SuccessFactors Supported Browsers

Supported Desktop Browsers for SAP SuccessFactors #

SAP SuccessFactors supports these desktop browsers,

Supported Versions
+ Microsoft Internet Explorer 11 {Internet Explorer 10 Metro 15 not supported at this time)
+ Microsoft Edge

+ Chromium Edge

Mozilla Firefox

« Apple Safari

Google Chrome

Additional Information

We are committed to supporting the most recent versions of Internet Explorer, Internet Explorer 9 and 10 are no longer supported because Microsoft ended support for these browsers on

January 12, 2016,
The supported Internet Explorer browser is used in certification testing.

Internet Explorer compatibility and Enterpise Mode are not supported
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Enterprise Resource Planning
(ERP) Program

ACTS SuccessFactors Internal Candidate Career Site
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SuccessFactors Logon — Internal Candidates

1. Login to SuccessFactors
using the “Username and
Password” credentials
that was sent to you.

2. Click the “Sign-In” button

SuccessFactors Homepage is displayed

For instructions on how to set up OKTA please refer to this link OKTA Registration
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https://ilgov.sharepoint.com/sites/DoITILACTSERP/SitePages/GRC_How%20to%20access%20ERP.aspx#how-to-access-erp

SuccessFactors Homepage for Internal Candidate

3. Go to ‘Home’ and click O'S-g%sv 19
the down arrow. ILLONOIS gng —

Home

|Career5

4. A drop-down menu will
appear. Click the
“Career” link

Compbary i | Quick Links
My Employee File

Careers

Admin Center

7

Open Jobs
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Career Opportunities for Internal Candidate(s)

Job Search Job Applications Saved Jobs Saved Searches/Alerts My Candidate Pr!a

Career Opportunities

5. On the top part of the
Career Opportunities
page are a set of tabs that

will allow you to:
. Job Search
. Job Applications
. Save Jobs
. My Candidate Profile
. Saved Applications

6. ‘Internal Candidates’ can
use “Search for Openings”
section to search for ‘Job
Requisitions”. Candidates
may search using the
following:

. Key words, such as title
. Agency

. County

. Region

. Job Function

. Distance from a zip code

7. Click the “Search Job”
button.

ILL9

Job Search  Jc

Career Op

Search for Openings

Search for Op:

Keywords:

Job Language

Agency:

1 Location:

Posted within the last:

Requisition 1D:

Distance is within:

Job Function:

Region:

County:

Exact Match
@ in job title

) in job title or description
English US (English US) o

Department of Human Servic ~~

Any S
day
50 miles of
United States (US) ~
zip code
Any ~
Any ~
Any ~

‘)
v’/
k,

yee Career Portal

search for jobs that further your career goals and continue
i 1o our constituents

Qs.
Our employees &

38 Jobs match the selections

Clear Search Jobs G
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Career Opportunities — View Searched Jobs and Apply
or Save a Job

10.

11.

You can now view all the
jobs from your search.

You can narrow your job
search by clicking the
down arrow of “Date
Posted”.

Click the “Select Action”
down arrow, then click
“Apply” or “Save Job”
link.

Click the “Save this
search’.

Note: “Candidates can use
the ‘Save Job’ feature for
postings which are of interest
and easily retrieve them later
in order to review and apply”.

Keywords

(2]

Exact Match
@ injob title
O injob title or description

Job Language
English US (English US) v

Location:

Any AV

Posted in last: days

Distance is within

50 miles of
Select one ~

postal code

7 Jobs match the selections

Clear Search Jobs: 1 1
54 Save this search ‘

Items per page |10 -~

Job Search Job Applications Saved Jobs My Candidate Profile Saved Applications

7 Jobs matched your search

|€< Page| 1 |of1 >»|

CORRECTIONAL OFFICER TRAINEE - 0967600
Requisition ID: 128 - Posted on 01/12/2021 -

CANCER REGISTRAR ASSISTANT MANAGER - 0595400
Requisition ID: 125 - Posted on 01/12/2021 -

ACTUARIAL EXAMINER - 0019500
Requisition ID: 121 - Posted on 01/12/2021 -

CANCER REGISTRAR ASSISTANT MANAGER - 0595400
Requisition ID: 55 - Posted on 01/10/2021 -

ADMINISTRATIVE ASSISTANT Il - 0050200
Requisition ID: 32 - Posted on 01/10/2021 -

TGH - DENTAL ASSISTANT - 1165000
Requisition ID: 23 - Posted on 01/10/2021 -

Test TGH LIBRARIAN I - 2340201
Requisition ID: 22 - Posted on 01/08/2021 -

Internal Candidate

l This is optional for the ]

G -

by:| Date Posted L T

Date Posted

S

Relevance

Job Title

Distance

Select Action  ~

/~ The “Apply” k

link will let
you apply for
the selected
job or “Save

Job” to your
\_ profile

lect Action  ~
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Career Opportunities — Internal Candidate Apply for a
Job

[ Click the ‘Job Title’ to view job description ]

1 13 H 79
1 2 . C I I Ck th e J o b TItI e to Job Search  Job Applications ~ Saved Jobs My Candidate Profile  Saved Applications

apply for the jOb that iS - o 7 Jobs matched your search
pOSted Or CliCk the Exact Match ltems perpage |10 ~ | K< Page| 1 |of1 >l Sortby:| Date Posted ~ | T

“Select Action” down

CORRECTIONAL OFFICER TRAINEE - 0967600 Select Action

1 1 Job Language Requisition ID: 128 - Posted on 01/12/2021 - >
arrow to display the list of =~ =i
H CANCER REGISTRAR ASSISTANT MANAGER - 0595400 .
a Ctl ons an d se I eCt th e Location: Requisition 1D: 125 - Posted on 01/12/2021 - SelectAction
1; Lt H Any v
Ap ply | I n k - ACTUARIAL EXAMINER - 0019500 select Action
Posted in last: days Requisition ID: 121 - Posted on 01/12/2021 -
Distance is within
. 11 : CANCER REGISTRAR ASSISTANT MANAGER - 0595400 - o
N Ote . Th e S ave th |S 50 | miles of Requisition ID: 55 - Posted on 01/10/2021 - Select Action
P H H ‘ Select -
searCh I I n k WI I I add a Saved s ADMINISTRATIVE ASSISTANT Il - 0050200 Select Action
postal code Requisition ID: 32 - Posted on 01/10/2021 -

Searches/Alerts’ tab at the top
of the screen. Click the 7 10D s e sctocons TGH - DENTAL ASSISTANT - 1165000
“Saved Searches/Alerts” Clear Test TGH LIBRARIAN Il - 2340201

tab, the ‘Job Alerts’ screen is NS E —
displayed. obSearch  JobApplkaions  Saved Job peq Searchestiterty | Wy Cancicete Profle  Saved Applicate

Job Alerts

o '{J
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Career Opportunities —Apply for a Job

13. The ‘Internal Candidate can ‘Return to List’, ‘Save Job’ or apply for the job by clicking the
“Apply” button.

The ‘Job listing Detail’ page is displayed.

ILLONOIS & coreers~ 2

Job Search Job Applications Saved Jobs My Candidate Profile Saved Applications

Job Listing:TGH - DENTAL ASSISTANT - 1165000 (23)

Requisition ID 23 - Posted 01/10/2021 L . i
= Job Description Print Breview

Return to List Save Jo

Job Listing Detail

Agency: Department of Veterans' Affairs

Closing Date/Time: 01/23/2021

Salary: $,1000 to $2,000 Monthly; $12,000 to $24,0000 Annually
Job Type: Hourly Full Time

County: Clay; Clinton; Cumberland

Number of Vacancies: 1.00

Plan/BU: Downstate

Job Responsibilities
Under immediate supervision, performs nenprofessional work assisting a dentist in the routine handling of patients, instruments and supplies; maintains records of treatment, supplies and materials.

1. Sterilizes dental instruments according to Joint Commission and Center for Disease Control and Prevention (CDC) standards.
2. Prepares trays of instruments for the dentist.
3. Prepares the patient for treatment

. Takes and develops dental x-rays.

. Prepares and files case histories and treatment records

4
5.
&, Prepares requisitions for needed supplies.
7. Prepares amalgam and cement fillings.

8.

. Performs other duties as required or assigned which are reasonably within the scope of the duties enumerated above

Knowledge, Skills, and Abilities
= Requires working knowledge of patient care as applied in state hospitals.
= Requires ability to deal tactfully with patients.
» Requires ability to keep records and make reports.
= Requires ability to handle dental instruments and materials carefully and dexterously.
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Career Opportunities — Apply for a Job...

14. The ‘Internal Candidate
updates their “My
Candidate Profile” for
the job they are

applying for.
15. The ‘Candidate’ can
click the “here” link for
questions about
completing the profile.
(see pages )
16. The ‘Candidate’ can
also click the “here”
link for questions about
completing the
application.
17. In the ‘More
Information’ section,
the Candidate must
complete all required
fields with an “*”

[ My Candidate Profile screen is displayed ]

ILLONOIS 5, o

Job Search  Job Applications ~ Saved Jobs My Candidate Profile ~ Saved Applications

Internal Candidate 101

Phone:

* Email: noemail@dummy.com

v Work Experience with the State of Illinois

There are no items in this section.

™ Previous Employment
There are no items in this section.
v Education
There are no items in this section.
v skills

There are no items in this section.

The ‘Internal Candidate’ must complete
all required fields with an “*”, for the job

they are applying to.

Please upload any licenses, certifications, or other pertinent document (such as TA forms) in
the Additional Documents field above.

oun No Selection v

* Address

* State No Selection v
City

*Zip | Postal Code

* Primary Phone

* Willing to Relocate? No Selection v

For Bargaining Unit Employees andlor Jobs:
Agency No Selection

Bargaining Unit No Selection v
Seniority Date MM/DDAYYYY
Work Location No Selection ~

County No Selection v

Lottery Number

Do you have Recall Rights
sition?

to a previous po: No Selection v
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Internal Candidate — My Candidate Profile — Upload resume

21. Click the “My Candidate
Profile” tab.

My Candidate Profile

Internal Candidate 101

22. The ‘Internal Candidate’ .
select “Choose File” to
uploads their resume.

noemail@dummy.com

v Work Experience with the State of lllinois

23. Click the “Upload” button _
to attach the resume file. v
If you do not want to e
upload a resume, select
Cancel (See Page 11).

v Skills

‘My Candidate Profile’ screen is displayed

Upload Resume

fThe first step our profile is to upload your resume.

23

Cancel Upload

Please upload any licenses, certifications,
the Additional Documents field above.

or other pertinent document (such as TA forms) in

ot *Country No Selection v
Addre

* State No Selection v
+Add *City

Once your resume has been uploaded, verify that your work
experience and previous employment are correct.
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Internal Candidate — My Candidate Profile — Resume Tips

] Your resume has been uploaded and organized for better searching.

Aft e r yo u u p I O a d yo u r re S u m e |:> = Teke a look at the information below in case we made a mistake or missed something. To delete al the information, please clck “Cancel” above
)

You will see a message
confirming the system has
loaded your data.

Your state experience will likely o
be listed in the Previous
employment section. You will

There are no items in this section.

v Pravious Employment

r Employee,

50
/F Your Cover Letter is not on file.
L Click here to attach your Cover Letter

+Add v Documents
@ Attach a document

Additional Documents

+Add Another
V' More Information

= STATE OF ILLINOIS
HUMAN RESOURCES SPECIALIST, DEPARTMENT OF HEALTHCARE AND FAMILY SERVICES

want to make corrections.

VDetails

*Company Name STATE OF ILLINOIS

T h d t. t. . | | I N k | * Job Title HUMAN RESOURCES SPE
e education section e
ucati ion will likely e
* Start Date 06/01/2020

have your school, but you may
need to update the section

Remove [

Lyear Documents feld above.
6120  Preser
06120 - Presert * Country No Selection v

Vv Educafion + Add Another

= EASTERN ILLINOIS UNIVERSITY Remove

No Selection

VDetalls
*College/University/Trade EASTERN ILLINOIS UMV
School
*Degree No Selection \
*Major Field of Study | No Selection v
Minor Field of Study No Selection v
*Degree Status No Selection \

Close Details
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Please upload any licenses, certifications, or other pertinent document (such as TA forms) in the Additional



Internal Candidate — My Candidate Profile — Type Experience

Type your Experience, Education and Skills

 ALRTIEIE LU dlldUllyuur

v Work Experence with te State of linols @ + hdd Anather

= Remie

24. Click the +Add buttonin s i
the ‘Work Experience withthe [~ .. - e -
State of lllinois’ To add | - e -

. . . End Date MMDDYYY VDetals
additional positions, click the TS——

T CNoo

+ Add Another. If you have . - ———
eXperIence Other than the - " Major Field of Study | No Selection v

State of lllinois, add that
information in the ‘ Previous
Employment’ section.

Minor Field of Study No Selection v

" Degree Status No Selection v

v Skills +Add
25_ Update your education . There are no items in this section e

v Certifications/Licenses +Add
26 . Com p I ete th e S ki I IS L] There are no ftems in this section
Certifications/Licenses,

v Upward Mobility Program

Upward Mobility and
Geographic Mobility Sections.

There are no items in this section

v Geographic Mobility +Add

There are no items in this section
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Internal Candidate — My Candidate Profile, and Saved

Applications...

24. You must “Save” your
changes in order to keep
them.

‘My Candidate Profile’ screen is displayed ]

ILLONOIS &5, o=~

Job Search  Job Applications  Saved Jobs

My Candidate Profile

Internal Candidate 101

7] Your resume has been uploaded and organized for better searching.

Take a look at the information below in case we made a mistake or missed something. To delete all the information, please click "Cancel” above.

Phone: 555-550-0000

*Email: fennerrobin@gmail.com

/' Work Experience with the State of Illinois

There are no items in this section.

v Previous Employment

Dear Employee,

Wetcame o your candiate profe. This section allos you 0 provide nformat t your work istor. educaion and sl This information wilbeth foundation f each applicain you subic
provi h to provide 1005 or s
cuments are uploadied n the Adational Documens secton.  you 4o not fnd oy :lel:wtapen pa tions now, or if you would be interested in other positions, set up aleris in the Sav

Click here for questions about completing your profile

Click here for questions about completing applications

w

Qmemat Candidate 101's Resume / W
Last Updated: 0111312021

4 Your Cover Letteris not on fle.

L Click here to attach your Cover Letter

+Add v Documents
Additional Documents ¢ Attach a document

+Add Another
~ More Information

= UNSPECIFIED

vDetails

*Company Name UNSPECIFIED

* Job Title

Remove Please upload any licenses, certifications, or other pertinent document (such as TA forms) in

the Additional Documents field above.

*Country No Selection v

* Address

The ‘Internal Candidate’ can start creating their profile by
filling in the required fields and attaching their documents
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Career Opportunities —Apply for a Job

ILLENOIS ¢ov

Job Search  Job Applications

Careers v

Saved Jobs My Candidate Profile

Apply TGH - DENTAL ASSISTANT - 1165000 (23)

* First Name

Middle Name

* Last Name

Mobile Phone

Internal

Candidate 101

Saved Applications

Application screens of ‘Job Posting’.

* How did you hear about this

opportunity? ‘ No Selection v |

If Job Fair or Workshop, please
enter the job fair name o date
attended.

Cover Letter Your Cover Letter is not on file.

Click here to attach your Cover Letter

* Resume (% Internal Candidate 101's Resume /'

Last Updated: 01/13/2021

Additional Documents & 1 document attached

Requests for Voluntary Disclosures

The State of llinois is proud to be an Equal Employment Opportunity Employer. The State of Ilinois values and celebrates diversity and is committed to an inclusive workplace. CMS seeks to recrut, develop, and retain the
most talented people from a diverse candidate pool. All employment decisions are made without regard to age, race, color, creed, religion, sex (including pregnancy), sexual orientation, gender identity, national origin, physical
and mental disability, marital status, genetic information or any other characteristic protected by federal or state law.

The following sections (ethnicity, disabiliy, and veteran status) are voluntary, but are intended to help the State determine its outreach, interviewing, and hiring of diverse candidates. Also, in compliance with the Americans with
Disabilties Act and the llinois Human Rights Act, State agencies must ensure that the employment process is accessible to all applicants, including persons with disabilities. Specifically, these laws require that the State provide
reasonable accommodations upon request by individuals participating in all steps of the employment process. This includes the State of linois interview process.

5554443333
* Home Phone +15555500000
* Address 2106

* City corinth

* State Texas

* Zip / Postal Code 76210

*
Country United States

* How did you hear about this

opportunity? No Selection

If Job Fair or Workshop, please
enter the job fair name or date
attended.

Cover Letter Your Cover Letter is not on file.

Click here to attach your Cover Letter

Diversity Information

Ethnicity:

+ White not of Hispanic Ori
+ Black or African Americar
+ American Indian or Alaski
+ Asian. A person having orig

Philippine Islands, Thailand
« Hispanic or Latino. A pers(
+ Native Hawaiian or Other

Ethnicity No Selection v

* Gender

No Selection O) Female ® Male

Voluntary Self-Identification of Disability

Form Crans
oM Pleaseselect ne of the aptions below
Why ag * Disability No Selection
Becau Reasonable Accommodation Notice
a disabl
e | FederalLaw reqires employers o provide reasonable accormodaion o quaied ndividuals with disabiies. lease tell us i ou requie a reasonabl accommodation o apply for o o 0 peform your b, Examples of
Teasonabie ccommodion ncluts Mk & hangs 1o 1 appEation rocess o WoTk PocauRs, POVIBng document nan alternel fomat, LS & 56 LangUage eTPrEwT, of Lsing Specialzed Squipment
ityoud
may vl Reasonable Accommodation
How df
You ar@
Disabilll
1 Voluntary Veteran Group Self-ldentification
o @ Plesseuplosdanycocumerss @ Auach a document
VOLUNTARY VETERAN GROUP
* @ SELFIDENTIFICATION section
-1 A wish to claim Veterans Preference; attached is the most recent certified copy of my DD214/215. (If claiming serice-connected disability, also include a copy of U.S. Veterans Affairs award letter issued within one
the curent date)
- E

8.1 wish to claim Veterans Preference as an IL National Guard/Reservist, Attached is a lettr from my unit personnel indicating | am currently serving under honorable conditions or a copy of my NGB22 stating my
retirement discharge was under honorable conditions.

.1 wish to claim Veterans Preference as a sunvving unremartied spouse or one parent of an
employment.

who suffered a death or isabiliy that p veteran from qualifying for civilservice

No Selection v
APPLICATION QUESTIONS
* Are you authorized to work in the
United States ithout sponsorship? | NO Setection

* Veteran Status

1.*Rate your attention to detail

1.0-one M

2.#What's the largest project team you've managed?
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Internal Candidate — Job Application, and Saved Jobs

18.

19.

20.

Click the “Job
Applications” tab, the
‘Jobs Application’ screen
appears.

Click the “Saved Jobs”
tabs to view “My Saved
Jobs” by the ‘Internal
Candidate’.

Click the “Find More
Jobs” button to return to
the ‘Search Jobs’ page.

ILLINOIS g5

kbsec Jop Search | Job Applications

Job Title J

ltems per page:| 10

Find More Jobs

Job Applications

Saved Jobs

Jobs Applied [

‘Jobs Application’ will display any jobs that the Internal ]

Candidate has searched.

Actions

v Displaying 0 records

Q3
ILLNO IS.gov Care
Job Search  Job Applications | Saved Jobs My Candidate Profile =~ Saved Applications

My Saved Jobs

[ My Saved Jobs screen is displayed ]

Saved Jobs

Job Title ¥

ltems per page:

2
Find More Jobs I

N4

Displaying O records
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Internal Candidate — My Candidate Profile, and Saved
Applications...

[ ‘Saved Applications screen is displayed ]
. “ 3
25. Cllck_the_ Sa\,/,ed ILLONOIS. ngv Careers v
Appllcatlons tab Job Search Job Applications Saved Jobs My Candidate Profile Saved Application
Saved Applications
Job Title Actions  Status  Requisition |D

[ The ‘Internal Candidate’ will be able to view their applied applications. ]
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Enterprise Resource Planning (ERP)
Program
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