






Creating A New Position

You can use the BlueSky Help to search how to create a New Position

















Bell icon where you can view
your position request notification
along with other notifications you
submitted or have to complete



Worklist: this is the view of all 
your notifications that you either 
submitted, need to complete, or 
completed



If you select a request from your work list this is how it will appear.  You can then see the workflow of your request which
shows you the approval chain.





Faculty Hiring

The Faculty Hiring section 
will be located in Campus 
Connect.

This orientation will walk 
you through that process.

Step-by-step PDF guides 
and videos are available at 
Bluesky.depaul.edu.



Faculty Hiring Navigation
1 432

5 6



Faculty Recruitment Process
1. The college receives authorization by the Provost Office that a search has been authorized for FT faculty position(s).  PT faculty positions are 

hired as needed by the colleges.

2. Interfolio Search is the official recruitment system for all FT and PT faculty positions.

3. Once a candidate has been selected the college emails their recommendation to the Provost Office for review/approval.  The email includes a 
copy of the candidate(s) C.V., cover letter and draft offer letter, salary offer/range, and years of credit if determined at this point of the process.

4. The Provost staff prepares the candidate recommendation for the Provost to review.

5. The college receives authorization by the Provost office to make an offer and proceed into negotiations with the recommended candidate 
approved by the Provost.

6. Once the candidate accepts the offer the college informs the Provost office and includes the details/terms of the offer accepted.

7. The college proceeds to request and compile all required documentation for the new hire.  This includes requesting official transcripts for all 
degrees earned for the new hire and contract request. The college then proceeds to forward the required documentation to the Faculty 
Administration Manager.  Once the required documents have been received the Faculty Administration Manager creates and sends the contract 
to the new hire.

8. Once the new hire signs and returns their contract the college unit works with new hire to complete hiring paperwork.  The college then 
forwards the hiring paperwork to HR for processing.



Faculty Transcript Process
Transcripts – the verification of transcripts for Full-time and Part-time faculty is noted below.

FT Faculty: Original Transcripts for all degrees earned is required for all Full-time Faculty hires.   
All original transcripts must be sent to Amaris Casiano-Zoko, Faculty Administration Manager, in Academic Affairs.  This can be done in hard copy but also 
electronically via a service such as the National Student Clearinghouse, Parchment, Transcript Network, or if their granting educational institution provides the 
option.
In the event the new faculty hire has not received their PhD, an ABD (All but Dissertation) offer can be made.  The ABD offer requires a letter from the 
educational institution confirming successful defense of their dissertation.  Once the PhD degree is conferred the new faculty hire must provide original 
transcripts that reaffirm the degree conferral.
In the event the new faculty hire has international degrees, those should be evaluated and translated by a service such as World Education Services, USCES, 
Academic Evaluations, etc.
A contract will not be issued until all original transcripts have been received. 

In the case of an ABD offer, a contract will be generated as long as there is a letter confirming the defense of their dissertation as noted above along 
with all original transcripts of other degrees.  However, an updated contract will be issued upon receipt of the final the official transcript conferring the 
PhD degree.

PT Faculty: Transcripts are verified using the National Student Clearinghouse for all Part-time Faculty hires 
https://www.studentclearinghouse.org/ .
This process is conducted at the college units by the designated college administrator.  Degree verification occurs when the new hire has been selected and must be 
complete prior to the start of the quarter in which they were hired into.
Not all educational institutions are part of the National Student Clearinghouse, therefore, if a degree(s) cannot be verified there it must be verified as noted below:

The PT faculty member will request from their educational institution(s) the transcript(s) for their degree(s) earned be sent to the college administrator.  This can be 
done in hard copy but also electronically via a service such as the National Student Clearinghouse, Parchment, Transcript Network, or if their granting educational 
institution provides the option.
In the event the new faculty hire has international degrees, those should be evaluated and translated by a service such as World Education Services, USCES, Academic 
Evaluations, etc.

Contract issuance – once Academic Affairs has received all official transcripts and the contract request a contract will be issued.

https://www.studentclearinghouse.org/




Faculty Hiring Paperwork Process
1. Create a online personnel action form in Campus Connect;

2. Route hiring paperwork via ImageNow;

1. Offer Letter

2. Form I-9 w/required documents

3. DCFS Form

3. Email Confirmation of new hire will be sent from HRCentral to the requestor, HCM Manager and Line 
Manager;

4. Employee will complete some hiring paperwork via BlueSky Onboarding;

1. Personal Demographic Info Update (replaces the Self-ID form)

2. Background Check

5. Managers will have the task items that are assigned for their new hires via BlueSky Onboarding as well. They 
should work with their new hires to ensure they complete the tasks they are assigned as noted in the 4th

item.  Managers also have a checklist tasks to assist their hires with office space, system requests, etc. These 
items can be checked off by the manager in onboarding once they assist their new hire in their setup.



Campus Connect – Online PAF Creation



























Manager/Initiator Email after HRCentral processes the paperwork for the New Hire 



BlueKey Setup Email for New Hire 



BlueKey Successful Email Confirmation for New hire  - shows email account information

The link in the word “site” is the link to Information Services site “Service Now” which gives the faculty a checklist of technology items to 
assist them accessing systems such as email, D2L, ect.

https://depaul.service-
now.com/sp?id=kb_article_view&sysparm_article=KB0010971&sys_kb_id=b198bb401b7a6c10b50a8559cc4bcbd4&spa=1

https://depaul.service-now.com/sp?id=kb_article_view&sysparm_article=KB0010971&sys_kb_id=b198bb401b7a6c10b50a8559cc4bcbd4&spa=1


Background Check

As part of the hiring process, all faculty hiring search hires required the completion of a background check.  Offers of 
employment for faculty are contingent upon the background check.  

Human Resources will notify the faculty applicant electronically and work with the vendor to ensure successful completion of 
the background check.

The full background check policy can be found at https://offices.depaul.edu/secretary/policies-
procedures/policies/Pages/default.aspx?dpusearchbyid=283 .

If you have any questions regarding this process please contact HR Talent Acquisition at 312-362-6855 or staffing@depaul.edu .

https://offices.depaul.edu/secretary/policies-procedures/policies/Pages/default.aspx?dpusearchbyid=283
mailto:staffing@depaul.edu


Contact the Help Desk with 
any questions about the new system…

helpdesk@depaul.edu
773-325-HELP (4357)

Find frequently asked questions and 
soon to be available training resources…

bluesky.depaul.edu

Contact regarding the faculty hiring process…
Amaris Casiano-Zoko acasiano@depaul.edu

Alyssa Kupka akupka@depaul.edu

BlueSky Resources

mailto:helpdesk@depaul.edu
mailto:acasiano@depaul.edu
mailto:akupka@depaul.edu
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