candidate after initiating or completing a hire making it easier to amend the details
and resend offer letters. This process reduces manual effort and improves recruiting
efficiencies.

SECTION 2: WHY DO WE NEED TO REGENERATE OFFER DOCUMENTS

® Regenerate accepted offer documents after initiating or completing a hire

e Use to correct or amend contract terms
® May be used to revise the anticipated start date

e Reduces manual effort and improves efficiencies

SECTION 3: WHAT ROLES CAN INITIATE

® Primary Recruiter (Preferred)

e Administrative Assistant
e Manager

® Recruiting Manager

SECTION 4: BEFORE YOU BEGIN....

Consult with your Business Manager, HR Liaison, or Primary Recruiter to prepare
new or revised language and finalize before initiating this business process.
Approvers do not have the ability to send offer documents back to the initiator
to make changes.

SECTION 5: STEPS TO REGENERATE OFFER DOCUMENT

The following steps will regenerate the offer documents. In most cases, the
Recruiting Manager will initiate the Regenerate Offer Documents.

1. Type “Regenerate offer document” in the search bar

W Q regenerate offer | X

=, Regenerate Offer Documents
Task

oo
oo
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2. Enter the candidate’s name and job application.

Regenerate Offer Documents

Candidate *

Job Application *

Cancel

3. Expand the document or scroll down to locate the language to revise or to insert new
language.

Dl:u::umeni.*% Norma - B I U A~ H % | 7

Document Date: 10/07/2020

Employee Name: lane Doe

Position Information

Supervisory Organization: UNLV Financial Aid and Scholarships Administration

Title: Financial Ald Counselor
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4. Select “View PDF” to review changes (optional) and select “Submit”. A popup window may
display a message “Your request is being processed. You can continue to wait or choose to be
notified later”. Select “Notify Me Later”

Your request is being processed

YOU Can 2w warne... " 10se to be notified later.

Notify Me Later

5. Select the “Notification Icon” in the upper right hand corner of the screen to locate
the PDF.

- PN
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6. Locate the document in the Notifications inbox, select the “PDF” to open the
document.

Notifications

Viewing: All v Sort By: Newest v v Document Available

8 minute(s) ago

Document Available Administrative Faculty Employment Contract 10/07/2020.pdf is now available in My Reports
Administrative Faculty Employment Contract
10/07/2020.pdf is now available in My Reports

8 minute(s) ago Details a Administrative Faculty Employment Contract 10/07/2020.pdf

7. From left to right, use these buttons to return to the previous screen, view the next
page of the document, zoom in/out, and download and print document.

e [3] Adglhistrative Facuity Employment Contract 10/07/2020.pdf

Employment Contract

UNW Nevada System of Higher Education

University of Nevada Las Vegas

Document Date: 10/07/2020

Employee Name: Jane Doe

Position Information

Supervisory Organization: UNLV Financial Aid and Scholarships Administration

Title: Financial Aid Counselor

8. Select the “Arrow Icon” to return to the Notifications Screen.

eEjAd
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9. Select the “Inbox Icon” to return to offer document.

& =

10. Locate the inbox item, add any needed comments, then select “Submit” or “Save for

Later”.

Regenerate Contract - Admin Faculty - UNLV: Offer
for Job Application: Sl

Financial Aid Counseler
2 hour(s) ago - Due 10/09/2020

"

Supervisory Organization: UNLV Financial Aid and Scholarships Administration (Vi

Title: Financial Aid Counselor

Sub-Type: Regular

Annualized Base Salary: $42,000.00

Time Type: Full time

Full-Time Equivalent (FTE): 100 %

Anticipated Start Date (may be subject to change): 09/01/2020

Campus Location: UNLV1-Maryland Campus

Academic Pay: "A" Contract (12-month)

9 month contracts are for academic year programs and obligate the faculty member for service

during the academic year. For contractual purposes, the period of the contract begins August and
ends with spring graduation in May.

View PDF

Regenerating offer document to add language regarding faculty initial
expense (FIE)

Process History
o= = s - Due 10/09/2020

Regenerate Contract - Admin Faculty - UNLV— Awaiting Action

\ Save for Later Cancel
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11. Regenerated Offer Document routes for approval to the HR Finance Coordinator,
Select “Done” to close the process.

Success! Event submitted
Generate Document for Regenerate Offer Documents (Default Definition): Administrativ

4 hour(s) ago - Due 10/09/2020

Up Next

HR Finance Coordinator
Regenerate Offer Documents: S RMSEIENRNGSGIGNSSEEEE inancial Aid Counselor - Review Regenerated Contract - Admin Faculty - UNLY
Due Date 10/09/2020

> Details and Process
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Approvers will complete steps 12-16:
12. From the Inbox, locate “Review Regenerated Contract”.

Actions Archive

Viewing: All v Sort By: Newest v v

,,,«/““"/ﬁeview Regenerated Contract - Admin Faculty - ™
UNLV: Offer for Job Application:
b

25 minute(s) ago - Due 10/09/2020

N -
. -

13. Select the PDF to open the document.

Review Regenerated Contract - Admin Faculty - UNLV
Review Documents for Regenerate Offer Documents: GilSIuNREvE

25 minute(s) ago - Due 10/09/2020

Documents

E Administrative Faculty Employment Contract 10/07/2020 pdf
Document
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14. Locate the new or revised language on the appropriate page.

D < i _

Employment Contract

UNW Nevada Svstem of Higher Education

University of Nevada Las Vegas

must be made within 15 davs of eligibility date.

Other Information

Fixed Initial Expense: You will receive an additional one-time initial emplovment allowance payvment of $3,500
. You will not be eligible for reimbursement for moving, relocation or other expenses in connection with
beginning yvour employment pursuant to this agreement. Should vou leave employment voluntarily within the
first twelve months, this initial employvment allowance shall be repaid in full.

15. If no edits are needed, approvers select the “l agree” checkbox, add any needed
comments, and select “Submit” or “Save for Later”. If edits are required, see next
section on how to cancel and restart the process.

Documents
Administrative Faculty Employment Contract 10/07/2020.pdf
Document . ’
Instructions If no edits:

1. Click "l agree” and Submit

If edits are required:
1. Contact the person who drafted the document to update the document and restart the regenerate offer process.

Signature Statement | approve of the contents of this regenerated contract.

| Agree L]

Comment

Save for Later Cancel
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16. Select the “Archive” inbox, which shows the “Integration” confirming the document
was generated. The second inbox item shows who’s up next for approval.

Actions Archive

Sort By: Newest v v

From Last 30 Days

Integration:
PrintServiceRetrieveReportAndParmsAndGenerate
PDF-10/07/2020 14:15:54.318

8 second(s) ago - In Progress

Regenerate Offer Documents i lSEEPNNGETR

Financial Aid Counselor

8 second(s) ago - In Progress ‘Mike Smith

Regenerate Offer Documents: S RNSEEAININNEEEE Financial Aid Counselor

8 second(s) ago - In Progress Mike Smith

You completed this item on 10/07/2020

17. Not lllustrated: Additional approvals route to the Dean/Director, Executive, HR/Primary
Recruiter.

This completes the steps to regenerate the offer documents.
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SECTION 6: HOW EMPLOYEES REVIEW/ACCEPT REGENERATED OFFER
DOCUMENTS

1. If offer documents are regenerated after the hire process has been completed or if
the candidate was internal, the employee receives the regenerated offer
document in their inbox.

Actions Archive

Viewing: All o Sort By: Newest u s

Review Regenerated Contract: Offer for Job
Application:

Aid Counselo

46 second(s) ago - Due 10/10/2020

2. Employee reviews document by opening PDF and selects the checkbox “I agree” to
agree to new terms or contact the manager with questions or concerns. Employee
can add a comment and select “Submit” or “Save for Later”. “Cancel” will close the
screen but not the business process. The regenerated offer remains in the inbox.

Review Regenerated Contract

Review Documents for Regenerate Offer Documents:m

1 day(s) age - Due 10/10/2020

Documents
Administrative Faculty Employment Contract 10/08/2020.pdf
Document '
Instructions Please rea0me tenme ummmmemeuged 1 the contract letter carefully. If you have any questions or concerns, contact your hiring manager.

Signature Statement 10 accept the contract and terms of employment, check the following box and click "0K"

| Agree D

Comment

9.2020
Save for Later Cancel




SECTION 7: HOW EXTERNAL CANDIDATES REVIEW/ACCEPT REGENERATED
OFFER DOCUMENT

1. If offer documents are regenerated before the hiring process has been initiated, the
candidate receives the offer documents in their candidate home account.

2. To loginto the candidate home account, candidates visit https://www.unlv.edu/jobs
and select “Apply” under External Candidates.

Become a Repel Professional

Welcome to the University of Nevada, Las Vegas (UNLV),
where employees don't just work — they empower

External Candidates Internal Candidates
Become a Rebell We are looking for diverse, talented, and passionate UNLV employees or employees within the Nevada System of Higher
people to contribute to our mission of teaching, research, and service Education (NSHE), as well as anyone with current access to NSHE's
Jobs are listed in four categories: academic faculty, administrat Workday systemn MUST use the “Find Jobs" process within Workday to
faculty (professicnal), classified, and other pesiticns. Choose the ty] find and apply for jobs at UNLY and other NSHE Institutions. Once you
of position that you are seeking, search for jobs, view the job log into Workday, type "Find Jobs" in the search box which will navigate
announcements, and apply. to the intemal job posting site.

3. Select the “Sign In” button at the upper right hand corner of the screen

ggEET

4. Enter email address and password used to register and submit applications.

*
SignIn

Create Account Forgot Password
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5. Select the “Cloud Icon” in the upper right hand corner of the screen, then “Candidate
Home”

SR

Q View Profile

Candidate Home

Account Settings

Sign Out

Search

6. The regenerated offer document will appear under “My Tasks”, select “Start”.

GRS Candidate Home

My Tasks (1)

Thank you for applying. Please review the checklist below to complete any assigned tasks related to your job application.

Review Regenerated Contract m
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7. Employee reviews document by opening PDF and selects the checkbox “I agree” to
agree to new terms or contact the manager with questions or concerns.

Review Document

Please read the terms and conditions included in the contract letter carefully. If you have any questions or concerns, contact your hiring manager.

| ‘ Administrative Faculty Employment Contract 10/08/2020.pdf

To accept the contract and terms of employment, check the following box and click "0OK"

| Agree *

l
8. Candidate can add a “Comment” then select “OK”.

Comment

This completes the Regenerated Offer Document Business Process.
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SECTION

8: HOW TO CANCEL REGENERATE OFFER DOCUMENT IN

WORKDAY

The initiator or approver can cancel this business process prior to candidate acceptance.

1. Select the “Archive” inbox, then “Regenerate Offer Documents”

Actions Archive

Sort By: Newest v o

From Last 30 Days

Integration:
PrintServiceRetrieveReportAndParmsAndGeneratePD
F-10/08/2020 11:05:52.071

21 hour(s) ago - Successfullv Completed

/R

egenerate Offer Documents: GEEEE

.
ws] ago - In Progress /

2. Select the “Actions” button, “Business Process”, then “Cancel”.

Archive
Actions
Business Process ’
L — ’
Reporting >

View Event
Regenerate Offer Documents: (NSNS -

Event B &

G  Documents i S TR

S——— )

Test Rule
View Definition pigss
View Remaining Process 15050 11:05:13 AM
View Security

Uue Vate 107222020
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1. Provide areason for canceling the business process in “Enter Your Comment” and select
“Submit”.

Cancel Business Process

Regenerate Offer Documents: —

For Offer for Job Appllcation:m

Overall Status In Progress

Due Date 10/22/2020

enter your comment

Process History

— Due 10/22/2020

Regenerate Offer Documents— Step Completed

This completes the steps to cancel the regenerated business process.
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