Talent Tip

Human Capital Services
Talent Acquisition

New Hire Tasks are an important part of the
D. d k 9 onboarding process. Read these tips on how
I you NOW: to notify your hires of tasks to be completed.
From the hamburger menu — click “My new hires”.
On the My new hire page, locate the employee you want to verify status of tasks.
On the far right, click “View all tasks”
You will see tasks the hire still needs to complete, in addition to tasks highlighted in red which
are considered to be overdue.
To notify a hire to complete tasks, there are two options:
A. Click “Notify Updates” under position information.
B. Click “Save and notify”, then click drop down of “Notify Applicant”. See purple arrows

Option A and B will both result in an email window pop up with instructions.
Click “Send” to send instructions to the hire to complete tasks.
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Hello Chuck,

Please login to your applicant portal to view the changes.

Step 1: Access your applicant portal through the Kansas State University careers w
at http:/i; le.comi742/cwi listi

Step 2: Click on "Applicant Login' and log into your account.
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