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Manager’s Guide to Success Factors Recruiting 

 

The Hiring Manager will be able to see their open positions in Success Factors once a job 

requisition request has begun in ARCAREERS.  

Log On to MyARCareers: 

https://hcm41.sapsf.com/login?company=stateofark#/login  

If you do not have a current Success Factors account please contact Camille Cooper at TSS for 

assistance. Camille Cooper Camille.Cooper@arkansas.gov  

From the HOME page, choose the RECRUITING tab from the drop down menu. 

 

 

 

https://hcm41.sapsf.com/login?company=stateofark#/login
mailto:Camille.Cooper@arkansas.gov
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When the screen rolls over, choose JOB REQUISITIONS from the options menu. 

  

 

When the JOB REQUISITIONS page opens, you will see the information below: 

The job requisitions assigned to you as the Hiring Manager. 

The number of candidates each position has received. 

Where the requisition is in the approval process. 
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If you would only like to see those jobs that are active, go to the drop down arrow next to 

FILTER JOB REQUITIONS (                 )  and choose OPEN or OPEN and PENDING JOB 

REQUISTIONS to see the information most important to you. 

To adjust the information available for your review click on DISPLAY OPTIONS (           ). This 

selection will allow you to shorten or expand the jobs ribbon. Be sure to click on UPDATE 

SCREEN before exiting pop up window to save your changes.   
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Hover the mouse over the position title and the ACTIONS menu will open. Click on CANDIDATE 

SUMMARY and the screen will roll over and show the number of candidates received and at 

which step each candidate currently is in the hiring process.  

 

 

 

 

There may be a difference in the View all Candidates total and the number of applications in 

the MANAGER REVIEW tab.  Human Resources will have reviewed each applicant’s 

qualifications to ensure those forwarded to the hiring manager meet OPM minimums.   

Candidates that meet OPM minimums may not possess all of the skills or experience needed for 

this particular job due to the broad scope of the OPM job descriptions.  If the candidate would 

not be a good fit for the position move them to the QUALIFIED NOT SELECTED tab. 
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Qualified applicants will show in the MANAGER REVIEW tab. The applicants that did not meet 

minimum qualifications are moved to the DID NOT MEET QUALIFICATIONS tab and will not be 

available to the manager for review. 

 

Click on the MANAGER REVIEW tab and you will see the listing of qualified candidates.  

 

 

At the bottom left of the page is a drop down listing ITEMS PER PAGE and the number of pages 

available for review. ARCAREERS automatically defaults to showing ten applicants per page.  If 

more than ten applications are received for the position, click on the dropdown arrow to view 

up to twenty-five per page. 
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Click on the candidate’s name and their application will open for review.  

 

 

 

Click on the RESUME link to review the resume along with the application. 

The candidate’s name and contact information are located at the top of the application.  Click 

on their email in the contact box to send them an email from within ARCAREERS. This will track 

efforts to contact the candidate and show under the CORRESPONDENCE tab. 
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Clicking on SEND EMAIL on the CORRESPONDENCE tab will also send the applicant an email.  

 

The right column allows for saving comments such as the number of times you contacted the 

person or if they declined an interview; coordinating interview times with other team 

members; corresponding with the employee; tracking offer letters and the contact information 

for the candidate. 

Please remember all comments posted in ARCAREERS are subject to a Freedom of Information 

Act request and should be very professional in nature. 

The center column shows the applicant’s Disclosure Requirements, Veteran’s Status, Education, 

Employment Experience, Skills and current Licenses. 
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Hiring Managers must review the applicant’s Veteran’s Status when selecting candidates for 

interview. 

State agencies are required to give preference to qualified veterans and disabled veterans, 

spouses of disabled veterans, or the surviving spouse of a deceased qualified veteran for the 

following employment actions: Hiring, Promotion, Retention. 

 Veteran’s preference shall be applied if the applicant:  
1. Indicates that he or she is a veteran, disabled veteran, or surviving spouse of a deceased 
veteran and the spouse is unmarried at the time of application and remains unmarried until the 
decision to hire is made;  

2. Is a citizen and resident of this state; and  

3. Has substantially equal qualifications of the other applicants.  
 
 
An applicant must voluntarily submit official proof of his or her status as a veteran, disabled 
veteran, spouse or a surviving spouse of a deceased veteran to receive veteran’s preference. 
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In the Education or Previous Experience section, click on the DETAILS link and the individual 

educational or employment record will open to provide additional information for review 

 

 

The following information will be visible with the DETAILS field open: 

Previous title.     Supervisory responsibilities. 

Dates of employment.   Description of duties performed. 
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Complete the review of all qualified candidates and choose at least three to bring in for 

interview.  If there are not three candidates that meet the needs of the position, notify HR to 

extend the posting or request assistance in the selection process. 

 

Move the candidates from the Manager Review tab into the next step in the hiring process: 

Interview – will be scheduled for an interview. 

Qualified Not Selected – Met the OPM minimums, but was missing education or experience 

that directly relates to the position duties listed in the functional job description. Make notes in 

the COMMENTS section regarding which qualifications were missing. Remember the comments 

must relate directly to the job requirements and are subject to a Freedom of Information Act 

request.  

There are three ways to move candidates to the next stage. Either choice will bring up a 

selection drop down which will allow the candidate to be moved to the next step.  

 

Scroll to the bottom of the application and click on the MOVE CANDIDATE button. 
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Scroll to the top of the application and click on TAKE ACTION. A drop down menu will 

open; choose MOVE CANDIDATE.  

  

 

From the MANAGER REVIEW tab, click in the box next to the applicant name and then 

click on ACTION. The selection menu will open. Choose MOVE CANDIDATE. 
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A dialog box will open allowing the candidate to be moved to the next step.  Choose either 

INTERVIEW or QUALIFIED NOT SELECTED and click APPLY UPDATES.  

 

 

If you make a mistake and choose the wrong box, that can be corrected by going to the ribbon, 

clicking on the new assignment and then moving the candidate using the steps above.  
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When moving the candidate to the INTERVIEW tab a new dialog box will open. Select the 

appropriate interview number and click APPLY UPDATES. 
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In the new window, add interviewers and set up times for interviews.  Clicking the box next to 

the applicant’s name will forward the applicant’s resume to the interview committee. 

 

 

From the MANAGER REVIEW tab, click in the box next to the applicant name and then click on 

ACTION. The selection menu will open. Click on PRINT OR SAVE to print the application or 

resume for interviews. 
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Choose the items you would like to print from the pop up menu and then you can save it to 

your desktop using the SAVE TO FILE link or print the application/resume by choosing the 

PRINT PREVIEW link and then PRINT in the new window. 

 

Once interviews are completed, references checked and the Superintendent has given their 

approval, move the selected candidate to HIRING SELECTION. This will notify HR to contact the 

chosen candidate to set up background and drug screening. At this point, the Hiring Manager 

has completed their portion of the ARCAREERS process.  HR will move the candidate through 

the remainder of the process and notify the other candidates that a hiring decision has been 

made for this position. 



16 | P a g e  
 

 

Hiring managers will continue to have access to their position and will be able to see where the 

candidate is in the process. Once the process is complete, the requisition will be closed and no 

further changes can be made. 


