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The staff hiring process and faculty hiring process are the 
same.

• Hiring manager role on these slides does not only apply to staff positions but is also 
what a department chair will be considered in Govs Suite for faculty positions.

• All search committee members will need to be sure to complete the Search 
Committee Confidentiality Agreement form from the Office of Institutional Culture 
before accessing applications in Govs Suite.



What will be covered in this training:
• Initiating Requisitions
• Approval Workflows
• Candidate Management
• Phases and States
• Interview Scheduling
• Submitting Feedback as Search Committee Member
• Extend Job Offer
• Onboarding Journey



INITIATING REQUISITIONS
How to initiate a new requisition in Govs Suite.



Hiring Manager Initiates Requisition - log in to Govs Suite, 
then click on My Team
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Click on Hiring
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Click on Requisitions

1



Click Create
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In the Create Requisition Using dropdown, select Position, then click Continue
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After you select Position in the Create Requisition Using drop-down, 2 new drop-downs will 
appear for Business Unit and Position. The Business Unit will default to University – you will 

need to enter the position number and click continue

1

2



You can edit the Requisition Title and Number of Openings, then click continue
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You will need to add the hiring team. Enter the Hiring Manager’s name, Recruiter’s Name, and add any Collaborators. 
The recruiter should be Fonda Fields for staff positions and Victoria Rayburn for faculty positions.
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Here is a list of collaborator types – HR will handle adding other types but you need to be 
sure to add your Search Committee Chair and Search Committee Members 
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Once you have added all collaborators, click continue
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Choose the appropriate recruiting type
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Under Organization, select Austin Peay State University
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Select the Primary Location for the position, then click Continue
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Under Worker Type, select Employee
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The Regular or Temporary drop-down and the Full Time or Part Time drop-down will 
auto-populate. You just need to select yes or no to answer if the position is Grant 

Funded. Then click Continue
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You will need to enter or paste the posting description here. The short description 
should be a short summary of the job. (Typically first paragraph of full description)
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After you have added both the short and full description – click continue
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Everything on the Offer Info screen should auto-populate and HR will 
add anything that hasn’t – simply click continue.
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On the Candidate Selection Process drop-down, select APSU 
Candidate Selection Process (it is the only option)
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On the External Application Flow drop-down, select APSU Resume 
Required. (Only select Resume and Other Doc Required if you need a 

candidate to add another document such as a portfolio)
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Other 2 drop-downs will default to “No”. Leave these as is and 
click Continue
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Prescreening questions are listed here – HR will handle, so you 
can simply click Continue
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You will now see the Interview Questionnaires page – HR will handle as well, so this is your last 
step – just click Submit!
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Requisition in Progress – you can now see your Requisition on 
the Job Requisitions page. It will show the status of the 
Requisition
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Requisition in Progress – you will receive notification that the 
requisition has been created & requires approval
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Requisition in Progress – your supervisor will receive 
notification that the requisition has been created & needs 
approval 1



APPROVAL WORKFLOW
The approval workflow for initiating requisitions.



Approval Workflow 
Explained

The Hiring Manager will 
initiate the requisition and 
then move it to the 
Department Head for 
approval. It will then go to 
Grants (if grant funded) 
then move to Budget for 
approval. The Office of 
Institutional Culture will 
approve and then it will 
finally end at the Office of 
Human Resources for final 
approval and posting.



CANDIDATE MANAGEMENT
How to manage candidates who have applied to requisitions.



Click on My Team
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Click on Hiring Circle
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Click on Requisitions at the bottom of the screen
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Choose appropriate Requisition
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Applications can be found here on the Overview tab
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Click on New – To be Reviewed to see new applications
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Any internal applicants will have a symbol in the pool that lets 
you know they are an internal candidate
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New Job Applications. Click on name to see details.
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Candidate details
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PHASES AND STATES
The different phases and states candidates move through.



Candidate Phases and States
Phase
o New
States that are an option under the New Phase
o To be reviewed (This is the default state that candidates are in after they have applied)
o Reviewed (The search committee has looked at this person)
o Rejected by Employer (The search committee has decided not to move forward with this candidate)
o Withdrawn by Candidate (The candidate has withdrawn)
Phase
o Interview and Selection
States that are an option under the Interview and Selection Phase
o Selected for Initial Interview (Search committee has decided to do an initial interview)
o Selected for Final Interview (Search committee has decided to do a final interview)
o Recommend for Hire (OIC Review) (Search committee has selected a candidate - OIC will review this choice)
o Hiring Manager Extends Verbal Offer (OIC Approved) (Hiring manager has approval to extend an offer)
o Ready for HR Processing (Candidate has accepted – you are now ready for HR to work on an offer letter)
o Rejected by Employer (After interviewing them, committee did not select this candidate)
o Withdrawn by Candidate (Candidate withdrew after being interviewed)



Move Candidate for all phases and states in hiring process. Click the 3 dots.
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Click on Move Application
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Choose appropriate Phase. Example: Interview & Selection
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Choose appropriate State. Example: Selected for Initial Interview.
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Add comment. Click Move.
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Candidate's status is updated.
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Candidate's status can be returned to prior status if updated in error. 
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INTERVIEW SCHEDULING
How to schedule interviews through Govs Suite.



Click on applicant name
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Click on interviews
1



Click the plus symbol
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Select interview schedule and meeting time
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Format can be in person, phone or web conference
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Add interviewers
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Add any notes if needed, then save and close

1

2



The interviewers will get an email with the details



The interview will now show in the interview tab
1



SUBMITTING FEEDBACK
How search committee members submit feedback through Govs Suite.



The feedback form is automatically sent to the search 
committee when an applicant’s status is moved to an 

interview state. Search Chair should click on applicant’s name.
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Then click on the 3 dots
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Click Move Application
1



The Phase should be Interview 
and Selection and the State 

should be either “Selected for 
Initial Interview” or “Selected 

for Final Interview”. A feedback 
form will automatically be sent 

to all search committee 
members once you click Move.
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If you do 2 stages of interviews, you will need to 
complete 2 feedback forms. You will receive a 
notification to complete a form for the initial interview. 
You will then receive another notification when it is 
time to complete another form for the final interview.



Search committee members will receive email letting them 
know feedback has been requested



This is what the Interview Feedback page looks like.



Enter in feedback.

Enter in feedback.



Click submit 1



Click yes
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On the applicant's page – click on feedback
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You can then see all of the feedback that has been submitted thus 
far



EXTEND JOB OFFER
Request to hire an applicant.



Attach reference checks under the candidate's activity tab
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Under Activity tab, go to Internal Attachments
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Click the pencil icon
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Attach your documents by dragging and dropping them and 
click save
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In Application, Click Move Application
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Choose Interview & Selection as Phase and Recommend for Hire (OIC Review) as the State. Click 
Move.
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After candidate is moved to OIC review, search chair will automatically get a notification to complete 
Search Committee Checklist form. Similar to the feedback form, you will receive a direct link to complete 
this.
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Search Chair must confirm they have followed the necessary procedures for the search. Select an 
option in the drop down then click submit.
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This must be completed for OIC to approve your recommendation.
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These directions guide search committee members through a fair, consistent, and 
compliant candidate selection process. All steps must be completed and documented 
before advancing candidates to interviews and final selection stages. The committee 
chair is responsible for ensuring all steps are taken. Failure to complete all steps may 
result in delay of hiring, disqualifying candidates, and/or cancellation of the search 
and requirement to restart.



This must be completed for OIC to approve your recommendation.
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I attest I have completed the following steps: 
- Reviewed the official job posting to ensure candidates selected for interview meet the 
minimum qualifications. 
- Confirmed that the interview pool has been reviewed for fairness and consistency. 
- Confirmed that the rationale for candidate selection or non-selection is documented, by each 
committee member or as a whole. 
- Only committee member votes are counted for those who have reviewed all resumes and 
participated in all interviews. 
- Ensured candidates were informed of the salary range and work location before the final 
interview. 
- Ensured that all shared information about applicants, committee statements, and applicant 
feedback remain confidential. 
- Ensured all members have completed OIC training for committee service within the past 12 
months. 
- Confirmed the candidate lives in TN or one of the eight (8) eligible states.



Hiring Manager will receive notification once OIC approves. 
Hiring Manager extends verbal offer.
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Once an offer is accepted - Navigate to Activity Tab
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Scroll down to Extra info for internal use
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Select Staff Hiring Proposal or Faculty Hiring Proposal 
depending on the position, then click the Plus Symbol
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Enter Hiring Proposal Information and Click Save.
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Please remember that 
employees paid hourly need 
to be offered an hourly rate.
Employees paid monthly 
should be offered an annual 
salary. 

In the Recommended 
Starting Salary box, an 
hourly rate should be 
entered for hourly 
employees (Ex: $25) and an 
annual rate for monthly 
employees (Ex: $48000).



Select Move Application
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Click on Ready for HR Processing. Click Move. HR will begin processing the hire.
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ONBOARDING JOURNEY



We now have Onboarding Journeys
• An onboarding journey in Govs Suite is a structured, personalized experience 

designed to guide new hires through their first days at APSU.
• Tasks will automatically be assigned to new hires for them to complete.
• Hiring managers will be able to monitor these tasks and see what tasks their 

employee has yet to complete. 



Hiring managers can see what employees currently have Journeys 
open by navigating to the My Team tab and clicking Journeys
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Click on Team Journeys and you will see the journeys for your new hires.
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Major Changes
• OIC will no longer approve interviews. You will mark a candidate as "selected for 

initial interview" or "selected for final interview," and then you have the go-ahead to 
schedule those interviews. 

• OIC will only approve the final candidate and review the feedback and other 
attachments from your search committee.

• The hiring proposal process is no longer a workflow in the system – those 
discussions need to happen outside of the system and then the information needs to 
be put in before moving the applicant to "Ready for HR Processing".

• Department chairs can now see Onboarding Journeys for their new hires to see 
where they are at in the Onboarding process.



HR Interview Search Committee Checklist



QUESTIONS?
Thank you for your time, please let us know if you have any questions about our 
new hiring processes!
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