SUNY Upstate Medical University
Online Employment System

Voluntary Transfer/Reassignment Request

Welcome!

This tutorial 1s for current

SUNY Upstate Medical University employees
represented by either PEF or CSEA

REV: 7/2016, HR-Staffing and
Compensation  Services


SheparLa
Typewritten Text
REV: 7/2016, HR-Staffing and Compensation Services


SUNY Upstate Medical University
Online Employment System

Voluntary Transfer/Reassignment Request

This Tutorial will cover how to:

v’ Gain access to the online employment system

v’ Create an account for new users/login for returning users
v’ Search for open positions

4 Apply for open positions



SUNY Upstate Medical University
Online Employment System

Voluntary Transfer/Reassignment Request

The new Online Voluntary Transfer/Reassignment Request

replaces the current paper form and
should take about 5 - 10 minutes to complete.

Advantages of the Online Request form:

v

v
v

Search and apply for positions from any location with internet
access at any time 24/7.

Check the status of your request for to posting 24/7

Attach credentials via internet
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Horme About Library  Giving Jobs Contact Us  Sitemap  iPage

State University ol New York W
/ Upstate Medical Universi More Saarch Options
RESEARCH HEALTHCARE L1}

To complete the online
Voluntary
Transfer/Reassignment

Strategic Plan for Research = UNIVERSITY HOSPITAL n  Healthlink Seminar Series

= Prospective Students
n  Current Students w  Clinical Trials m  Physician Practices m  Healthlink OnAir Radio Show
n  College of Medicine m» Research Administration n Clinical Services m  Health Information Center Req u eSt Sta rt at th e
n  Caollege of Health n  Research Development = Find a Health Care Provider m  Oasis Senior Program
Professions » Institute for Human » Health Connections » Support Programs homepage fo r U pstate
= College of Mursing Perfotrnance = Golisano Children's WebCam = Volunteer Opportunities
= College of Graduate Studies = More »  Mursing at University Hospital = More 5
= Residency Programs n More and CI ICk On

n Join the Faculty

] Alumni&Friends. “JObS,’
= (Office ofthe President Engaglng Excellence

u  More

Upstate in the NEWS

Students,
Faculty, Researchers,
Healthcare Providers,

Administrators/Managers . -
m  SUNY Upstate receives $2 million MIH grant to study bone

density of young fermale gymnasts

®m voungentob named associate dean of SUMY Upstate’s
College of Graduate Studies

m Designated AIDS Center awarded state grant for
treatrment program

Link to YOUR iPage
from the menu at
the top right corner

of this page = More
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Horme About Librar

(30) Human Resources 2, printer
Gk Upstate Medical U ity AR

Jobs Hew Staff Staff Resources Managers' Toolbox Training & Development Share Your Ideas About HR

obs at Upstate

Job Opportunities Hame

Human Resources

Online Employment System

Civil Service

Mursing Recruitment

Click on
“Enter the Online
Employment

Hiring—Managers Lagin

Join the Faculty

Dual Career Couples

(opens a new window)

Benefits Cverview Top Reasons If you are unable to acces vy
to Work at - our Employment System S Ste m

Job Shadowing SUNY Upstate online ailhr@upstate.edu

About SUNY Upstate Employment

System

Hurman Resources Home

m  About Syracuse and
Central New vork

Please note: Pre-employment drug testing and criminal background investigations are conducted.,
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Home About Library Giving Jobs Directions Calendar Contact Us Sitemap iPage
RESDI.II"CkeS

verslty nl New Yar

Jobs MNew Staff About HR  Share Your Ideas Benefits Overview Staff Login

HOME w / and thank you for your interest in a career
SEARCH POSTINGS CICOMIL! at SUNY Upstate Medical University.
CREATE JOB PROFILE
CREATE APPLICATION
LOGIN

New Users:
“Create application ”

Mursing Health Professions and Support Services

Professional and Administrative Faculty and Librarians
® BEMEF]

» HUMAN RESOURL.
HOME New Users
UPSTATE HOME

UNTVERSITE HIOSEITAL « Information before you begin:

* NURSING INFORMATION LInform: R R etu r n i n q U Se rS :

FAQS

] -
o APPLICANT - kL 77
INSTRUCTIONS - NEW 3 Searcl
APPLICANT sting _ [{ RS

INSTRUCTIONS -
RETURNING

P - il
Passionately caring employeas &
volunteers working to improve
the health of those we sarve.

Eric Frost, Director, MR
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Home About Library Giving Jobs Directions Calendar ContactUs Sitemap iPage

Resources

Tvwralty ol New York
state Medical University

Jobs New Staff About HR  Share Yourldeas  Benefits Overview Staff Login

HOME
SEARCH POSTINGS Choose Application
CREATE JOB PROFILE
CREATE APPLICATION
LOGIN

New Users

Please note that the Research Foundation of SUNY is a separate employer from the State
University of New York. Depending on the job opportunity your are interested in, you will I - k h (11 I
BENEFITS be required to complete either a State or Research Foundation application. C I C t e VO U nta ry
HUMAN RESOURCES -
* HOME Far your application ta be reviewed, you must apply for & specific position. Please select the application f g
you wish 1o complete or search for & position by clicking on Search Postings on the left, and you will T rans e r ReaSSI n m e nt

LT e be taken to the appropriate application. R 77
equest

o UNIVERSITY HOSPITAL i
NURSING INFORMATION Create New Application

FAQS '8 State Application

APPLICANT

Used faor application ko New York Skate positions within SUNY Upstate

d INSTRUCTIONS - NEW
APPLICANT ' Research Foundation Application
INSTRUCTIDNS -
RETURNING Used faor application ko Research Foundation pasitions within SUNY Upstate

'l Faculty Application - State

Faculty Only - used to apply to Mew York State Faculty positions within SUMNY Upstate
'8 Faculty Application - Research Foundation

Faculty Only - used to apply to Research Foundation positions designated as Faculty by SUNY Upstate
I ¥oluntary Transfer/Reassignment Request

This application is used for Yoluntary Transfer/Reassignment Requests for Internal Employvess Only
'@ MedBest Application
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For security purposes, this system automatically logs you off when it senses no activity for 60 minutes.

Please do not use your browser's "Back”, "Forward" or "Refresh" buttons to navigate the site. Use the navigational buttons within the site,

If you have already created a user narme for SUNY Upstate Medical University, please login using your existing user name |

Select User Name and Password:

Social Security Number:

Flease enter vour Sacial Security Mumber Far verification.
Mo hyphens please (e.g. 123456789)
(Mot Required)

Select User Name:

Lse between & and 20 letters or numbers,

Password:

Use between & and 20 letters or numbers,

Re-enter Password:

o

——

—

CONTINUE TO PAGE 1 OF YOLUNTARY TRANSFER/REASSIGNMENT REQUEST - UNDER CONSTRUCTION =2

CANCEL I

Phone: 315-464-4530 with questions about the content of this page.
Privacy Policy | Motice of Privacy Practices | Emergency Information
All contents copyright () 1998-2002, SUMY Upstate Medical University, Syracuse, MY

2 Security Information

New Users

Complete the

information as requested
and continue through
application
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uman RESOI.II‘CES

tate Universlty of New Yark

£z Lpstﬁle Medical University

Jobs New Staff About HR  Share Yourldeas  Benefits Overview Staff Login N eW l | Se rS

» Welcome, You are logged in. Friday, January 9, 2009

View Voluntary TransferfReassignment Request Summary
Edit IMy Information @ Yiewy Yoluntary Transfer/Reassignment Request Ce rt I fy yO U r ap p I I Ca.tl 0 n

And click “Continue”

I autharize the investigation of all statements contained in this on-line Request for Yoluntary 13 = 79
Reassignment,/Transfer, and certfy that the information is correct and complete to the best of my th e n CO nfl r m
knowledge and ability, I understand that false or misleading infor mation may be grounds for
disgqualification of for terminating any position obtained as a result of this application.

I have read and unders the "Procedures for Yoluntary Transfer/Reassignment as Specified in the

ents", "Factors for Determining Selection for CSEA and PEF Represented

Ermployee: nsfer Policies" (Nursing Departrment Only): Click here to wview:
Far thor on-competitive positions, I understand that I am responsible for providing the
proof the minimum qualifications for this position

O] Certify cl es and save application

[ canceL | [“continue |

Page 1 of 1

Personal Information
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Home About Library Giving Jobs Directions Calendar Contact Us Sitemap

|."|l.l man REISNI?‘I_.IYI’CI‘ES

 Univerainy a

&k Upstate Medical Unizarsity
Jobs New 5 Share Your Ideas Benefits Overview Staff Login
and thank you for your interest in a career

HOME /

SEARCH POSTING. 7/Ue COIE! at SUNY Upstate Medical University.
CREATE JOB PROFILE

CREATE APPLICATION

LOGIN Health Pro s and S 1Services

and Librarians

—— “Search Postings”

HIELE New Users
UPSTATE HOME

. UNIVERSITY HOSPITAL + Information hefnre you begin:
NURSING INFORMATION General Information

Erequently Asked Questions

« Look for a job:

o APPLICANT Please user the Fast Job Search
INSTRUCTIONS - NEW buttons above or click on Search
APPLICANT Postings at the left.
INSTRUCTIONS - inhe
RETURNING * Apply for a ]c.'b' ) —

Create an application by clickingon |

Create Application on the left.

Are Upstate...

FAQS

Returning Users

Passionately caring employess &
volunteers working to improve
your username & password the health of those we sarve.
« This enables you to: Eric Frost, Di - MR

» Edit your existing application,

n Apply 1o new jobs withaut

+ Click Login at the left, and enter
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% Human Resources
[} ® Universioy al New Yark

Home About Library Giving lobs Directions Calendar ContactUs Sitemap iPage

: m‘yj Upstate Medical Universit

Jobs New Staff

HOME

SEARCH POSTINGS
CREATE JOB PROFILE
CREATE APPLICATION
LOGIN

* BENEFITS

W HUMAN RESOURCES
HOME

* UPSTATE HOME

UNIYERSITY HOSPITAL
NURSING INFORMATION

* FAQS

i APPLICANT
INSTRUCTIONS - NEW

APPLICANT
* INSTRUCTIONS -
RETURNING

About HR  Share Your ldeas Benefits Overview Staff Login

Search Results:

If you need to edit your application information before applying for a position, please login and click on the 'Manage Appl
the left hand side of margin. You will not be allowed to change your application information after you have applied for a positi

Search Results:

47 Records

Joh . Date Full or
] T [&] J0b Title Posted [¥] Department ] Part Time [¥] work Day
Registered
Murse
Yiew Job

Details | Apply

Registered
025156 i 0HE-2008 MEDICINE Part-Time
Wiew Job
Deetails | Apply

Registered
Iurse
Yiew Job
Details | Apply

Registered

Murse S MURSING-EMERGENCY Ti
025636 view Job 08-11-2008 SERWICE Full-Time TED

Details / Apply

024416 -BOME MARROW Full-Time Might shift, every ather wkend

Monday through Friday daytime hours

023693 0g-02-2007 MEDICINE Part-Time

Click on “View Job

Details/Apply”
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Home About Library Giving Jobs Directions Calendar Contact Us Sitemap iPage

Resources

iv Ity pf Now York

state Medical University
Mew Staff About HR  Share Your ldeas Benefits Overview Staff Login

SEARCH POSTINGS Job Details
CREATE JOB PROFILE

CREATE APPLICATION ’ ; : :
e Return o Search Results (53 Printer-Friendly version

BENEFITS

rsesousces [ T TS T Click on “Apply for this
Position Information P OS i ti O n o

UPSTATE HOME

UNIYERSITY HOSPITAL
NURSING INFORMATION

Job Mumber 024416
FAQS
ST Any qua;iﬁed SUI‘;IDY Upstate MedicaIﬂL:niversity employee |:nut$r88t8d
INSTRUCTIONS - NEW : in consideration for appointrent to this position must call the

To Applicant:

APPLICANT Heseans T St Mursing Recruitment Office at 464-4810 1o inquire about the
INSTRUCTIONS - appropriate request paperwork,
RETURNING ERIEE : 25

Department MURSING-8M-BONE MARROW

Ernplover State of New York

Descriptive Title Registered Murse

Payroll Title Teaching & Research Center Murse 2

Salary Grade SG016
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man

Jobs New Staff

HOME

SEARCH POSTINGS
APPLICATION STATUS
EDIT JOB PROFILE
MANAGE APPLICATIONS
CHANGE PASSWORD
LOGOUT

BEMEFITS

o HUMAN RESOURCES
HOME

UPSTATE HOME

UNIYERSITY HOSPITAL
NURSING INFORMATION

FAQS

o APPLICANT
INSTRUCTIONS - NEW
APPLICANT
INSTRUCTIONS -
RETURNING

Home About Library Giving Jobs Directions

¥oal New

pstate Medical University

About HR

*Required information is denoted with an askerisk,

+ Welcome Jones, Diane, You are logged in,

Share Your ldeas

Benefits Overview

Calendar Contact Us Sitemap iPage

Staff Login

Sunday, December 21, 2008

Supplemental Questions - Hospital Patient Services Clerk 1

Supplemental Questions

*

*

Harve wou kaken a Mew York State Civi
Service Exam for this title or are you eligible
For transfer, reinstatement or 56
appaintment with Mew York State?

IF you have kaken a New York State Civil
Service Exam For this title or are eligible Far
transfer, reinstatement or 558 appointment
with Mew York State, please specify which
way you qualify?

If vou are eligible For transfer or
reinstatement, please specify your State
agency, State payroll title and employment
dates. If you qualify wia NYS Civil Service
Eligible lisk or 55-bjc please write Nja.

DNDOO®m D@

You may be asked
Supplemental Questions
If so, answer,
then scroll down, ...

Mo Response
ves

na

Mo Response

55-bjc candidate

Eligible For transfer or reinstatement in accordance with NYS Civil Service Law
Currently on a MYS Eligible List For this title

=
-

1 hereby suthorize the investigation of all infarmation contained in this application, T understand that
misrepresentation or omission of facts called for may be grounds for not emplaying me, or dismissing me
after employment. False statements made herein are punishable Class A misdemeanors pursuant to
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Home About Library Giving Jobs Directions Calendar Contact Us Sitemap iPage

man Resources

tntn Un ¥y ool New ¥ork

L]
Upstate Me ical University
New Staff About HR  Share Your ldeas  Benefits Overview  Staff Login

I hereby authorize the investigation of all infiormation contained in this application. I understand that
misrepresentation or omission of facts called for may be grounds for not employing me, or dismissing me
after employment, False statements made herein are punishable Class A misdemeanors pursuant to
Section 210.45 of the Penal Law of the State of Mew York. Upstate Medical University reserves its rights to
pursue legal redress for false statemments pursuant to the Mew York State Penal Law, Further, I understand
that my offer of ermployment is contingent upan my ability to perform, with reasonable accommodation,
the job for which T am hired. Such determination shall be based on a physician's job-related medical
exarnination, x-ray, and laboratory procedures. Such exam is consistent with business necessity, and
requires that I do not pose a direct threat to the health or safety of patients, co-workers or other
individuals in the workplace,

certify your answers and

submit.

Upstate Medical University is a drug free warkplace, and prohibits the possession, sale, and/or use of
illegal drugs and the use of alcohal in the workplace.

lication and attest that the facts and s contained herein are punishable as a
nor pursuant to Section 210,45 of the Code of the State of New York.
*
Please check the certify statement above before submit swers to these questions,
| SUBMIT ANSWERS TO SUPPLEMENTAL QUESTIONS WITH MY APPLICATION >3 |

CANCEL APPLYING TO THIS POSTING. |
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Home About Library Giving lobs Directions Calendar Contact Us Sitemap iPage

Human Reso urces

- Sinte IJllur.I_lr |INtlw 1
bz Upstate Medical University

Jobs New Staff

HOME

SEARCH PDSTINGS
APPLICATION STATUS
EDIT 1OB PROFILE
MANAGE APPLICATIONS
CHANGE PASSWORD
LOGOUT

#* BEMEFITS

. HUMAN RESOURCES
HOME

* UPSTATE HOME

UNIVERSITY HOSPITAL
NURSING INFORMATION

* FAQS

« APPLICANT
INSTRUCTIONS - NEW
APPLICANT

* INSTRUCTIONS -
RETURNING

About HR  Share Your Ideas Benefits Overview Staff Login

+ YWelcome Jones, Diane. You are logged in.

Attach Documents - Hospital Patient Services Clerk 1

Ta attach a document to vour application for this position, click the Attach link next to the type of
document you wish to upload,

Ta remave a document from your application for this position, click the Remove link next o the
document you wish to remove,

When vou are finished managing document(s), please click Finished Attaching Documents.
Rermerrber to click the Confirm button on the next screen to complete the process, Otherwise the
documents will not be attached to your application.

Sunday, December 21, 2003

MOTE: Mast documents will retain their original formatting when uploaded. If you are uploading &
Microsoft Word docurment, the following are steps you can take to help ensure that it will corwert to
POF for mat properly:

Please use "standard" fonts, such as Times New Roman, Arial and other common fonts,
Ayoid the use of complex tables and shading

Ayoid the use of several columns in one document,

Avoid embedded images, such as pictures or graphics

Onice you have attached your document, please click the Wiew link to verify that it uploaded correctly,
If your docurment appears 1o have formatting problems, please click the Remowe link to remove the
docurment, then adjust your document as needed by following the tips abave and reattaching it

You may then attach
Documents.

Scroll down...
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man RESDU!‘CES

ts University al New

ark
state Medical University
Jobs New Staff About HR  Share Your Ideas Benefits Overview Staff Login

OF mMat properly .
HOME RIEDREEY

SEARCH POSTINGS
APPLICATION STATUS
EDIT JOB PROFILE
MANAGE APPLICATIONS
CHANGE PASSWORD

LOGOUT Orce you have attached your docurnent, please click the Wiew link to verify that it uploaded correctly
If your docurnent appears to have formatting problerms, please click the Remowe link to remowe the YO u m a-y attaCh
Documents — this is not

Please use "standard" fonts, such as Times Mew REoman, Arial and other common fonts,
Avoid the use of complex tables and shading

Awoid the use of several colurmns in one document,

Ayoid embedded images, such as pictures ar graphics

docurnent, then adjust your document as needed by following the tips above and reattaching it.

® BENEFITS
HUMAN RESOURCES 2 Records i I I k

* Home @& Required Attach / Document Attached Document Yiew req u I rEd 0 C I C

& UPSTATE HOME equire Remove Type {'Type"_'Date’ ‘Time") Document s . . -

o UNIVERSITY HOSPITAL Attach Resums F I n I S h e d AttaC h I n g
NURSING INFORMATION Abbach e htar -

e — 1 Documents” when

g ApmaNn FINISHED ATTACHING DOCUMENTS | finished.

APPLICANT
& INSTRUCTIONS -
RETURNING
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Human Resources

Siate Universiny al Now

Upstate Medical Universi
Jobs New Staff About HR  Share Your Ideas Benefits Overview Staff Login

HOME

SEARCH POSTINGS « Welcome Jones, Diane, You are logged in
APPLICATION STATUS

EDIT JOB PROFILE

: , , Confirm - Hospital Patient Services Clerk 1
MANAGE APPLICATIONS

CHANGE PASSWORD ) )
AL Once you finish attaching documents, you may not be allowed to attach more docurnents,

Are you sure you want 1o finish attaching documents for this Posting? C I iCk “Yes, ’ if yo u are
RPN .| ol finished attaching

HOME

Sunday, December 21, 2003

UPSTATE HOME

documents for this
Posting

UNIYERSITY HOSPITAL NOTE: To protect the security of your application information, please logout of the site and close your browser window
NURSING INFORMATION when you are finished.

FAQS

o APPLICANT Phone: 315-464-4330 with questions about the content of this page,
INSTRUCTIONS - NEW Privacy Policy | Motice of Privacy Practices | Emergency Information
APPLICANT All contents copyright () 1988-2008, SUMNY Upstate Medical University, Syracuse, MY
IMNSTRUCTIONS -

RETURNING
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i Human Resources

totn Universiny sf New Yerk

Upstate Medical University

Jobs New Staff

HOME

SEARCH POSTINGS
APPLICATION STATUS
EDIT JOB PROFILE
MANAGE APPLICATIONS
CHANGE PASSWORD
LOGOUT

® BEMEFITS

- HUMAN RESOURCES
HOME

* UPSTATE HOME

UNI¥ERSITY HOSPITAL
NURSIMNG INFORMATION

* FAQS

APPLICANT
INSTRUCTIONS - NEW
APPLICANT

# INSTRUCTIONS -
RETURNING

About HR  Share Your ldeas  Benefits Overview  Staff Login

« Welcome Jones, Diane. You are logged in. Sunday, December 21, 2008

Your Application Has Been Submitted
Hospital Patient Services Clerk 1

The following is your confirmation number. Please save this numbe
future reference: youw Number Here

Here is your
Confirmation Number

Thank you for your interest in employment opportunities at the SUNY Upstate Medical University,
screening and selection process is currently underway for this position, Should a review of your
qualifications result in a decision o pursue your candidacy, the hiring departrment will contact you
directly to schedule an interview. \We wish vou much success in your job search!

- You have successfully

applied - click “OK”

MOTE: To protect the security of your application information, please logout of the site and close your browser window
when you are finished.



SUNY Upstate Medical University
Online Employment System

Voluntary Transfer/Reassignment Request

You have completed The Online Employment System Tutorial for the
Voluntary Transfer/Reassignment Request

THANK YOU FOR PARTICIPATING

Questions about the tutorial or use of the Online system can be directed to the
Human Resources Department at 464-4830 or to emailHR@upstate.edu
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