Supported Browsers for SuccessFactors

SAP SuccessFactors supports the following desktop browsers:

Supported Versions
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 Enterprise Mode are not supported.
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SuccessFactors Logon — Internal Candidates

1. Login to SuccessFactors ]
using the “Username and
Password” credentials Ay
that was sent to you. , ILLINOIS ¢on

2. Click the “Sign-In” button

SuccessFactors Homepage is displayed

For instructions on how to
set up OKTA please refer to
the OKTA Registration
document.



SuccessFactors Homepage for Internal Candidate

K ILLYNOIS g5 *Wip

= ILLINOIS &

Go to ‘Home’ and clic
the down arrow.

Home ¥

Home

|Careers

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

Company.Info Quick Links
My Employee File

Careers

Admin Center

7

Open Jobs



Career Opportunities for Internal Candidate(s)

5. On the top part of the
Career Opportu nltleS page I Job Search  Job Applications ~ Saved Jobs My Candidate Profile ~ Saved Applications

, L n
are a set of tabs that will ~ me= § ©2reer Opporunites )
allow you to: -4 e

searcntorod  2€arch for Openings
. Job Search '
. Job Applications Keywords: | | (2]
. Save Jobs :
. . Exact Match i,
. My Candidate Profile b Longuagl T — (¥
. Saved App|lca'[I0nS ::d::imi“ (;) in job title or description ‘ '
osance s . : ) yee Career Portal
6 ‘ I n te rn a I Ca n d i d ates’ Ca n Job Language: English US (English US) A ze‘zrgtrfcégl;‘r)st:;utz::s‘furlher your career goals and continue
’ “ . ” Location: Any v o
use “Search for Openings N
. ‘ Posted within the last: days
section to search for ‘Job
.. . Distance is within: 50 miles of
RGC]UISItIOnS”. Candidates our employees a
. Select one ~
may search using the
. postal code
following:
. Keywords 7 Jobs match the selections
* Agency
*+  County Clear
* Region
* Job Family

+ Distance from a Zip Code

7. Click the “Search Job”
button.



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

8. You can now view all the
jobs from your search.

Job Search Job Applications Saved Jobs My Candidate Profile Saved Applications

Keywords

) 7 Jobs matched your search 9
- Exact Match ltems per page 10 ~ | K< Page| 1 |of1 > Sort by:| Date Posted T
9. You can narrow your job

- - (O injob title or description CORRECTIONAL OFFICER TRAINEE - 0967600 Date Posted
search by clicking the :
13 English US (English US) ~ Relevance
down arrOW Of Date CANCER REGISTRAR ASSISTANT MANAGER - 0595400 5
T Location: Requisition ID: 125 - Posted on 01/12/2021 -
Posted”. v Job Tite
ACTUARIAL EXAMINER - 0019500 S5
Posted in last; days Requisition 1D: 121 - Posted on 01/12/2021 - Distance
10. Click the “Select Action” Distance f within CANCER REGISTRAR ASSISTANT MANAGER - 0595400 select Action
S0 | miles of Requisition ID: 55 - Posted on 01/10/2021 -
down arrow, then click .
ADMINISTRATIVE ASSISTANT Il - 0050200 seloct Action
“Apply” or “Save J ob” postal code Requisition ID: 32 - Posted on 01/10/2021 -
1 . TGH - DENTAL ASSISTANT - 1165000 ~ ®
| I n k . 7 Jobs mateh the setections Requisition ID: 23 - Posted on 01/10/2021 - / Th e “Apply”
Clear Search Jobs. 11 Test TGH LIBRARIAN Il - 2340201 Ilnk Wllll |eft lect Action  ~
N « . Requisition ID: 22 - Posted on 01/08/2021 - 0 u a 0 r
11. Click the “Save this of save this e Yooy
ave this search the selected
”
search”. This is optional for the job or “Save
Internal Candidate Job” to your

\___ profile __/

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”.



Career Opportunities — Internal Candidate Apply for a
Job

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

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

Keywords

apply for the job that iS o 7 Jobs matched your search
pOSted Or ClICk the Exact Metch ltems perpage 10 ~ | K< Page 1 |of1 > %l Sortby:| Date Posted ~ | T

@ injob title

“Select Action,, dOWn O injobtitle or description
arrow to display the list of =~ s

English US (English US)  ~

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

CANCER REGISTRAR ASSISTANT MANAGER - 0595400 Select Action

actions and select the -
(11 L2 H Any h
APP'V Iln k ACTUARIAL EXAMINER - 0019500 select Action
Posted in last: days Requisition ID: 121 - Posted on 01/12/2021 -

S
fssance fs i CANCER REGISTRAR ASSISTANT MANAGER - 0595400 o

Note: The “Save this 0 | o

search” link will add a ‘Saved s« - ADMINISTRATIVE ASSISTANT Il - 0050200 S
Searches/Alerts’ tab atthe top ™~

of the screen. Click the 7 Jobs match e setecins s iy resoee
“Saved Searches/Alerts”  [c P - 250

tab, the ‘Job Alerts’ screen is AR E = 5
displayed. — T

o



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.

)

. 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.



Career Opportunities —Apply for a Job

ILLINOIS &5, e~

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

Apply TGH - DENTAL ASSISTANT - 1165000 (23)

* First Name

Internal
Middle Name
* Last Name Candidate 101
Mobile Phone 5554443333
* Home Phone +15555500000
* Address 2106
* City corinth
* State Texas ;
* Zip I Postal Code 76210
) |
Country United States b
* How did you hear about this No Selection )|

opportunity?

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

attended.

Your Cover Letter is not on file.
Click here to attach your Cover Letter

Cover Letter

Application screens of ‘Job Posting’.

* How did you hear about this
apportunity?

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

Cover Letter

* Resume

Additional Documents

| No Selection ~ ‘

Your Cover Letter is not on file,
lick here i r Cover

fiv  Intemsl Candicate 101's Resume
Last Updated: 011312021

& 1 document attached

Requests for Voluntary Disclosures

The State of llinois is proud to be an Equal Empleyment Opportunity Employer. The State of Illincis velues and celebrates dwersity and is commitied to an inclusive workplace. CMS seeks to recruit, develop, and retain the

mest talented people from a diverse candidate poel. All employm

and mental disabilty, marital status, genetic

ent decisions are made without regard to age, race, color, creed, religion, sex (including
formatian or any ather characteristic protected by federal or state law:

pregnancy), sexual orientation, gender identity, national origin, physical

The following sections (eshnicity, disabilty, and veteran status) are voluntary, bt are intended to help the State detemmine its outreach, interviewing, and hiring of diverse candidates. Alsa, in compliance with the Americans with
Dissbities Aict and the llinois Human Rights Act, State agencies must ensre that the emplayment process is accessible to all applicants, including persans with disabilities. Specifically, these Lavs require that the State provide
reasonable sccommadations upon request by indivicuals participating in al steps of the employment pracess. This includes the State of Ilinais interview process

Diversity Information

Ethnicity:

« White not of Hispanic Orl

» Black or African Americag

» American Indian or Alaski

« Asian. A person having ofl
Pilipine Islands, Thalla

= Hispanic or Latino. A pers

« Native Hawaiian or Other

Mo Selection v

Mo Selection O Female @ Male

Voluntary Self-Identification of Disability

croane
oMag

elect ane of the apécns

Why af o Seiecton v
Becaud Ressanabie Aczommadation Notice

a disal]
any wa i

e reasonbie qualified inc
. & enange ta the appic

i you
may vl fess

How df
Vou a

Voluntary Veteran Group Self-ldentification

i eterans Preferenice: a

+ Veteran Statd

you authorized to
it

1. Rate your attention to detad.

10-ome v

2. *What's the largest project team you've managed?

s with disaboties. Floase tel u
i procedures, pucnicing

Back

= -

| 8



Career Opportunities — Apply for a Job...

14. The ‘Internal Candidate
updates the information
that flows from “My ILLONOIS &5 c===n
Can dl d ate PrOfiI eu for lob Search  Job Applications  Saved Jobs My Candidate Profile  Saved Applications
the JOb they are Internal Candidate 101

applying for.

* Email: noemail@dummy.com

[ My Candidate Profile screen is displayed ]

Dear Employee, Undo & Print Preview

15. The ‘Candidate’ can
click the “here” link for |
guestions about
completing the profile. |+ rewsemom

There are no items in this section. " More Information
y -+ aa Please upload any licenses, certifications, or other pertinent document (such as TA forms) in
¢ M y Education the Additional Documents field above
16. The ‘Candidate’ can -

No Selection
There are no items in this section.

also click the “here” .
link for questions about [ e
completing the

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

‘ they are applying to. e
17. In the ‘More

Information’ section, the
Candidate must
complete all required
fields with an “*”
asterisk.

VEYS No Selection




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 &b

koS job 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
ILLONOIS g&v  cor
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

Nd

Displaying O records

| 10



Internal Candidate — My Candidate Profile, and Saved

Applications
‘My Candidate Profile’ screen is displayed
21. Click the “My Candidate == = Smimrmn] woo .

22.

23.

Profile” tab.

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

Click the “Upload” button
to attach the resume file.
If you do not want to
upload a resume, select
Cancel (See Page 13).

My Candidate Profile

Internal Candidate 101

Phone:

noemail@dummy.com

v Work Experience with the State of lllinais.

~ Previous Employment

Once your resume has been uploaded, verify that your
work experience and previous employment are correct.



Internal Candidate — My Candidate Profile — Resume Tips

i & Your resume has been uploaded and organized for better searching.
24' After u pload I ng a resu me’ a 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.
message displays confirming

the system has loaded your
data.

v Work Experience with the State of Illinois

There are no items in this section.

25. All work experience will flow to

“  Previous Employment + Add Ancther
the Previous Employment - - |
. . . = State of Illincis Department of Innovation & Technology Remove T
Sectlon by deSlgn. Candldates Onboarding and Compensation Functional Expert 03;22?:;22;:5{
must review and verify the > Detals
information is accurate @V —
including manually moving —
. . = Eastern Illinois University Remove W
appropriate work experience \Bj'
to the Work Experience with " ColegUniveri e | Eamr it Uy
State of lllinois section. +Degree Bochelors
* Major Field of Study Organization Develc ™
. . . Minar Field of Study Psychology ¥
26. The education section will also T Completed  ~

need verified to ensure the
information flowed accurately.

Close Details



Internal Candidate — My Candidate Profile — Resume Tips

27. The remaining sections
including Skills,
Certifications/Licenses,
Upward Mobility @
Program, and v skils @H\dd
Geographic Mobility
need completed.

There are no items in this section.

“  Certifications/Licenses + Add

28. To input information into
each section, click the
+Add button to populate . ,...uesiy rrogam + Add
the fields.

There are no items in this section.

There are no items in this section.

“ Geographic Mobility + Add

There are no items in this section.




Internal Candidate — My Candidate Profile, and Saved

Applications...

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

them.

[ ‘My Candidate Profile’ screen is displayed ]

ILLINOIS g&v  coreers-
rch Job Application

My Candidate Profile

Internal Candidate 11

Job Seal s Saved Jo

01

obs My Candidate Profile  Saved Applications

& Changes pending. You must save your changes in order to k

) 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

v Work Experience with the State of Iitinois

v Previous Employment

~ More Information

UNSPECIFIED

[

The ‘Internal Candidate’ can start creating their profile by
filling in the required fields and attaching their documents

]




Internal Candidate — My Candidate Profile, and Saved
Applications...

[ ‘Saved Applications screen is displayed ]
i “ Q3 v
30 C“Ck.the- Sa\,/,ed "_L’ NOISgOV Careers
Appllcatlons tab Job Search  Job Applications  Saved Jobs My Candidate Profile | Saved Application
Saved Applications
Job Title Actions Status  Requisition ID

[ The ‘Internal Candidate’ will be able to view their applied applications. ]

| 15



How to login after Okta registration

1. Access Okta Portal in a browser = https://illinoisgov.okta.com/

2. Enter your IL Active Directory UserID and Password and click on ‘Sign In’

- O X

G © https:/illincisgov.okta.com ~ @ ¢ | | Search.. P~ {3

© state of lllinois - Sign In

*The ‘IL UserID’ will be the userid in
* <userid>@lllinois.gov

IL Password



https://illinoisgov.okta.com/
mailto:userid>@Illinois.gov

How to login after Okta registration contd.

3. Click on the SuccessFactors application icon

[ @] 3 https//illinoisgov.okta.com/app/UserHome?iss=https%3A%2F%2Fillinoisgov.okta.com&session_hint=AUTHENTICATED

14§ workrorce ‘ Q s ‘
A My Apps
My Apps
Work
@ Work

Add section @

A nNotifications

3 Adobe
[KnowBe4 | successfactors @ Epmvence

. o xperience
ServiceNow - Prod KnowBed Success Factars ServiceNow - Train

cltrix

NetScaler

Citrix Gateway

4. You will be redirected to SuccessFactors homepage in a new tab. Click

Careers from the dropdown menu in the upper left-hand corner.

lLL‘NOlS.gov IH°me ¥
@ Home

&, Admin Center

|

8 Careers
&2, Company Info
& Employee Files
[%: Onboarding

&, Recruiting

ull Reporting

Quick Actions

AR -1 IR APVER



Quick Reference Guide
Enterprise Resource Planning (ERP
Program

Create an Alert

db

Supported Desktop Browsers for SAP SuccessFactors » «

SAP SuccessFactors supperts 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



ILL’NOISgov &  Careers ~

Job Search Job Applications Saved Jobs Saved Searches/Alerts My Candidate Profile Saved Applications

Job Alerts

Click "Create New Job Alert” to start setting up a Job Alert.

Create New Job Alert

The required fields for an Alert are Name of Saved Search/Alert and Frequency of Notification.

Create New Job Alert x  The optional fields are:

*Name of Saved Search/Alert

Keywords — can be in the job title or job title and
description, by using “ “ the job title can be used

* Email me - Select - 4

send email only when new jobs are available

Keywerds ° in Keywords field
® injobtitte O in job title or description J fo) b L an g ua ge
Job Language English Us (English Us)

Distance Field (within a selected number of
miles from a postal code)

Pi— > Requisition Number

R Agency — Can select multiple Agencies

Location — Can select multiple addresses

Job Function — Can select multiple Job Functions

Posted within the last days

Distance is within 50 miles of

Requisition Number

Cancel Save
Region — Can select multiple Regions
County — Can select multiple counties
Create New Job Alert X
Posted within the last days
Distance is within 50 miles of
Select one v
Recisition Nurmber
agency o -
Location Any v
Job Function Any v
Region Any v
County Any v

Cancel Save ’

Once a Candidate has added their criteria, select SAVE



I LL’ N 0 I S,gOV 43 Careers - Q Search for actions ar people @)

JobSearch  Job Applications  Saved Jobs  Saved SearcheslAlerts My Candidate Profile  Saved Applications

Job Alerts

Setup Job Alerts to receive automated emails listing current job openings. Job Alerts expire six months after they are created or updated. You can create p to fifteen Job Alerts.

Name Date Modified Date Expires Alert Schedule Actions

Dream Job 10252021 042312022 Daily

Create New Job Alert

Once an Alert is set, a Candidate can wait for the email notification, or under Actions, they can Run, Edit
or Delete. Candidate will use the Run action to check their Alert.

Keywords
N 2 Jobs matched your saved search "Dream Job"
Accountant* (2]

Exact Match
' ltems perpage 10 ~ | |« < Page| 1 |of1 > Sortby:| Date Posted
O injob title

® in job title or description

[PUBLIC SERVICE ADMINISTRATOR Opt 8

Select Action

Job Language Redquisition I1D: 8515 - Posted on 10/22/2021 - Distance 0.0 mi - Springfield - 524 South 2nd Street - Job Function (1) - Central
Region
English US (English US) ~ County (1)
Agency:
: PUBLIC SERVICE ADMINISTRATOR Opt 8C celect Action -
Any ~ Requisition ID: 8517 - Posted on 10/22/2021 - Distance 0.0 mi - Springfield - 524 South 2nd Street - Job Function (1) - Central
Region
Location: County (1)
Any LY
Posted in last: days

Requisition ID

Distance is within

50 miles of
United States (US) ~
postal code 62701

Job Functicn

Administration/Management ~

Region
Multiple(2) v

County
Multiple(4) W



Enterprise Resource Planning (ERP)
Program
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