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Adjunct Exception Form Approval Process
1. The candidate must be in the Step/Status of Offer/Draft to begin the adjunct exception process.
(The offer grid is complete, and the offer is ready to be sent for approval). There are two
methods of completing the approval request, online or paper.

© HIGHLIGHTS (CURRENT SUBMISSION)

Required met  Assets met
0/1 0/1

Step: Offer

Status: Draft

Source: Career Section

Date of Application: Nov 18, 2020

Exception Reasons
e The candidate is a full-time employee of Temple University
e Adjunct is hired after the beginning of the semester
e Taleo Tip: The Adjunct Exception form is found in the HR Forms section on TUPortal.

Online Approval from Department
2. The form will be completed by Department Recruiter and approved electronically; no signatures
are needed on paper.
Department Recruiter

3. Navigate to the candidate’s submission.
4. Open the Attachments tab, then select Upload Offer Attachment.

E‘e Submission: Name, Your Temple for Adjunct Faculty training 4 video (ID: 20000289)

0w = s
Job Submission Attachments(4) Offers Interviews History

Attached Resume(s) relevant to this Submission | Upload Resume Attachment

There are no file attachments for this section

Other Attachments relevant to this Submission | Upload Other Attachment

There are no file attachments for this section

Related to Offer | Upload Offer Arachment

There are no file attachments for this section

5. Select Browse to find the completed Exception Form file. Ensure the Offer radio button is
selected. Then select Upload.

Upload Attachment x
File Name

Attachment Type

) Resume © offer (O Other attachments (for this submission)

Description

Characters remaining : 250

Cancel
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6. From More Actions, select Submit Offer for Approval.

| Selection Process
Intg
@ Add Comments
4 Offer def~ Offer Process

View Of [Ex Extend Offer

(%) Submit Offer for Approval
- @, start Pre-Hire Onboarding Process. .. I

Sourcing Activities

S Offe
£ Link to Requisition
AU @F, Share Candidate
Other Actions
= Send Correspondence
Offer Expiration Date - Mar 9, 2020, 2:59 PM

7. Toadd approvers, select Add Approvers. You can search for approvers in the new window to
add to your list. Use the filters on the left-hand side to jump to the necessary approvers:

a. Full-time employee exception: The employee’s supervisor is added as the first
approver, then the Office of Faculty Affairs (Antoinette Johnson) is added as the second
approver

b. Mid-semester exception: The Department Chair is added as the first approver, then the
Office of Faculty Affairs (Antoinette Johnson) is added as the second approver.

8. Add a comment in the comment box, then select Submit for Approval when ready to request
approval. An email will be sent to the Approvers alerting them that action is needed.

@ submission: Owl, Karly Temple for Adjunct Faculty-Fluid Manual (ID: 20000092)

Offers

» Offer details

4 Offer 1 - approval process

Offer 1 - Submitting for approval

© Add Approvers 1t Reorder

Order Approver

~
Karly Simon ©

O Add the approvers to the list of my frequent collaborators

Comment to Approvers %

* siman, Karly |' Q]

After the approval process, assign to

Cancel

Taleo Tip: Leave the after the approval process, assign to field as-is.
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Employee’s Supervisor/Department Chair
9. The first approver receives an email from Taleo, then selects the Respond button.

Dear Colleague:

Offer approval request

Requusition Title:  Adjunct Faculty

Requisition ID: 16004218

Requested by: Dawn Lomden

Comments: This is a test for the Adjunct Exception Offer Approval process.

iek“Respond...” to view more offer details and respond to the approval request as soon as possible.

Best regards,
Human Resources Department
Temple University

Replies to this message are undeliverable and will not reach the Human Resources Department. Please do not reply.

10. Scroll to Offer Information Summary and select the blue PDF link of the adjunct exception file to
verify the information.

11. If the form is correct, ensure the response is set to “I approve this offer.” Select Done to
indicate approval of the form. Then the approval process will continue to Faculty Affairs for final
approval and documentation. The system will notify you when the offer has been

approved

. Once the offer is approved, you can extend the offer to the candidate.

| Done ) | Cancel
Offer Approval Request

Requisition Adjunct Faculty

Candidate Testing NewForm

Requested by Dawn Lomden

Comments Here is the offer with the attachment. Thank you.

Please review the Offer Information Sumimary and respond to the approval request as soon
as possible.

In response to Dawn Lomden's approval reguest:

| approve this offer v

Offer approval path details

Comments (reguired if you do not approve the offer) |

Send me an email with my decision

Step 9 [—D-M | Cancel

Offer Information Summary

Offer Details Step 8

Start Date Fay Bacis -
Attachments

Adjunct Exception Authorization Form-MidSemester Appt2.pdf
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Paper Approval from Department
12. The form will be completed by Department Recruiter and sent to the employee’s supervisor or
Department Chair for ink signature; the signed form is scanned back to Department Recruiter.
a. Navigate to the candidate’s submission
b. Open the Attachments tab, then select Upload Offer Attachment.

E‘e Submission: Name, Your Temple for Adjunct Faculty training 4 video (1D: 20000289)

o= s
Job Submission Attachments(4) Offers Interviews History

Attached Resume(s) relevant to this Submission | Upload Resume Attachment

There are no file attachments for this section

Other Attachments relevant to this Submission | Upload Other Attachment

Tnere are no file attachments for this section

Related to Offer | Upload Offer Attachment

There are no file attachments for this section

13. Select Browse to find the completed Exception Form file. Ensure the Offer radio button is

selected. Then select Upload.
Upload Attachment

File Name

Attachment Type

) Resume O offer () Other attachments (for this submission)

Description

Characters remaining : 250

Cancel

14. From More Actions, select Submit Offer for Approval.

More Actions v

Selection Process

q
@ Add Comments ‘»

= Offer Process

i Eg Extend Offer
() Submit Offer for Approval
I @ start Pre-Hire Onboarding Process.. I

Sourcing Activities

£ Link to Reguisition
@& share Candidare
@ Share Candidare

Other Actions

= Send Correspondence

15. To add approvers, select Add Approvers. You can search for approvers in the new window to
add to your list. Search for Antoinette Johnson (Office of Faculty Affairs) as an approver, then
select Done. This action will send the request for approval and completed form directly to the
Office of Faculty Affairs for documentation. The system will notify you when the offer has been
approved. Once the offer is approved, you can extend the offer to the candidate.
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