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Presenter Notes
Presentation Notes
Welcome to the Southern Illinois University Carbondale NEOED Offer & Onboarding Training.


Overview

This PowerPoint provides information for departments on onboarding
Faculty, Administrative Professional, and Civil Service employees through
NEOED. It includes both Preboarding and Onboarding phases. Pre-
boarding and Onboarding tasks vary by hire type. Hiring managers should
monitor their email closely for various tasks requiring attention.

Key Definitions

* Employee - The new hire who has accepted the position.

* Manager - Department user responsible for onboarding tasks.

* Onboard Task - Assigned actions to complete.

* Onboard Form - Forms to fill and submit once complete.

* Mult-Contributor Task - tasks that must be completed in a specific pre-defined order.

» Form Task - requires fields to be filled in and completed

» Review Task - Manual/reminder task. May include links to review. [ﬂ
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« Attachment Task - User must upload a file. This file will appear within the Employees ‘Notes & Attachments’ section
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Presentation Notes
This PowerPoint will provide information for departments on onboarding Facutly, Administrative Professional, and Civil Service employees through NEOED. We will go over the hiring process starting at the interview step and through onboarding.  There are two steps within onboarding, Preboarding and Onboarding.  Both steps do have specific tasks associated with them and some tasks that may vary by hire type.  Hiring managers should monitor their email closely for various tasks requiring attention.

A few important definitions before we get started are;
Employee- which is the new hire who has accepted the positions.
Manager-this is the department user responsible for onboarding tasks, the hiring manager listed on the requisition.
Onboard Task – This is a something that can be assigned to employees and managers.  It can be a review task, form task, or attachment task.
Onboard Form- this is assigned through a task but you will complete the various fields and submit once complete.
Multi-Contributor Task – these types of tasks are ones that must be completed in a specific pre-defined order.
Review Task – these are manual reminders and tasks that we recommend completing. Please mark them complete in the system once they are viewed and completed.
Attachment Task – attachment tasks require the assignee to upload a file.  This file will appear within the Employees ‘Notes & Attachments’ section.  This task type will be used for transcript uploading.



Interview Documentation in NEOED

 Ratings should be entered by raters (interview
committee/search committee) for every candidate
interviewed.

* Only those candidates who were not interviewed should be
moved to rejected with the appropriate inactivation reason
selected.

e Those candidates interviewed should be left in the interview
status.

* Workflow & recruitment guides available at the links below;
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Presentation Notes
For all hire types ratings should be entered by raters, which is the interview committee/search committee, for every candidate interviewed.  Only those candidates who were not interviewed should be moved to the rejected status with the appropriate inactivation reason selected. Candidates who were interviewed should be left in the interview status in order for the HR Analyst/Coordinator can see that they were interviewed and rated appropriately. The Faculty/AP and Civil Service workflow and recruitment guides have been linked in this slide. Our office would recommend that users go directly to the Human Resource website periodically to ensure the most up to date guide is being used as these are updated as needed.


https://hr.siu.edu/employment/faculty-ap.php
https://hr.siu.edu/employment/faculty-ap.php
https://hr.siu.edu/employment/civil-service-hiring.php
https://hr.siu.edu/employment/civil-service-hiring.php

Offer Process

All Faculty, Administrative/Professional, and Civil Service hire
types, including search waivers and Civil Service intern hires,
will now use the ofter status within NEOED. This new step will
replace the Notice of Appointment paperwork, enhancing
approval routing and improving the overall efficiency of the
hiring process.
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The offered status in NEOED is currently being utilized by both Faculty and AP but Civil Service position have not been utilizing this step.  Going forward all hire types will utilize this status/step in NEOED. This new step will replace the Notice of Appointment paperwork, enhancing approval routing and improving the overall efficiency of the hiring process.


Ready to Make an Offer?

Faculty

* Move the selected candidate to the offer status and complete all relevant fields that would be found on the Notice
of Appointment paperwork including approvals.

. &)Efgrésan be initiated with the candidate outside of the NEOED system prior to the offer being approved in

* Once the offer is fully approved in NEOED, Human Resources will send the draft E-offer to the Director and Vice
Chancellor area for ¢learance before sending the official E-offer.

Administrative/Professional

* Move the selected candidate to the offer status and complete all relevant fields that would be found on the Notice
of Appointment paperwork including approvals. No verbal offer should be made to the candidate until the
offer has been approved by all approvers, including Human Resources and Affirmative Action.

* Once the offeris fullﬁa%roved the department should contact the candidate to extend a contingent offer. When
accepted, email the HR Analyst/Coordinator listed on the requisition with the requisition details, final start date,
and accepted salary.

Civil Service

. EmaC}!dthte HR Analyst/Coordinator listed on the requisition for approval and salary that can be offered to the
candidate.

* Once our office provides the salary information the department can move forward with a contingent offer to the
candidate. When accepted, the department should move the candidate to the offered status completing all4%
relevant fields that would be found on the Notice of Appointment paperwork including approvals. S

* Please be sure to leave Human Resources in as the last approver.

*If the position is security sensitive or safety sensitive, please initiate the appropriate forms when the
candidate is moved to the offered status.
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Listed on this slide are the different offer steps by hire type. 

For Faculty, the department will move the selected candidate to the offer status and complete all relevant fields that would be found on the Notice of Appointment paperwork including approval.  Contingent or conditional offers can be initiated with the candidate outside of the NEOED SYSTEM prior to the offer being fully approved in NEOED.  Once the offer is fully approved within the system, Human Resources will send the draft E-offer to the director, hiring manager, and vice chancellor area for clearance before sending the official E-offer to the candidate.

For Administrative/Professional, or AP, the department will move the selected candidate to the offer status and complete all relevant fields that would be found on the Notice of Appointment paperwork including approvals.  No verbal offer should be made to the candidate until the offer has been approved by all approvers, including Human Resources and Affirmative Action. This will allow our office to ensure the salary is accurately reflected within the offer. Once the offer is fully approved the department should contact the candidate to extend a contingent/conditional offer.  When accepted, email the HR Analyst/Coordinator listed on the requisition with the requisition details, final start date, and accepted salary.

For Civil Service, the department will email the HR Analyst/Coordinator listed on the requisition for approval and the salary that can be offered.  The department will then move forward with a contingent/conditional offer to the candidate once Human Resources provides the appropriate salary range to the department.  When the offer is accepted, the department should move the candidate to the offered status, completing all relevant fields that would be found on the Notice of Appointment paperwork including approvals. Please be sure to leave Human Resources in as the last approver.

For all hire types, if the position is security sensitive or safety sensitive, please initiate the appropriate forms or take the necessary steps required when the candidate is moved to the offered status.


Moving Candidate to Offered Status

Offer Demo

2025-11-07 18:38 UTC

Recorded by Organized by
Dierks, Makayla R Dierks, Makayla R

Microsoft Teams
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this video walks through moving a candidate to the offered status and completing various fields on the offer. To move the candidate into the offered status the Hiring Manager will open their NEOED dashboard, navigate to the appropriate requisition and select the candidates tab. Select the candidate and under the Actions box, select move to offer.  This will pop up the offer fields that can be completed.  For position, if there is not a position available within the field you can leave this blank. Human Resource will take care of entering this if needed once it reaches our office for approval. The offer date can be filled in, just be aware that we may need to update that depending on the approval timeline.  The offer amount and frequency fields can be filled in but this is not required as it is not what will feed into the E-offer to the candidate.  The expected start date should be filled in, but like the offer date field, it may need to be adjusted once it reaches our office for approval. The acceptance deadline field can be filled in but again, may need to be adjusted depending on approval timing.  

As you can see on this video several of these fields are specific to certain hire types and may not need to be completed for every position.  Any field that you would typically find on the Notice of Appointment should be completed during this offer step.  If hiring managers have any questions regarding certain fields and if these fields should be completed for the hire please contact the HR Analyst/Coordinator.   

As a note, all required fields must be filled out before the hiring manager can save and close or save and submit. 

For Faculty and Administrative/Professional, we do have additional fields for any of those circumstances where the hire will have more than one position. 

Once the offer fields have been entered the next step is to complete the approvals.  There may be approvals defaulted but the edit icon can be used to go into each approval group and make any necessary changes to approvers.  The hiring manager can also add due dates to each approval group.  We do ask that the hiring manager leave the Human Resource and Affirmative Action group as they are.  

There is also an attachment step where documents can be added that may be needed for approvals.

Once the hiring manager has completed all fields and steps of the offer they will select save & submit.  This start the approval process.

The send e-offer should not be initiated by the hiring manager, this will be done by Human Resources.




E-offer Process in NEOED

E-offer’s will be initiated by Human
Resources onIIEy. f[f)epartments should not
-0

send out the er through NEOED.

Draft E-offers for Faculty hires will be sent
to the Director and the respective VC area
for clearance prior to sending the official E-
offer to the candidate.

Email to candidate will come from
info@schooljobs.com

Once the E-offer is accepted by the

candidate Human Resources will initiate
the NEOED onboarding process.
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Once the offers are accepted, our office will initiate the E-offer to the candidate.




Search Waivers

« Human Resources/Affirmative Action will review the requisition to ensure
the information provided is accurate and appropriate.

* Once the requisition is approved our office will provide a job link for the
search waiver hire to create an application.

* Department should move hire to the offered status in NEOED once they've
received notification via NEOED that the hire has completed their
application. Please complete all relevant fields that would be found on the

otice of Appointment paperwork including approvals.

* E-offer’s will be initiated by Human Resources only. Departments should
not send out the E-offer through NEOED.

* Once the E-offer is accepted by the candidate Human Resources will
initiate the NEOED onboarding process.

If alternative paperwork is required Human Resources will communicate th@t’g
to you. ;
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When you have a search waiver, if our office determines it should put through the NEOED offer and onboarding process we will provide a job link to the hire.  They will then apply and the hiring manager listed on the requisition will receive notification of their application through NEOED.  The department should then move the hire directly into the offered status and complete all relevant fields that would be found on the NOA paperwork, including approvals. Our office will initiate the E-offer to the hire and once it is accepted we will initiate the NEOED onboarding process.




Onboarding Hire Types

* Faculty
« Administrative/Professional
e Civil Service

New employees to the University and current employees
accepting a new position will be included in the onboarding
process.

For Faculty and Administrative/Professional appointments, this,.,
does not include reappointment paperwork for term positionggug
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The hire types that will be utilizing the NEOED offer and onboard process are; Faculty, Administrative/Professional, and Civil Service.  New employees to the University and current employees accepting a new position will be included in the onboarding process.  For Faculty and Administrative/Professional appointments, this does not include reappointment paperwork for term positions.


Onboarding Overview

There are two main steps to onboarding:
1. Preboarding
2. Onboarding

* Preboarding is used for new employees to the University or rehires not
currently employed with us. This step consists of two forms for the new
hire and additional tasks depending on the hire type (FAC, AP, or CS,
security sensitive, etc). Once the new hire and department complete
these tasks, the new hire is then authorized and assigned onboarding
tasks. Please note, onboarding forms will not be available to the

new hire until all preboarding tasks are complete.

* Onboarding is used for current SIUC Faculty, Administrative/Profe.ssiorgﬂl',,
Civil Service, and Extra Help employees. This step consists of various N§
tasks for both the hiring manager and employee.
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Presentation Notes
There are two steps in NEOED for onboarding, preboarding and onboarding.  Preboarding is used for new employees to the University or rehires not currently employed with us.  This step consists of two forms for the new hire and additional tasks depending on the hire type.  Once the new hire and department complete these tasks, the new hire is then authorized and assigned onboarding tasks.  Please note, onboading forms will not be available to the new hire until all preboarding tasks are complete.

Onboarding is used for current SIUC Faculty, AP, Civil Service, and Extra Help employees.  It is also the next step once the preboarding is complete for new hires.  This step consists of various tasks for both the hiring manager and employee.


Preboarding for Faculty & AP Positions

For Faculty and Administrative Professional hires, there are two tasks in
addition to the standard preboarding tasks:

« Applicant submits official transcripts to the hiring manager.

* Hiring manager validates and uploads transcripts.
* You will not have this task until the new hire completes their step.

Transcript upload tasks will also apply to current employees going directly
through onboarding.

Facu.lt% positions will also require the hiring manger to complete the Oral
English Proficiency form

*If the position is security sensitive and/or safety sensitive, there may also
be tasks related to this within the preboarding/onboarding steps. =
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Presentation Notes
Faculty and AP hires utilizing preboarding will have two tasks in addition to the standard preboarding tasks.  One task is for the applicant to submit their transcripts  to the hiring manager and the other task is assigned to the hiring manager who will validate the transcript and upload them.

The transcript upload task will apply to both current employees and new hires accepting a Faculty or AP position.  

Faculty position will also require the hiring manager to complete the oral English Proficiency form.

If the position is security sensitive and/or safety sensitive, there may also be tasks related to this within the preboarding/onboarding steps.


Preboarding for Civil Service Positions

* Civil Service new hires will have two tasks within the
preboarding phase.

* There may be additional tasks for both the new hire and the
HR Analyst if Human Resources determines transcript
verification is required.

* If the position is security sensitive and/or safety sensitive, there
may also be tasks related to this within the preboarding step.

N
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Civl Service new hires will have two tasks within the preboarding phase.  There may be additional tasks for both the new hire and the HR Analyst/Coordinator if Human Resources determines transcript verification is required.  If the position is security sensitive and/or safety sensitive, there may also be tasks related to this within the preboarding step.


Email Notifications During Preboarding

« When preboarding begins, the hiring manager receives an email notification.
 This indicates that the new hire has been assigned preboarding tasks.

* Hiring managers should login to their NEOED Admin account (not the View Portal link)
to view any pending tasks that may require your attention.

Preboarding Email Example

5 has started the preboarding process
@ System - Preboarding Started <donotreply@neced.com:=> ® > Reply D Reply All Forward
To

ck here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

[EXTERNAL EMAIL ALERT]: Verify sender before opening s or attachments.

B, s has started preboarding. As a new hire, please use the View Portal link below to login and complete tasks.

Current SIUC employees who have NecEd Admin access should use the following link to login and view possible tasks that need completed,;
https://login.neced.com/authentication/saml/login/siu

View Portal

Figure 1: Sample Preboarding Email Notification
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When preboarding begins, the hiring manager receives an email notification. This indicates that the new hire has been assigned preboarding tasks.  Hiring managers should login to their NEOED admin account to view any pending tasks that may require attention.


Uploading Documents To Employee’s
Onboarding Detail page

 To upload
documents
directly into the
employees
onboarding, the
hiring manager
will navigateto
their ‘My Direct
Reports’ section
of their
dashboard and
selecting
employee name

See screenshots for step by step

Southern lllinois University - Carbondale

Tasks

Employee/New Hire Name Here

Job

gl General Info

Notes & Attachments

2008
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Once the employees name is selected there is an onboarding tab to select and then a notes and attachments section where documents can be uploaded using the plus symbol.


Onboarding Phase

* Once all preboarding tasks are complete, the Onboarding
phase begins.

* The hiring manager will receive another notification email
when this is initiated. The email will be from
donotreply@neoed.com

has started the onboarding process

- L _ € Reply <3 Reply All —> Forward
System - Onboarding Started <donotreply@neced.com> ) hep D hepl ) &

o I Thu 10/30/2025 10:53 AM

ck here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

has been assigned an onboarding checklist. Please login to view the employee’s onboarding portal.

Current SIUC employees who have NeoEd Admin access should use the following link to login and view possible tasks that need completed;
https://login.neoed.com/authentication/saml/login/siu

View Portal
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Once all preboarding tasks are complete, Human Resources will initiate the onboarding phase.  The hiring manager will receive another notification email when this is initiated. The email will be from donotreply@neoed.com  


Department Onboarding Tasks

* Once onboarding starts,
departments will have new
tasks available.

 Tasks may include document
validation, system entries, or
multi-contributor tasks
requiring coordination with
the new hire.
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Once onboarding starts, departments will have new tasks available.  Tasks may include document validation, system entries, or multi-contributor tasks requiring coordinator with the new hire.


Final Steps

* The candidate will be entered into AlS after the completion of
preboarding tasks. This will allow new hire to claim their
network ID, setup their SIU email, etc prior to their start date.

* Once candidate and hiring manager completes all
onboarding tasks, additional information will be generated in

AlS for payroll purposes.

* After all onboarding tasks are completed, a final completion
email will be sent.

N
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The basic candidate information will be entered into AIS after the completion of preboarding tasks. This will allow new hires to claim their network ID, set up their SIU email, and other various items prior to their start date.  Once the candidate and hiring manager complete all onboarding tasks, additional information will be generated in AIS for payroll purposes.  After all onboarding tasks are completed, a final completion email will be sent.


Important Notes

e Hiring managers are listed as the new employee’s manager
until the second day of employment.

* On the second day of employment, the system updates to
show the permanent supervisor.

* If you cannot access incomplete tasks in your queue, contact
the HR Analyst listed on your requisition.

* Please ensure all tasks are viewed and marked as completed
in the system promptly. This practice is critical for maintaining
accurate and timely data entry into the AlS system. <
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Important functionality information for hiring managers in the system include; hiring managers are listed as the new employee’s manager until the second day of employment. On the second day of employment, the system updates to show the permanent supervisor.  If you cannot access incomplete tasks in your queue, contact the HR Analyst listed on your requisition for temporary access to complete those tasks. Please ensure all tasks are viewed and marked as completed in the system promptly. This practice is critical for maintaining accurate and timely data entry into the AIS system.


Support Contacts

Contact the HR Analyst listed within your requisition or call
Human Resources at 618-536-3369

Thank you for helping ensure a smooth onboarding process!

AN
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For any support needed throughout the NEOED offer and onboard process please contact the HR Anlayst listed within your requisition or call Human Resources at 618-536-3369. Thank you for helping ensure a smooth onboarding process!

At this time, we invite any questions – either by raising your hand or typing them in the chat.
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