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1. If you have a candidate who you would like to appoint, you will need to progress them to the
offer stage through the system. First, search for the candidate by clicking the ‘Home’ tab
and finding the ‘Search Candidates’ field.

Search Candidates I

Advanced Search

2. Enter the candidate’s name and click the purple ‘search’ button. In this example we are
looking for Stacey Miller.
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Search Candidates
stacey E  Advanced Search
slacey
3. The candidate’s name will appear in the screen. Click on ‘process’ icon.
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4. The ‘Process Application’ window will open.

Process Application o @ a
Candidate Stacey Miller
“acancy Administrator
Process Route Professional Services (Standard Recruitment)
Current Stage Inttiate offer - cenfirm offer details to HR

Process Direction ® Forwards To a previous stage

Move candidate to stage | Make verbal offer -

Send Email Send Letter

Move To Selecied Stage




5. Click the ‘Move candidate to stage’ drop down and change the status to ‘Make Verbal
Offer’

6. Click the purple ‘Move to Selected Stage’. Close the window and you will go back to the
candidate screen, showing the candidate’s name

Process Application o O a
Candidate Stacey Miler
Vacancy Administrator
Process Route Professional Services [Standard Recruitment)
Current Stage Initiate offer - confirm offer details to HR
Process Direction ® Forwards To a previous stage

Move candidate to stage Make verbal offer -
|

Send Email Send Letter

Move To Selected Stage

7. At this point you are likely to want to speak to the candidate to make the offer. To find the
contact details click the ‘contact’ icon (a blue telephone).
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8. A pop-up window will appear to show you the candidate’s telephone number and email
address.



Candidate Contact Information

First name: Stacey |
Surname: Miller
Address Line 1: 20 Third Avenue

Address Line 2:
Address Line 3:
Address Line 4: Dagenham t
Postcode: Essex

Preferred contact number: 010292

E-mail address: Stacey @test.com -
Title: Mrs

Preferred contact number Mobile phone Mo F
type:

9. Close the pop-up window when you have made a note of the information you need.

10. After the conversation, hopefully your candidate has decided to accept the offer. Find your
candidate in the system as before and click the ‘process’ icon.
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11. In the pop-up window select ‘Verbal Offer Accepted - Initiate Second Fund Check’




Frocess Application

Candidate
Yacancy
Process Route
Current Stage

Stacey Miller

Administrator

Professional Zervices (Standard Recruitment)
Make verbal offer

Process Direction

Move candidate to stage

I Send Email L Send L4

b erbal offer declined

'® Forwards '~/ To a previous stage

| Offer withdrawn -

fundcheck

Verbal offer accepted - initiate second I
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) Remove from candidate search results (g)

) Close process window after processing

12. Click the purple ‘Move to Selected Stage’ button

Important Note: If the candidate has declined the verbal offer or has withdrawn their
application, please select the appropriate item from the drop-down list.

13. Click ‘OK’ to confirm.



E Library w ed From Ii

The page at https://Isejobs.engageats.co.uk says:

Thank you. Please can you proceed to the next stage in the
recruitment process and request the references for the

successful candidate.
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Vacancy Administrator
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Current Stage Make verbal offer
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Move candidate to stage [ ‘erbal offer accepted - initiate second fundc - [ I

Send Email Send Letter .
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Close process window after processing

14. You should now initiate the Second Fund Check process through the system.



Second Fund Check

15. Click the ‘Approval Request’ tab at the top of the screen and click ‘Request to Recruit’ on
the drop down menu.
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‘Vacancies
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16. Click the purple ‘New Request’ button.

New Request

Click to enter the relevant manager to approve your vacancy

Please click the "Start” button in the Unstarted requests column below to submit your unstarted appn

Unstarted requests 1D Workflow Name Definition

33077 Replacement New - KR F’ru::-f.'es.sic:-n .a| Services - Replacement Post

for like) - Single Budget
33073 HNew - KR Professional Services - Mew Post-Single By
32979 UG Admissions Specialist - Professional Services - Replacement Post

' Jan 2016 for like) - Single Budget
Professional Services - Replacement Post

32977 Office M

e anager for like) - Single Budget

32924  test Professional Services - New Post-Single B

Recruitment advisor

Professional Services - Mew Post-Single By

17. Select the workflow that you require. In this example we are making an offer for a
Professional Services vacancy and so we will select ‘Professional Services’ in the drop down.




.

approval workflow:

i

Please select any filters that you would like to use to help locate the appropriate

Professional Services

vI

Select Workflow

18. Click the purple ‘Select Workflow’ button to proceed.

In the Workflow Definition field select the appropriate fund check workflow — either ‘offer
within 2 increments’ or ‘offer above 2 increments’, depending on the level of offer you wish
to make. If you are unsure, please contact your HR Adviser.

Recruitment Authorisation Request

New Request Click to enter the relevant manager to approve your vacancy

Please click the "Start" button in the Unstarted requests column below to submit your unstarted approval requests.

Unstarted requests [[8] Workflow Name

Definition Current step

Date Started

Stat

Start New Workfiow

Workflow summary infermation

Workflow Definition:

Please choose

Name for the new workflow:

Academic/Senior Research - Second Fund Check

LSE Fellow/Course Tutor - Second Fund Check

Named Researchers

Professional Services - New Post-Single Budget

Professional Services - Replacement Post (like for like) - Single Budget

Professional Services -

Second Funds Check - Offer above 2 increments

Professional Services - Second Funds Check - Offer within 2 increments

Research Officer/Research Assistant - Second Fund Check

Cimerln Bloumninatinn

19. In this example we have selected ‘offer above 2 increments’. Complete the fields with your
email address, your funders email address, your HR Adviser’s email address and then select
the HR Systems team email address. Click the purple ‘Start workflow’ button at the bottom

of the screen.

20. A Vacancy Approval Form will appear in a pop-up window.



Vacancy Approval Form

Job Title *

Area* Please Select ILI

Sub -Area Pleaze Select ILI

Grade * Please Select |

Step * Please Select |LI

Salary * Pleaze Select ILI

Salary Range * Please Select |

Is this a full-time post? * Yes Mo

If part-time, please state hours of work each

week

Is this post fixed term? * Yes Mo

If yes, please state the length of the fixed

term appointment and the appointment end

date A

The reason should be a legitimate reason

for using a ficed term contract. Contact your | Please Select [T

HR Adviser

If yes, please state the reason

Estimated start date of the post *

Please provide your business case for the offer you wish to make to the successful candidate

Business Case * | Browse |
Upload

21. Enter the details of the offer that you would like to make.

22. In this example we are making an offer above the normal 2 increments. Therefore, we are
asked to upload a business case to explain why you need to offer above the normal
minimum.

23. If you are unsure how to write a business case for making an offer above 2 increments,
please refer to the Starting Salary Policy for guidance, or speak to your HR Adviser.



https://www.lse.ac.uk/intranet/staff/humanResources/joiningLSE/recruitingContracting/internal/vacanciesContracts/definingTheVacancy/salaryGuidance/home.aspx

24. Click the purple ‘Save and Exit’ button if you want to come back to it later or click ‘Submit’ if

you want to proceed.

Vacancy Approval Form

Salary Range * SBO0S: £27,934 - £32,333 [
Is this a full-time post? * ® Ves Mo

If part-time, please state hours of work each

week

Is this post fixed term? * Yes '® No

If yes, please state the length of the fixed
term appointment and the appointment end

date

The reason should be a legitimate reason

for using a ficed term contract. Centact your | PlEase Select )
HR Adviser

If yes, please state the reason

Estimated start date of the post* 01-03-2016 | [E

Please provide your business case for the offer you wish to make to the successful candidate

Business Case | Browse |

Upioad
Uploaded Documents

Document Name Date Delete

02022016
Business Case for Ad... x

16:32:07

Proposed salary offer (above 2 [ £30,495|
increments) * \ -

Save and exit You can save your data by clicking the Save button and come back to it later.
When you are happy with your form, click "Submit’.

To downlead this form as a printable PDF file, click 'Print',

25. You will see this screen. The status of the second fund check is now ‘Active’. This will

change to ‘Completed’ when it is approved.
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Recruitment Authorisation Request

New Request

Click to enter the relevant manager to approve your vacancy

Please click the "Start” button in the Unstarfed requests column below to submit your unstarted approval requests.

Administrator

Unstarted requests D Workflow Name Definition Current step Date Started Status

o et s G e, Lne | s

o7 et PSS TR St oy iy

33073 Mew- KR Professional Services - New Post-Single Budget Z::Ejilt:;:grm ;ﬁ?TF?M Completed h O A
12979 ;J; ,:g:r;ssmns Specialist - T:rro;:z]sio;i:j:r;llcdzse; Replacement Post (like Tir:l:!:::;u Funding 1;2;;231215,‘ active h_ v
o onco S ReswniFoe Gttt Ty A%
32924  test Professional Services - New Post-Single Budget ZT:L::;};ID Funding Tiji?:l\d Active h = A x
32807 Recruitment advisor Professional Services - New Post-Single Budget TigEEEM Unstarted h P 4
32306 r:iii:i::rit(;:mmunicatiuns Professicnal Services - New Post-Single Budget ZTZL::;}::) Funding 1%2321;&1 Active h [ P x
32873 M3c Administrator Professional Services - New Post-Single Budget E\Tzl;jj:r AR 1"023:123;‘1?« Active h O M x
Ei:ﬁﬁlﬂigns Professional Services - New Post-Single Budget 12?2?[5”;\.1 unstarted  dm | A XK

Page size: | 0 -

29 items in 3 pages

26. You should now complete the ‘Offer Checklist’ in order to confirm to HR the details that you
would like include in the contract.

Completing the Offer Checklist

1. Go to the ‘Home’ tab and find the ‘Search Candidates’ field.

Search Candidates I

ot el Advanced Search

2. Enter the candidate’s name and click the purple ‘search’ button.

Search Candidates

el Advanced Search

11




3. The candidate’s name will appear in the screen. Click the ‘Checklist’ icon.
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4. A pop-up window will appear called ‘Candidate Documentation
Candidate Documentation o O ]

Candidate Stacey Miler

Print: @

Offer Checklist [
Candidate Checklist ]
Hourly Offer Checklist [
5. Click on the arrow to the right of the ‘Offer Checklist’ to open it.

Candidate Documentation o O a

Candidate Stacey Miler
Print: fB]
Offer Checklist []
ecklis 1™

Hourly Offer Checklist |

6. Enter the details of the offer in the fields, similar to the example below.

12




(1

Candidate Documentation

Job Title

Area

Sub Area (if applicable)
Place of Wark

Grade

Step

Salary

Hours per week

FTE

Salary

Start Date

End Date (if applic able)
If Fixed Term, reason

Manager Name

Manager Job Title

Administrator
Anthropology
Please Select

Heoughten Street Londen

SBOS

21

£30,495

35

1

11-03-2016 | B
H=

Please Select

Rachel Hope

: Department Manager

HEIEE

35 hours per week is our FT hours

If 35 hours, FTE of 1

Important Note: Please ensure that you complete all sections related to the type of the job
that you are offering as this information will be merged from this checklist into the offer

letter.

7. If the post is part-time, please complete the ‘Working Pattern’ field stating how many hours
the candidate is working and the days per week that they work.

8. Please state the review period. If the person is an internal candidate and has already
successfully completed a review period, select ‘Internal (informal only)’.

9. Check that you have completed all sections correctly.
10. Scroll to the end of the ‘Offer Checklist’ and click the purple ‘submit’ button.

13



Candidate Documentation o O

If Other please stipulate

review period

Research Posts Only

Research Project Title
Research Funding body

Pl for Project

Academic Posts Only
Salary Supplement
Interim Review I ves L No

Interim Review Due Date Please Select [l
If Mo, please supply reason

Major Review Due Date Flease Select |
PGCert Required L ves LMo

Research Allowance

Reloc ation Allowance

Other Infermaticn

=

11. The ‘Checklist’ icon will become bold to show that information has been completed.
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