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Access Recruitment System in Success Factors

1. From the Stanza HR Page select Team Member Resource Center.
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POET Culture =

At POET, company culture is of critical
importance. We believe a strong, positive
culture is an essential part of creating a
satisfying and rewarding work

Many organizations talk about things like
wvalues and culture, but at POET, it is more
than lip service. It is alive throughout the
entire organization and is expressed in
the remarkably simple ideas of:

Teamwork:
We are all on the same team.

Attitude:
We park our egos at the door.

Communication:

We always over-communicate.

2. From the Learning Management Systems Homepage Select Success Factors from the
available options on the left side of the screen
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LlpoET

@ POET Vision

To ize the worldwide . pe
biorefined products,
@ POET Mission

ion and marketing of

£ My Learning
~ Harassment
AB 1825: Sexual Harassment Prevention for Managers
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3. Click the Recruiting Tab.
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http://stanza.poet.com/sites/hr/Pages/Default.aspx�

Step 1: Initiate Requisition & Route for Approval

1. From the job requisitions page click “Create New”.

Job Requisitions

Items per page 25 El Page of 1

Open Job Requisitions l %, Job Title d]
Job Title Hiring Manager Recruiter Candidates Progress. Status Job Start Date # Positions Age
GE‘I\E‘IJ.J.;.J.\ag-:‘.' .Timoﬂly Voegele 2= i(atie Walton 2% 1 L] Approved ) 1 &d

Rick Siem ®" Katie Walton ®*~ 1 . L Approved 1 &d

Bradlee Zurnbawm *=- Katie Walton 57 - Approved 1 1d

James Moe ®« Katie Walton ®*= 3 L] Approved 1 &d

Rodney Plerson ® - Katie Walton =~ 2 L Approved 1 &d

*Depending on who is initiating the requisition access to different requisitions templates may
exist. Each template has a different approval process in place. If the screen below appears be
sure to choose the correct job requisition template. This will depend on the position that is
being filled.

Horme Parformance Careers Help & Other Resources Reports
Job Reqguisitions My Library Interview Central

Create New Job Requisition

Job Reguisiton Lewvel 1

Job Reguisition Lewvel 2

Job Reguisition Lewel 3

The approvers entered by the Hiring Manager on the requisition have two purposes: 1) to
review and approve the requisition 2) to view the approved requisition and view candidates
that will apply.

Standard Approvers are approvers that are required as part of the requisition approval routing
process and exist on all requisitions. They would not be considered an Additional Approver to
add to the Job Requisition Template. Standard Approvers are: Hiring Manager, Hiring
Manager’s Manager (Department Mgr.), Recruiter, HR VP/Director.

Select the appropriate template based on the number of approvers needed for the requisition
and add necessary approvers to the requisition in addition to the standard approvers.



Job Requisition Template

Additional Approvers

(One additional approver)

Job Requisition Level 1 *Executive

(Two additional approvers)

Job Requisition Level 2 .

*Approver Manager 1
*Executive

Job Requisition Level 3

(Three additional approvers)

*Approver Manager 1
*Approver Manager 2
*Executive

Please reference the Biorefinery and Corporate organization chart examples:
Biorefinery

Job Requisition Level 2 template

Regional Vice

In this example the open position is a Commodity
Assistant.

The Standard approvers include the Hiring Manager
and the Hiring Manager’s Manager (Dept. Mgr.).

In order to route the requisition through the
appropriate approvals, two more levels need to be
added to the requisition; the General Manager
(Approver Manager 1) and the Regional Vice
President (Executive) therefore Job Requisition
Level 2 is used for this opening.

Corporate

Job Requisition Level 2 template

Executive (final

Vice President

President approver)
== General Manager == Approver Manager 1
|| Commodity | Hiring Manager’s Manager
Manager (Department Manager)
— CS?J?::\(:S::/ — Hiring Manager
— CZE:E;?]TY — Open Position
Executive

Executive (final approver)

In this example the open position is a Process
Specialist.

The Standard approvers include the Hiring Manager
and the Hiring Manager’'s Manager (Dept. Mgr.).

In order to route the requisition through the
appropriate approvals, two more levels need to be
added to the requisition; the Chief Operations
Officer (Approver Manager 1) and the Executive
Vice President (Executive) therefore Job Requisition
Level 2 is used for this opening.

Chief Operations
Officer

Director of Plant
Operations

Operations
Engineering Manager

Process Specialist

— Approver Manager 1

Hiring Manager’s Manager
(Department Manager)

— Hiring Manager

— Open Position




2. From the options screen click Browse "Families & Roles"

Create New Job Requisition

1. Copy Existineg Job Reqguisition

I 2. Browse "Families & Roles I

3. Create New Job Reguisition From Blank Template

3. From divisions listed click the plus button next to the division that the position will be paid
from, then click the plus button next to the position to review a summary of the job
description. Click the circle next to the desired position to select. Then click “Use
Selected”.

Create New Job Requisition

1. Copy Exist

2. Browse

Select a job roke from r-.mbea & Roles for your new job requisition. ) . 1
- = B1oref1mng9
[+] Accounting Assistant click here—> |

ista
community, This role is the initial contact for mary customan and maust exhisit peobessionalisn at all timas.

Famitie:

EDUCATION & EXP £ OMPETENCIES

To parterm the essential functions of this pesition successtully, an individus] should demansirate the following competencies

® 24 Yaars of Expaniancs wilh ESSResing Brocesures. Grain SESOURling. BSEOuURts recRivEEIEs. BRY BESEUN ayRBIE it reguites

4. Input Hiring Manager, Executive, Recruiter and HR VP. Type directly in the field or click
Find User. Then click “Next”.

Please note: The Hiring Manager's Manager is called the Department Manager in this
system and will be automatically selected by the system as an approver during the
requisition routing process even though they are not shown as an option on this list.

Create New Job Requisition |

Hiring Manger = Manager the position will report to
Job Title  Administrative Assistant Executive-Plants = Reg. Vice President or James Moe
Due Date  11/2472010 Executive-Corp. = Jeff Lautt, EVP

Recruiter- Plants = Sarah Roetman

Recruiter -Corporate = Katie Walton

. Plant HR VP/ HR Director —Plants = Kristi Johnson
R S Shero. Corp HR VP/ HR Director-Corp. = Colleen Stratton

HR VP / HE Director Find Liser.C
Hat | | Cancel

Hiring Marager Find User...

Exacutive Find User...




(If Job Requisition Template Level 2 or 3 is selected, additional approvers will need to be
added on this page before clicking the “Next” button.)

5. Complete required fields and then click “Initiate Requisition and Obtain Approval”.

* Hiring Manager, Recruiter, Executive, HR VP/ HR Director (and Approver Mgr. 1 and
Approver Mgr. 2 if used job requisition level 2 or 3 templates) pre-fill based on data
selected in previous steps. The job description pre-fills based on the job title selected in
the previous step and is not editable. If the job description needs to be changed click
“Close without Saving”.

Job Requisition

Rag

" Intarnal Position
Titke
* gxtermal Pesitien

" iring Manager

" BREFUET

" Exncutive

* HR VP J HR DEFSO1ar
* hvislon

* Position Location

* Country

* job Category

G# Department Code
GP Reporting Location
Budgeted?

* addition or
Riplacement?

Replacement for, if
applicable

* Poaiticn Level

* potitien Type

* Position Shift

* Travel Required
Ralecation Pack

Internal Position
Description

* How should this be
[

Competencies

additional snformation

Tite

Wumber of Openings 1

REQUISITION INSTRUCTIONS: [ngtructions far complating tha requisition.
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Falcia RMFord  Find Usar,
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Algx RMARdargen  Find Usar.

Kristi L Johnson Find User.
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*Internal Position Title
*External Position Title
Number of Openings
*Division

*Position Location

*Country

Job Category

GP Department Code

FP Reporting Location Budgeted?
*Addition or replacement
Replacement for, if applicable
*Position Level

*Potion Type

*Position Shift

*Travel Required

*How should this be posted
Additional Information

To perform the essential functions of this position successfully, an individual should demonstrate the following competences:

« 2-4 Years of Experience with bookkeeping procedures, grain accounting, accounts receivables, and accounts payable is required.

. 2 year Business/Vocational degree is preferred.

« Knowledge in Word, Excel, and Outlook and the ability and willingness to leam new software applications.

« Excellent organizational shkills, communications skills, the ability to multi-task, and most importantly, the ability to work well in a team.
« Must have intermediate knowledge of office computers, business machines, and office hardware.

- Must have excellent customer service, organizational, 10-key, data entry, computer, and communication skills

POET is an Equal Opportunity Employer (EQE). Qualified applicants are considered for employment without regard to age, race, color, religion, sex, national origin, sexual

orientation, disability or veteran status.

To review a complete job description click here.
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6. Perform spellcheck and legal scan pop up will appear. Click “Next”.

Scan the Form

Please choose which action you would like to perform on the form
before submitting

[¥] Perform Spell Check
Perform Legal Scan

[ 3 cancel and Return to Form ][ = Nesxt

7. The system will automatically generate an e-mail to the next person in the work flow route
map. Any comments added in this section will only appear on the e-mail and not on the job
requistion. Click “Initiate Requisiton and Obtain Approval”.

You're about to send this form to the next persanfs) specified in the workflow

Forward Form to Zachary Zubov

Comments by Brooke Brown

Comments provided here will be included in email notificationds).

[ Ifitiate Requisition and COLain Appraval ] 48 You will need to allow pop-up to perform the spell check and lesal scan on the next screem.

or|  Canceli Return to Form

Step 2: Approval Process

Requisition Workflow
Each requisition follows a workflow that indicates how the form will be routed in the organization. A

highlighted green box indicates an active (current) step in the workflow process. The requisition will
be routed to the individuals input in the steps above as well as the hiring manager’'s manager.

==

| I Initiate Reguisition and Obtain Approval




1. Using the drop down menu, select the Job Requisitions pending approval option.

Home Performance Talent m Careers Help & Other Resources

Job Requisitions My Library  Candidates  Interview Central

Job Requisitions @ Create New |5 Reports

Items per page 10 E Page of 1
£ Job requisitions pending appmvalﬂ Lt | Job Title QI
T B Py (R
1 Job Titiee el cesssin  Hiring Manager Recruiter Current Ste Currently With Due Updated
SoLis 10b requisitions pending approval i ] - Current:Stopy Corently With, - D - E!.i_; .......
rainer Open Job Requisitions Colleen Stratton 27~ Katie Walton == Recruiter Katie walton = 12/19/2010 12/27/2010
Accountil Closed Job Requisitions | Felcia RMFord ®-« Katie Walton == Initiator Katie Walton -~ 12/17/2010 12/14/2010
test 122010 14 Felcia RMFord 27~ Katie Walton ®°» Department Manager Xenon RMXandruski ®°+ 12/21/2010 12/19/2010
Test 1381 Felcia RMFord ®°- Katie Walton *"~ Recruiter Katie Walton "~ 12/31/2010 12/28/2010

2. Mouse over the job title to expose the requisition and candidate actions. Select View or Edit
Requisition.

Home  Performance Talent m Careers i

Job Requisitions My Library ~ Candidates

Job Requisitions @ Create New |3 Reports
Items per page 25 E| Page of 1

Open Job Raquisitions E'_' | “ Job Title Qi
Jab Title Ren IN 4 Hirino Manacer Recruiter Candidates Progres Status Job Start Date # Positions Age
General Managi poc icition Actions: Candidate Actions: & Katie Walton *°- 1(1 new | NEREW Appraved 1 &d
Accountant _ & Candidate Summary Katie Walton *=- LI i - Approved 3 &d
Tax Accuntant g5 Job postings & Add Candidate Katie Walton *°- - e Approved 1 1d
Fagimal Vica b . Duplicate This Requisition &, Search For Candidates atie w.ﬂm-‘-:- 3 i Soproved . e
Environmental | Katie Walton 57~ (1 new ] Approved 1 &d
Product Marketing wamager TEUT G O~ Katie Walton 25~ - Approved 1 &d
=<} o) Apakos | 1370 baalesllocdios O akia liraliag O7 1 i 4 1 id
3. Review details of the requisition. If no changes are necessary, click “approve” to send the
requisition forward in the approval process. To deny and return requisitions to the previous
approver click the “Send to Button”.
nt Careers
5 Candidates nterview Central
Job Requisition Level 1 for Test BEE @@ a8 e @e
Racruiter =
rﬂseoa'rord:mwmﬂ!
eQuest State 1o Selection i
eQuest Zip Code
Additional Information a:spell check .~ Jlegal scan.
Recruiting Team dispell check ~Jlegal scan_
Comments.
[save ana Ciose| | Ciose without saving| [ 1) Send To Feicia RMFora| | 5 Approves
| Save and Close || Close Without Saving| | £ 5end To Fetcia RMFord | _::' Aeproved

*These buttons are available at the top and bottom of the screen




4. Once the requisition goes through the approval process, the Hiring Manager will receive an
email notification and the open requisition will appear in the Open Job Requisition list.

Careers Help & Other Resources

idates  Interview Central

Items per page 25 Z| Page of 1
| Open Job Requisitions - |4 Job Title Q|
All job requisitions ReqiDa Hiring Manager Recruiter Candidates  Progress Status  JobStartDate  #Positions  Age
Job requisitions pending aperoval 1263 Timothy Voegele * Katie Walton = 1(1 new i - Approved 1 7d
- 1264 Rick Siem = Katie Walton 2% 1(1 new [ | Approved 1 7d
“Tax Accountant 1265 Bradlee Zumbaum " - Katie Walton 2 Approved 1 2d
Regional Vice President of Operations 1266 James Moe 2'» Katie Walton 2 6 (6 new [l Approved 1 7d

Step 4: Review Candidates

1. To view candidates mouse over the requisition.
Candidate Summary. Or in the candidate’s column

number of candidates.

In the requisition action box, select

, click on the number displaying the total

i Development JEENRTICIN  Careors Help & Other Rescuress  Team member Files  Fepodts

Wk, A RMASSE 3

ob Requisitions ~ My Library  Candidates  Interdew Central

Job Requisitions «

Create New [ Reports

Gpen Job Requisidons
Joks Aith, Requisition Actions: Candidate Actions: )
fdmlnﬂ trathee Assistant . s View or Edit Requisition
Lotk il Job Postings aa Add Candidate

Test - Administrative Assistant

Test - BioMass Market Developer

BES

7 Dupicate This Requisition 4 Search For Candidates

Zachary RMZubav ** ~
Zachary RMIubov *"
Zachary RMZubov ==

Items per page 10[=] Page of 1
[= ot Titie =
Candidates Pragress Age
S 124
- 0d
1042 ne [Tt 26d
{2 new o 26d

application.

Click on the candidate’s name within the list of candidates to review their resume and

Job Requisition: Test - Administrative Assistant
Req ID:583 Detsils  Hiring Manager: Felcia RMFord e Age:dbd
Talent

Req Status: dpproved

Pipetine
bnvited to Appiy Mew Appiication. Prescresn

.—J_ ,_,_-

Candidates: View All Candidstes (10}

to kM Interviewing

i Aecthon = [0 / (3] 0 selected
Hame Hew Status Rating
I-1 F"'l Ford = Mgrwe Mew Applicaticn MiA
3 & Jerl jordan = Interdewing MiA
B Fatie Walton @ Mew Application A
B Kerry Bamiey = M Hew Applicaton MiA

Job Postings(2]  Candidate Search

& View al rdidatas]10)
Offer Pencng: Otfer Acceptad Bacikground Chacl CECLINE:

Source Phoee Humber Last Updated
Internal Referred 10/ 62010
Corporate Site 10/ 19,2010
Corporate Site 059656426 10/ 062010
Corporate Site 050652341 10/ 06/ 2010




3. To view candidates resume or cover letter, click the document under the candidate’s name.
Documents will open a new window. To view more details on the candidate, scroll down
within the candidate detail window (#3).

To review candidates’ that are in different steps of the recruitment process click on the
talent pipeline (#2). To return to the list of Job Requisitions, click the Job Requisition Tab

Job Requisition: Test - Administrative Assistant
Reg D581 Dotafs  Hiring Manager: Feicls BMFord - Reg Steten: dpproved Age: il Jobk Poatingsill  Candidate Search
et B B View »
Formar de Ivitesd to ACpy P g i Fresceeen Brvrm Sttt 10 e irt Carery Offer Poncey Offien Accoptod Bachigrouns Checs, roreg DECLI
D e e e —— it st 1l e S s et e B ey oo --
Candidates: vView All Candidates (10) J5eee L3 Cancel = Print Prevdes Lol 3 Create Meeting W Forward Candidate *
Acthon =
[ 3 I B
A y
0 selected I hevry sy dipoet - l
Mane
- ' Apsd i at b Jobn Appl hed
- = Statun  Mew Applcation Tent - Product Markiting Manager VIO 2010
= W Role spplied  Teat - Adminkiratir Ssshtant
a Detailed Divponition Mo Selestion Mired
¢ Status 5 0
n Teit - Adminkstrative Asslstant (S83) 100072010
Average rathng  N/A Hes Lophicsticn
a PERSOMAL INFORMATION Teit - Individual Contributor 1 (82) 00172010

Step 5: Disposition Candidates

If a candidate is no longer being considered for a position, it's important to disposition them before
the requisition is closed. This information is captured in the system for auditing purposes,
reporting purposes or future reference by the hiring team. The Status button shows the current
step the candidate is in during the selection process. Once a decision has been made on a
candidate, they will need to be dispositioned in the system. There are four general disposition
statuses all candidates should be in before closing a requisition:

e DECLINE: SEND EMAIL: This will trigger the system to immediately send an automated
decline email communication to the candidate telling them we have decided to pursue other
candidates and thank them for their time in applying with POET.

e DECLINE: NO EMAIL: This will move a candidate to the Decline disposition status
without sending an automated email communication to the candidate. For example, if it's
an internal candidate, it may be better to decline in person or send them a customized
communication.

e Withdrawn: This will move a candidate to the Withdrawn status without sending an
automated email communication to the candidate.

e Offer Declined or Rescinded: This will move a candidate to the Offer Declined or
Rescinded status without sending an automated email communication to the candidate




1. Click “Move Candidates”.
2. From the dropdown box, select the appropriate status for the candidate and click “Apply
Updates”.

Job Requisition: Controller

Roq ID:1024 Detafls  Hiring Manager: Felcia RMFord '~ Req Status: Agproved =] ages Move Candidate x
Talent Pipeline = ates| 3
b Please select a status for the candidates listed below Butas
Forwaeded tereited To Apply Hew Application Prescronn Fedew Subsl o0 didates Status Hirs
s B e Kerry Bamsey el
- Select - 3
Candidates: View all Candidates. (3) Elsave £ Cancel (= Print Preview [gl Emall Sk - Select -
New Application
4 uction 1> Prescreen
I" Nowme d] Review
0 selected Submit to HM
Interviewing
v Application offer Pending
B Colleen Strats & Offer Accepted
* Stal
B, Kerry Bamsey = VS | Interviewing Background Check 5/200]
B rerry Bamsey = Role applied  Controller Hired
Source CORPORATE DECLINE: SEND EMAIL h7r201c
Last Updated 12/21/2010 DEFLINE: NO EMAIL
o Withdrawn
Phone Screen  yaspornery [T Offer Declined.ar Rescinded
Phone Screen Detail e p7izong]
Interview  panroor ~ Apply Updates | Cancel
Interview Detail SR
nte Mew application
Offer Extended m
M rperIT Teat- Milling Manager (84) 08112000
* Offer Accepted g nn vy ™ Interviewing
Offer Declined  yyinp ey M W Correspondence
Background Check - 1215/ 2000 System System
b Ho selecmn_—| Acthon: Emai
Attachmente T Attech s dncgment Congr ns -POET recebved your
fal L]
Items par page IOE] Page of 1 Return to List

Step 6: Hire a Candidate

Prior to hiring a candidate, be sure that all other candidates are dispositioned as described above

in Step 5: Disposition Candidates.

1. From the list of candidates click on the candidate’s name to view their application.

Home Performance  Talent m Carears Help & Other Resources
Job Requisitions My Library Candidates  Interview Central
Job Requisition: Environmental Health & Safety Manager ~
Req ID:1267 Details  Hiring Manager: Rodney Pierson -~  Req Status: Approved Z| Age:7d  Job Postings(2)  Candidate Search
Talent Pipeline £, view all candidates(2)
Forwarded Imvited To Apply New Application Prescreen Review Submit to HM Intendewing Qffer Pending Offer Accepted Background Check Hired
Candid. View All Candi 2)
| Agtion = s @] 0 selected
- MNamea il Stats Rating Ehone Number, Last lipdated;
2 & Jason Meyer & v New Application N/A Corporate Site 12/28/2010
¢ & Katie walton = Review N/A Corporate Site 605-965-6426 12/29/2010

2. Complete the required fields on the candidate’'s application: Offer Accepted Date, Social
Security Number, Date of Birth and click the “Save” button in upper left of the candidate
detail screen. Click “Move Candidate”.




Home Performance Talent SNl Careers Help & Other Resources

Job Requisitions = My Library  Candidates  Interview Central

Job Requisition: Environmental Health & Safety Manager
Req ID:1267 Details  Hiring Manager: Rodney Pierson 2= Req Status: Approved E Age:7d  Job Postings(2)  Candidate Search

Talent Pipeline

Forwarded Invited To Apply New Application Prescreen Review Submit ta HM Interviewing Offer Pending Offer Accepted Backeround Check

Candidates: View All Candidates (2) [Elsave @ cancel (= Print Preview Iz Email  [Z3Create Meeting B Forward ~
vy
£ Action I nterViCW Dotail DECLINE: SEND EMAIL
4, Name X
| 9l Offer Extended Test - Product Marketing Manager 10/07/2010 |
0 selected (582]
Offer Accepted vy [
[T Name MM/DD/ @ DECLINE: NO EMAIL
] i & Jason Meyer mn Offer Declined i op ey [0
o i Test - BioMass Market Developer  10/07/201C
[ =5 Katie Walton = Background Check (g selection| ] (s81)
Passed? Prescreen
Attachments @ Attach a document
Average rating  N/A Machine Operator Il (324) 09/13/201C
= m s New Application
Final Disposition g Selection |z| il
HM Disposition Date 5 Test- Manager - General Manager - 08/17/201C
posi MM/DDYYYY (7 Fostoria (141)
Social Security Number 55555555 Automatic Disqualified
Date of Birth  mu/ppryryy [ Administrative Assistant (103) 08/17/201C
Automatic Disqualified
PERSONAL INFORMATION
Test- Zoo Keeper (102) 08/15/201C
Suffix DECLINE: NO EMAIL
AltegnatePhone) 000-555-2227 Test- Milling Manager (86) 08/11/201C
addgessiz DECLINE: NO EMAIL
Address 3
e nitad Sia Test-lmwntributor 1(82) 08/11/201C _
< m \ 2 | ] »
Rerns per|page| 10 |Z| Page(1 |of1 Move Candidate  Return to List

3. In the move candidate pop up, select Hired from the drop down, then click “Apply Updates”.

Move Candidate x

Please select a status for the candidates listed below
Candidates Status
Katie Walton select. F]
- Select -
New aApplication
Prescreen
Review
Submit to HM
Interviewing
Offer Pending
Offer accepted
Background Check

DECLINE: SEND EMAIL
DECLINE: NO EMAIL
Withdrawn

|Offer Declined or Rescinded

2 ly Updates _Cancel

4. From the job requisition page, click “Details”.

Home Performance  Talent Careers Help & Other Res

Job Requisitions My Library  Candidates  Interview Central

Forwarded Imvited To Apply . New Application Prescreen Submit to HM Offer Pending Offer Accepted Baclwnnnd Check

Candi View All C (2)

£ Action [ yome )] 0 selected

[ Hamea Hew Status Rating Source Phone Number Last Updated
F i & Jason Meyer & Hew New Application MN/A Corporate Site 12/28/2010

Job Regquisition: Environmental Health & Safety Manager -
Req ID:126] Details |Hiring Manager: Rodney Pierson ®-  Req Status: |Approved [x] Age:7d Job Postings(2) Candidate Search
Talent Pipeline & view all candidates(2)

Hired




From the status drop down menu, select Filled —Internal or Filled External as appropriate.

Home Performanc

Jobtx Requitsition Detad - Candidates (1) -

= Statuws

* Internal Position Title

* External Position Title

Humber of Openings
* Hiring Manager
* Recruiter

" Executive

RECHLISITION INSTRUCTIONS: Instructions for completing the requisition.

Req ld 1263

Job Postings

Library Candidates

Interview Central

Job Requisition: General Manager

2) ~ Candidate Search

Filaed - Internal
Filed - External

Katie J Walton

Timothy R Voegele Find User...

Find User...

James Moe Find User...

Scroll to the bottom of the screen and input the candidate’s salary/rate accepted, pay type,
new hire start date and adjusted hire date. Click “Save Changes” and then click “Close Job

Requisition” to close the requisition.

eljuest Classification
Type

efuest Classification
Time

et Industry
eQuest Function
eQuest Clty
elusit Satle
eQuest Tip Code

Additional Information

Recristing Team
Comments

* Salary Rate Accepted
“Pay Type
Pay Frequency

Target Boous in
Pertentage

Target Banus Amaunt
Banus Payout Frequency
* Hew Hire Start Date
* Adjusted Hire Date
Offer Extension Date
O#fer Expiration Date

Error on page.

eluest Job Posting Feature:
Mo Selection -

Mo fsection =

Mo Selection -
Mo Selection

taating 1, tasting 2, testing 3

If you are a hiring manasger, dept. mgr., exac. role stc...you would not see this ssction.

OFFER LETTER FIELDS:
T
Hourty -
Breveehly ¥
[
5
P Selection -
1220
1L 20

—O®

2

A+ ipell chack_ - Jlegal scan

A pell check - Jlegal scan...

3

| sevechanges || | e dob Requisition

@ Intemet | Protected Mede: On

ig - +‘1oo'~;




7. To verify the position closed, return to the Job Requisition tab. Using the drop down menu
under Job Requisition heading, select Closed Job Requisitions. The position should be
listed be listed under closed requisitions.

Job Requisitions © creztetien
Items per page 105 Page of1

Closed Job Requisitions E - ‘ % Job Title Q|

All job requisitions .ag;r Recruiter HR VP / HR Director  Approver Manager - 2 Approver Manager - 1  Executive Candidates  Progress Status  Jol
Job requisitions pending approval |

Open Job Requisitions

ord % Katie Walton ®3+  Colleen Stratton 2= Alex RMAnderson 23 - OnHold Tu
m y

Help

If assistance in needing in completing the recruitment process please contact a recruiter

e Biorefining: Sarah Roetman
e Corporate: Katie Walton




