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Logging in to Emory’s Applicant Tracking 

System
• Every employee at Emory has access to the iCIMS system. Log into iCIMS using the single sign-on URL: 

http://hr.emory.edu/icims

• Log in by entering your NetID and Password OR by clicking the “Emory Recruiting System – iCIMS” tile 
under Workforce Administration in PeopleSoft.



The Dashboard

The Dashboard is your Home page and includes specific actionable items for your Recruitment 
and Hire Workflow. Your Dashboard will show you every Requisition that you are associated with. 
It will also show you candidates and track onboarding. Click the iCIMS logo in the top left corner 
at anytime to return to the dashboard. Click dashboard panels for a more detailed information 

and to take action. Use the toggle in the top right to turn on the “New iCIMS” interface.



Recruitment resources & announcements are on your dashboard.



Creating a Requisition
To create a req, click ‘Create’ in the top left corner, then click ‘Requisition’.



Creating a Requisition

Required on Tab One:

• Job Code 

• Recruitment Type

• Remote Language for JD

• Campus Location for Posting

• Additional Info to be Added to Job 
Description

You cannot save a req until all four tabs have 
been completed.

Job Description field should not be edited.

Ensure the job code is entered correctly – this 
cannot be changed once the req is created. 
System contains job codes for EUV, ETS and 
EHC. 



Creating a Requisition
Required on Tab Two:
• Department
• Desired Start Date 
• Reason for Vacancy

– FTE Re-Allocation to be used in event of 
a replacement using a different job 
code.

• Termination Date of Last Incumbent or 
Budget Approval Date

• Regular/Temporary and Full-Time/Part-Time
• FTE
• Work Location or Clocking Location
• Recruiter, Req Admin, PS Supervisor, Req 

Team and Interview Committee
• International work questions
• Position involves
• ST for background and Emory Card charges



Creating a Requisition
Required on Tab Two:
• Department
• # of Openings: 1 opening per requisition allowed

– Contact your recruiter for positions with multiple 
openings.

• Reason for Vacancy
– FTE Re-Allocation to be used in event of a replacement 

using a different job code.
• Regular/Temporary and Full-Time/Part-Time
• FTE
• Work Location or Clocking Location
• EUV Funding Source Explanation
• Estimated Annual Salary
• Are you using Dept Speedtype to fully fund the position?
• Recruiter, Req Admin, PS Supervisor, CBO, Req Team and 

Interview Committee
• Business Case Justification, Alternative Solutions Considered
• International work questions
• Position involves
• ST for background and Emory Card charges



Creating a Requisition – ETS Tab

Complete this page if it is an ETS Requisition. If Requisition is not for an ETS hire, leave all fields 
blank and click ‘Next’.



Creating a Requisition – Administrative Decision Tab

Complete this page if Requisition is an Administrative Decision. This tab is also used for a pre-identified Non-
ETS Departmental Temp (Assignment > 6 months). Otherwise, leave all fields blank and click ‘Next’.

What Qualifies as an Admin Decision?



Requisition Approval

Must add a minimum of two approvers.

Approvers will be notified to approve in the order in which they are added.

Once all approvers have been added, click ‘ Save & Begin Approval’.

Clicking ‘Save’ will create a requisitions without routing for approval.

May edit the default email by clicking ‘Edit Default Message’.



Requisition Created

Congratulations, your requisition is created! 

You can check the progress of the approval process at any time by clicking on the Approval Tab within the 
requisition.



Dashboard Check – Jobs & Candidates

All Jobs: Track requisitions that you are associated with. 
Jobs Pending My Approval = Requires your approval in iCIMS.

All Candidates: Shows candidates that are in any requisition you are 
associated with, included those that have been vetted by your recruiter.



Reviewing Candidates

Applicants submitted to the department for review will appear on the Candidates tab in the requisition. Click 
the candidate’s name to review their resume and application.



Reviewing Candidates

To view recruiter feedback on a 
candidate they have screened, 

click the iFORMS icon, then 
select EUV Recruiting Interview 

iFORM from the drop down 
menu.



Reviewing Candidates

Use the Overview, Cand. 
Upload and Experience tabs to 

review the candidate.

Use the Advance or Reject button to update 
the candidate’s status.



Reviewing Multiple Candidates

To review multiple candidates, click the first candidate’s name under Department Review.



Reviewing Multiple Candidates

• Click the triangle icon to 

view the next candidate’s 

resume without going 

back to the People tab of 

the req.

• Check the box next to 

‘Select for Mass Action’ to 

advance of reject multiple 

candidates at the same 

time. All candidates 

selected for mass 

action will update to the 

same status.



Long List & Short List Statuses

Move the candidate(s) into Long-
List and Short-List statues using the 

green Advance button.
These statuses are used to 

organize applicants during the 
review process. Candidates in 

these statuses will remain under 
consideration but will not know if 

they have been assigned to a 
Long/Short List.



Documenting Interviews

For compliance purposes, every candidate interviewed should be documented in iCIMS. To do this, use the 
green advance button to move each candidate interviewed into “Interview” status. Interviews can take 

place on campus, or via phone/Zoom. Best practice: 3 interviews per 1 hire. 



Dispositioning Applicants

Use the red Reject 
button to move 

applicants no longer 
under consideration 
to “Rejected” status. 
You must choose the 

appropriate 
disposition reason 

from the drop-down 
list and click ‘Save’. 

You may also choose 
to send a 

notification email to 
the applicant.



Sending a Rejection Notification

After selecting the 
disposition reason, check 
the box to ‘Send an email 
notice to this candidate’. 

In the email window, 
select the appropriate 
email template. Typing 

“reject” in the search bar 
will bring up all template 
options. You may want to 
change the sender from 
your personal email to 

Emory University 
Recruiting.



Identifying a Finalist

When a finalist has been identified use 
the green Advance button to move the 

candidate to ‘Staff – Candidate 
Selected for Offer’ status. Moving the 

candidate into this status will prompt a 
notification to the Recruiter to initiate 
reference checks and provide a salary 

recommendation. 

Note: Do NOT use ‘Faculty – 
Candidates Selected’ status for a staff 

hire!



Reference Check
• Skill Survey 

•  Online, automated reference check that uses job-specific surveys to provide 
comprehensive insights into candidates. 

• Candidate will receive email from Skill Survey to enter references, references will receive 
request to complete survey. Once the reference report is complete the Recruiter will 
share feedback with hiring department. 

• Report consists of scaled questions and open-ended feedback.
• Department Lead Reference Check

• If the department elects to complete a reference check outside of the Skill Survey 
system, a summary of the feedback received should be provided to the Recruiter. 

• Internal Reference Check
• Internal Reference Form is sent is the selected candidate is a current EUV or EHC 

employee.

Reference feedback should be reviewed PRIOR to extending the offer!



Salary Recommendations
• Will receive an email with a link to a form within iCIMS containing the recommended rate of 

pay for the selected candidate. 
• Salary Recommendation iFORM is for the hiring department’s review only. There is no action 

on the form that the Req Administrator or Supervisor are required to complete. 
• If a discussion is required, contact the recruiter directly. 

TIP: Share any relevant information with the recruiter upfront! This may include budget, equity 
considerations, information on the candidate’s salary expectation gathered during the interview 

process. 



Prepare Offer Details Form
Once the department and the Recruiter have determined the compensation amount and references have been 
reviewed, the Recruiter will send the Req Administrator an email requesting that the Offer Details Form be 
completed. The Req Administrator may access this form by a link sent via email notification. The Offer Details form 
may also be accessed via a dashboard notification in the My Offer Details Form and Offer Progression - Staff panel.



Completing the Offer Details Form

The ODF can also 
be accessed on 

the Offer Details 
tab on the person 
profile within the 

workflow.

The Req 
Administrator 

should complete 
all required fields.



Offer Details Form Approval
• Once the Req Administrator has completed the ODF the Recruiter will be notified. The Recruiter will route the 

ODF for approval.
• The ODF must be approved by two key departmental decision makers. One of the approvers may be the same 

person who completed the form.
• Once approved, the Recruiter will send an email notifying the Req Administrator that the offer has been 

approved and the offer letter may be sent.



Offer Details and Offer Progression - Staff

Track the progress of offers on your dashboard. There are separate panels for Staff, Faculty and ETS offers.

Offer Details Form Needing My Action, ODF Pending My Approval, Offer Approved Send Offer Letters require 
action by the Req Administrator!



How to Send Offer Letters
Navigate to the person profile within the workflow. Click on iForms tab. Select the offer letter 

template from the drop down menu.



Offer Letter Options
• EUV Offer Letter – Standard: Requires minimal editing. Most custom information will pull from the Requisition and Offer Details 

Form. The Req Administrator may need to edit information that did not parse or edit parsed information for completeness.

• EUV Offer Letter – Customizable: Pulls only the job title, department name, division, pay rate and pay frequency along with a 

contingency statement. All additional information must be manually added. 

• EUV Offer Letter – Sign On: Same as standard offer letter but the Req Administrator must add the approved sign on bonus 

amount.

• EUV Offer Letter – New Grad: Same as standard offer letter but this offer letter is to be used for new hires that will have 

completed their degree requirements within three months of their effective start date. 

• EUV Offer Letter – Department Temps: Used for temporary hires that are not through Emory Temporary Services. 

• EUV Offer Letter – Internal Transfers: Used for current Emory University employees moving into a new position.



EUV Offer Letter – Standard

Requires minimal editing. Most custom information will pull from the Requisition and Offer Details Form. The Req Administrator may 
need to edit information that did not parse or edit parsed information for completeness.



EUV Offer Letter – Customizable

Pulls only the job title, department name, division, pay rate and pay frequency along with a contingency statement. All additional 
information must be manually added. 

Text box can be expanded by 
dragging the corner.



EUV Offer Letter – Sign On 

Same as standard offer letter but the Req Administrator must add the approved sign on bonus amount.



EUV Offer Letter – New Grad 

Same as standard offer letter but this offer letter is to be used for new hires that will have completed their degree require ments 
within three months of their effective start date. 



EUV Offer Letter – Department Temp 

Used for temporary hires that are not through Emory Temporary Services. 



EUV Offer Letter – Internal Transfer 

Used for current Emory University employees moving into a new position.



Viewing the Offer Letter

To access the offer letter after it has been sent, go to the iForms tab. Select the offer letter from the drop-down menu. 
To save a copy, click download. 



Offer Progression - ETS

Future Term Date widget will show ETS employees with a term date 
within 30 days. The date is pulled from what was entered on the Offer 

Details Form. If an employee appears in this widget, please reach out to 
your ETS Recruiter to discuss the termination or next steps.



Offer Accepted
Once the candidate has accepted the offer, the 
Recruiter will start pre-employment. You can check 
the status of any candidates in pre-employment by 
clicking the “Pre-Employment In Progress” widget. 
Here you can also view the NETID/Employee ID. 

Pre-Employment Complete, Hired Sent to 
PeopleSoft will show all hires within the past 6 
months.



Onboarding
The Recruiter will set up the onboarding tasks for the new hire. The new hire will then appear in the onboarding 

section on the dashboard of the Req Administration and Hiring Manager. Track the progress of onboarding tasks and 
view new hires who have completed onboarding. The Recruiter will initiate the onboarding of your new hire. The 

new hire will use their iCIMS login information to complete all assigned onboarding tasks in the iCIMS system. 



Onboarding

Clicking into the dashboard notification will provide more insight into the progress of each new hire’s onboarding.

The I9 Form is part of every new hire’s assigned onboarding task. The hiring department must verify the I9 within 3 
days of the new hire’s start date.



Onboarding

The new hire will log back into 
iCIMS to complete onboarding 
tasks. The onboarding process 
includes I9, W4, G4 and Emory 
specific tasks such as reviewing 

benefits and parking 
information. Onboarding tasks 

can be accessed prior to the 
start date. The new hire will 

show in PeopleSoft once the I9 
Section 2 is complete in Equifax.


