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Updating the Applicant Pool Step & Status 
On the Requisition tab,  select the applicant number to view the list of applicants. 

 

 

 

 
Select the applicant to move the candidate through workflow. Multiple candidates can be selected to move 
candidates as a group. 
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Select Change Step/status to update the applicant. 

 

 

Update the New Status to Passed Screening for all applicants that are being considered. 
If a candidate does not meet the minimum requirements, change status to Rejected.   
 

 

Select Status to move the 
applicant(s) in workflow. 
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Rejected Applicants 

 

 

Below is the email notification that will be sent to rejected candidates. 
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EEO Review 

EEO Review can also be completed using the Change Step/Status tab.  Only one candidate needs to be 
submitted for review.  Once EOS reviews, the department contact will receive an email with approval or 
requesting additional information.    The department should attach a copy of the email to the Request for Offer. 
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Requesting References 
References are requested using the Change Step/Status Tab.  Reference letters should be collected for all 
applicants that are invited to interview. 

• Send Automated Reference Request – System will send email to References listed in the application 
• Manually Request Reference Letters – Department/committee collects letters.   
• All Letters Received – Select when ready to move candidate forward in the hiring process. 

 

 

 

 When Automated Reference Request is selected, the following email is sent to Referrer. 

 

Select Method to Collect 
Reference Letters 
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Select Passed Interview Screening for all 
candidates who will be invited to campus for 
interview. 

Mark as Finalist for 
candidates who pass the 
campus interview.  
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Background Check initiated at the Offer Step.  Department contact will receive an email notification.  Candidate 
will receive request from Hire Right to complete online form for background check.   

 

Creating Offer 
Create offer using More Actions tab once step and status is offer to be made. Creating the offer triggers the 
CHRI request to be sent to Faculty Affairs. 

The Offer Grid will open on screen for completion. 

Amounts listed on the offer grid must match information on approved costing sheet.

 

Change Status to Offer 
to be made 
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• Select official Job Title from dropdown menu 
• Expiration Date - This is the date that the offer expires online. 
• Position Number set up 

o Title in PS should match offer 
o FTE  
o Vacant – position should not be occupied 
o Funding does not need to be set up 

• Department and College name will populate on offer letter. Please use the full names.   
• Citizenship status – Verify with employee if support will be needed.   

o This information is also listed on the application. 
o Faculty must have Citizenship or Permanent Residency to be created Tenure. 

 

Date offer will expire. 

Verify Position information in PS. 

Verify with candidate if they will 
need support.   

ePAR effective Date 
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• Pay Basis depends on Faculty Contract Term 

Faculty Contract Term Pay Basis Total Term Salary 
9, 10, 11, 12 month faculty Total Academic Rate/Annual Rate 
Fall, Spring Total Semester Rate Total 
Summer, Mini, Non Standard Monthly Monthly Comp Rate 
 

• FTE – if less than 1.0, must include a zero before the decimal.  (0.50). 
• Salary Exception is for hiring outside of the requested salary range on job posting 

o No salary exceptions allowed if salary is viewable to applicants on the job posting. 
• Assignment End date is the PS termination date. 

 

Salary exceptions if hiring outside of the 
requested salary range on job posting. 

Leave blank for Tenured and 
Tenure track offers. 

Pay Basis & Total Term salary depend on 
Faculty Contract Term. 
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These are free text fields to 
identify any additional 
commitments to the 
candidate.  These fields are 
optional depending on the 
terms of the offer. 

Fields on grid must match 
totals from costing sheets 

Typically 2 yrs from start date 
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PeopleSoft Actions for Faculty RFOs 

PeopleSoft Action When to use 
New Hire All new employees 
New Hire – Secondary Job Faculty appointed to a new position or department.  Also used for add 

comp.  Bypasses new employee forms in Onboarding and creates new 
employment record. 

Rehire Within a Year Employees who have been separated less than 1 year.  
Rehire Over a Year Returning employees, initiates new employee forms and I9 
Transfer Use for current faculty member with new faculty assignment on same 

employment record. 
 

Verify in PS using search match procedure. 

Select Job Action for PS entry 
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Select Create to Generate offer letter at the bottom of the grid. 

       

 

Select yes if a summer assignment preceding 
official start date will be offered. 

Letter includes standard sentence 
about teaching, research and 
service.  Additional responsibilities 
should be listed here. 
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Offer Letter 

 

 

 

Select appropriate template based on tenure status 
and benefits eligibility 

Click here to select offer letter template 
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Select paragraph templates.  
Hover over the title to see the 
language for each paragraph. OPT 
means optional. 

On all tenure track letters BOTH 
Asst and Assoc tenure terms are 
selected automatically.  Please 
unselect the one that does not 
apply. 
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Click Edit to directly edit the 
offer letter.  

This is the deadline in the offer letter 
for the candidate to respond.  

Click finish 
to save your 
changes 
after editing 
your letter.  

Professor and Dean 
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• Edits can be made directly into the letter. 
• {} indicate a field from the Offer Grid. 

 

 

 

Required Attachments for Faculty Offers 
Attachments required for all offers 

• CV 
• Justification Form (if necessary)  Please see guidelines here:  

https://uh.edu/provost/faculty/administrators/instructor-credentials/  

Attachments required for Tenure, Tenure Track, Instructional and Clinical Hires 

• Costing Sheet 
• 3 Letters of recommendation 
• Completed Rubrics from Search Committee for candidates who completed on campus interviews. 
• Email from EEO approving the candidate pool 

Attachments required for Promotion Eligible Research Faculty 

• 3 Letters of recommendation 
• Completed Rubrics from Search Committee for candidates who completed on campus interviews. 
• Email from EEO approving the candidate pool 

 

For hires to be made with tenure, please contact the Office of Faculty Affairs to initiate the tenure review 
process as soon as the candidate is identified. 

https://uh.edu/provost/faculty/administrators/_administrators-documents/hiring-tenure-guidelines.pdf 

Click Done when 
edits are complete.  

https://uh.edu/provost/faculty/administrators/instructor-credentials/
https://uh.edu/provost/faculty/administrators/_administrators-documents/hiring-tenure-guidelines.pdf
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Requesting Approval 
On the More Actions Tab, select Request Approval to submit into workflow. 

 

• Once the offer is submitted for approval, additional editing cannot be done directly to offer.  The offer 
can only be edited in Draft status.  If formatting errors need correcting, Faculty Affairs will make the 
corrections.  Faculty Affairs will work with you to address minor changes throughout the approval 
process.   
 

 

Select Request approval 
when ready to submit.  
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An email will be sent to the department contacts after each of  approval. 

 

This person will be notified to Extend the 
Offer once it is approved by the Provost. 
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Once all approvals are received the Offer Status will be Approved.  The offer can then be extended as an E-Offer 
to the candidate. 

Extending the Offer 
On the More Actions Tab, Select Extend Offer. 

 

 

 

 

To extend the offer, 
the Step/Status 
should be 
Offer/Approved. 

Select Extend in Writing 
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Click on Name to view offer letter, then click Send

 

 

 

 

 

 

Send as E-Offer 

Click on Name to view offer letter 

Click Send to extend offer 
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Offer letter Status can be verified on the application. 

 

 

 

 

Below is a copy of the offer invitation.  The candidate will log into TALEO to accept. 
http://uhs.taleo.net/careersection/ex2_uhf/jobsearch.ftl 
Acceptances must be completed in TALEO to initiate the onboarding process. 
 
 

 

Status will update to Extended 
on the application 

http://uhs.taleo.net/careersection/ex2_uhf/jobsearch.ftl
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Offer Letter Acceptance 
 

Once the candidate logins in to the Job Site, they will have a Task Tab to view and accept the offer. 

 

 
 
Emails will be sent to notify the Department contact that the offer has been accepted.   
The offer letter can be viewed on the History tab. 
Once the offer is accepted, the status will change to Accepted 
 

 

 
 

  

Click on Offer Letter to view 



TALEO Faculty Request for Offer Guide 

  

 
P a g e  24 | 30 

 

 

Onboarding  
Based on the Offer, the candidate will have a number of items to complete electronically for Onboarding. 

 

All tasks except the I9 must be completed prior to the employee and job information loading into PS.  Foreign 
nationals will need to confirm the employment eligibility with HR prior to job data loading into PS.   
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References and Forms 
 

Forms 
• Justification Form 
• TALEO Access Request 

 
Policies 

• Academic Workload MAPP 
• Faculty Handbook 
• Foreign National Employment 
• Moving and Relocation Policies 
• Non Tenure Track Faculty Policy 

 
Reference Resources 

• Faculty Affairs Website:  http://www.uh.edu/provost/faculty/administrators/ 
• Guidelines for Hiring Faculty with Tenure  

o Please contact the Office of Faculty Affairs to initiate the tenure review process as soon as the 
candidate is identified. 

• Faculty Recruitment Toolkit 
• Search Committee Training Sessions 

o Search committee members are required to attend one training session every two years prior to 
their service on a search committee. 

• Transcripts 
o Deliver candidate’s original transcripts for terminal degrees in discipline posted (SACS 

Compliance) to Faculty Affairs.   
o Certified electronic transcripts can be sent directly from the institution to facultyaffairs@uh.edu. 

Electronic transcripts cannot be accepted from the candidate or hiring department. 
o Transcripts attached by candidates to the application are not considered official transcripts. 

 
Contact Information 

• Office of Faculty Affairs  
o 713-743-9168 or facultyaffairs@uh.edu 

• Office of Faculty Recruitment, Retention, Equity and Diversity 
o Faculty Recruitment Toolkit 
o Search Committee Training 
o 713-743-6268 or fac-rred@uh.edu 

 

 

 

 

http://www.uh.edu/provost/faculty/administrators/_administrators-documents/justification-faculty-appointment-without-terminal-degree.pdf
https://uh.edu/human-resources/talent-acquisition/Taleo%20Access%20Request.docx
https://uh.edu/policies/_docs/mapp/12/120501.pdf
https://uh.edu/human-resources/employees/foreign-nationals/visas/
https://uh.edu/office-of-finance/tax-information/moving-and-relocation/
https://uh.edu/provost/faculty/current/non-tenure-track/documents/ntt-policy.pdf
http://www.uh.edu/provost/faculty/administrators/
http://www.uh.edu/provost/faculty/administrators/_administrators-documents/hiring-tenure-guidelines.pdf
https://uh.edu/provost/faculty/administrators/recruiting-powerhouse-faculty/
https://docs.google.com/forms/d/e/1FAIpQLSeNNaBVrYwbUUu_9ugGJMulHI8AOJHXBKYjS_f_KB8SM6Khng/viewform
mailto:facultyaffairs@uh.edu
mailto:facultyaffairs@uh.edu
mailto:fac-rred@uh.edu
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Step and Status Appendix 
 

Faculty Applicant Step and Status 
Initial Screening 

 To Be reviewed 

 Under Consideration 

 Passed Screening 
Reference Letters 

 Select Reference Method 

 Send Automated Reference Request 

 Manually Request Reference Letters 

 All Letters Received 
Screening Interview 

 Pending Interview Screening 

 Under Consideration 

 Passed Interview Screening 
Campus Visit  

 Selected for Campus Interview 

 Completed Campus Interview 

 Finalist 
Offer 
 Offer to be Made* 

 

 

 

 

 

 

 

 

 

 

*An offer can only be created from “Offer to be Made” status 

Background checks are automatically requested when an applicant moves to the Offer step.  

Adjunct Applicant Step and Status 
Initial Screening 

 To Be reviewed 

 Under Consideration 

 Passed Screening 

Finalist 

 Finalist 

 Recommend for Hire 

Offer 

 Offer to be Made* 
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Tenure Track Review Schedule for Assistant Professors 
 

Start Date 
3rd Year Review 
(Fall Semester) 6th Year Review Terminal Year 

9/1/2013  2015 2018-2019 2019-2020 
9/1/2014  2016 2019-2020 2020-2021 
9/1/2015  2017 2020-2021 2021-2022 
9/1/2016  2018 2021-2022 2022-2023 
9/1/2017  2019 2022-2023 2023-2024 
9/1/2018  2020 2023-2024 2024-2025 
9/1/2019  2021 2024-2025 2025-2026 
9/1/2020  2022 2025-2026 2026-2027 
9/1/2021  2023 2026-2027 2027-2028 
9/1/2022  2024 2027-2028 2028-2029 
9/1/2023  2025 2028-2029 2029-2030 
9/1/2024  2026 2029-2030 2030-2031 
9/1/2025  2027 2030-2031 2031-2032 
9/1/2026  2028 2031-2032 2032-2033 
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Standard Hours Table for Adjuncts and Lecturers 
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Faculty Job Codes Table 
Job 
Code 

Job Title Reg/Temp Empl 
Class 

Comp Freq FLSA Stat Notes 

1320 Active Faculty Retiree Temporary F Monthly Exempt   
1271 Adjunct Assoc Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1272 Adjunct Asst Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1261 Adjunct Faculty Regular F Monthly Exempt   

1250 Adjunct Faculty Temporary F Monthly Exempt   

1260 Adjunct Faculty Temporary F Hourly Nonexempt   

1270 Adjunct Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1001 Administrative Stipend Temporary O Monthly Exempt   

1170 Affiliate Artist Regular F Monthly Exempt   

1160 Affiliate Artist Temporary F Monthly Exempt   

1030 Assistant Professor Regular F Monthly Exempt   

1455 Assistant Professor/Librarian Regular F Monthly Exempt   

1049 Assistant Professor/ROTC Temporary F Monthly Exempt   

1048 Assoc Professor/ROTC Temporary F Monthly Exempt   

1020 Associate Professor Regular F Monthly Exempt   

1450 Associate Professor/Librarian Regular F Monthly Exempt   

1000 Chair Stipend Temporary F Monthly Exempt   

1520 Clinical Assoc Prof Regular F Monthly Exempt PE 

1525 Clinical Assoc Prof Temporary F Monthly Exempt Courtesy Appointments Only 

1530 Clinical Asst Prof Regular F Monthly Exempt PE 

1535 Clinical Asst Prof Temporary F Monthly Exempt Courtesy Appointments Only 

1410 Clinical Professor Regular F Monthly Exempt PE 

1415 Clinical Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1041 Endowed Chair Stipend Temporary O Monthly Exempt   

1005 Endowed Fellow Stipend Temporary O Monthly Exempt   

1074 Endowed Professor Stipend Temporary O Monthly Exempt   

1072 Instruct Assoc Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1073 Instruct Asst Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1080 Instructional Assistant Professor Regular F Monthly Exempt PE 

1077 Instructional Associate Professor Regular F Monthly Exempt PE 

1075 Instructional Professor Regular F Monthly Exempt PE 

1079 Instructional Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1040 Instructor Regular F Monthly Exempt   

1050 Lecturer Regular F Monthly Exempt   

1070 Lecturer Temporary F Monthly Exempt   

1052 Lecturer - Part-Time Temporary F Hourly Nonexempt   

1920 New Summer Appointment Regular F Monthly Exempt   

1921 New Summer Appointment Regular F Monthly Exempt   

1010 Professor Regular F Monthly Exempt   
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Job 
Code 

Job Title Reg/Temp Empl 
Class 

Comp Freq FLSA Stat Notes 

1310 Professor Emeritus Temporary F Monthly Exempt   

1560 Professor of Practice Regular F Monthly Exempt   

1565 Professor of Practice - NBE Temporary F Monthly Exempt   

1047 Professor/ROTC Temporary F Monthly Exempt   

1630 Research Assistant Professor Regular F Monthly Exempt PE- Non REA 

1291 Research Assoc Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1620 Research Associate Professor Regular F Monthly Exempt PE- Non REA 

1292 Research Asst Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1610 Research Professor Regular F Monthly Exempt PE- Non REA 

1290 Research Professor Temporary F Monthly Exempt Courtesy Appointments Only 

1294 Research Professor - PT Temporary F Hourly Nonexempt Courtesy Appointments Only 

1974 Research Scientist Regular F Monthly Exempt   

1042 Research Scientist Temporary F Monthly Exempt   

1255 Scholar-in-Residence Regular F Monthly Exempt   

1259 Scholar-in-Residence Temporary F Monthly Exempt   

1054 Sr Lecturer Regular F Monthly Exempt   

1071 Sr Lecturer Temporary F Monthly Nonexempt   

1975 Sr Research Scientist Regular F Monthly Exempt   

1046 Sr Research Scientist Temporary F Monthly Exempt   

1911 Summer Instr Non Tenure Track Temporary F Monthly Exempt   

1912 Summer Instruction Adjunct Temporary F Monthly Exempt   

1910 Summer Instructn Tenure Track Temporary F Monthly Exempt   

2090 Summer Research Temporary F Monthly Exempt   

1938 Summer Teaching Overload Temporary O Monthly Exempt   

1937 Summer Teaching Overload - NE Temporary O Hourly Nonexempt   

1949 Teaching Overload Temporary F Monthly Exempt   

1948 Teaching Overload - NE Temporary O Hourly Nonexempt   

1140 Temporary Faculty Temporary O Monthly Exempt   

1730 Visiting Assistant Professor Regular F Monthly Exempt   

1281 Visiting Assoc Professor Temporary F Monthly Exempt   

1720 Visiting Associate Professor Regular F Monthly Exempt   

1282 Visiting Asst Professor Temporary F Monthly Exempt   

1710 Visiting Professor Regular F Monthly Exempt   

1280 Visiting Professor Temporary F Monthly Exempt   

1060 Visiting Scholar Regular F Monthly Exempt   

1078 Visiting Scholar Temporary F Monthly Exempt   
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