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Team Staffing

The Team Staffing application provides managers a central location to complete recruiting related actions.

1. Access Workday via OKTA and select the Team Staffing application.

Inbox E E:_P Applications _
2items . 16 items
Assign Organizations: Create Position: Maintenace Technician oo
2 day(s) ago - Due 01/31/2019; Effective 01/01/2019 Team Time Off E]
© Q@
Job Requisition: R114 Assistant Manager
2 day(s) ago - Effective 01/29/2019 Team Time Off Time and My Team Team
Absence Management Performance
Go to Inbox
w— @0 el e
2 o
Team Staffing Dashboards Time Off Pay

You'll be directed to the Team Staffing screen. On this screen, you’ll find options to create, close, open, or freeze a

job requisition.

e “Job Requisitions (Open/Frozen)” — this report identifies any currently open or frozen (“on hold”) job

requisitions for your team. You can use the related actions button

= on each requisition to complete various

actions. Hover your mouse over the Job Requisition, then click on the three dots to access the yellow actions

button.

e “Available Positions (No Job Requisition)” — this report identifies any currently open or frozen positions that do
not have a corresponding job requisition and are therefore not being actively recruited in iCIMS. Use the related

actions button

I to open a Job Requisition for this position or use the Actions section on the right side of the

€ Team Staffing

For Questions Contact — HRSystemSupport@essex.com

Weicome to the Team Staffing Dashboard! Use this space 1o moniter any epen or frezen Job Requisitions. Use the various actions to open Job Requisitions for avallable positions or visit ICIMS. For any questions reach out to your recrulter or
HESystemSupport@Essex.com
Job Requigitions (Open/Frozen) — ) 2 Actions
Position Create Job Requisition
Job Requisition Status Fardi i Ed "
Fosition Location E‘:‘;‘c‘"‘ Hi® | orker Type Time Type Edit Jab Requisition
Cloge Job Requisition
R110 Porter (Open) Open P-D01 B2 Porter (Unfilled) SFD 356 The Woods 01/25/2019 Regular Full time
More (2}
View Maore
Available Positions (No Job Requisition) h &
Earliest Hire Worker
it
Poaition Status Job Profile Location Date Type Time Type [@
Open Maintenance Supervisor SFO 355 Briarwood 07r242m8 Full tima
0889 Leasing Specialist Open Leasing Specialist 3F0 355 Briarwood orzzzms Full time
(Unfieg)
View More .,
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Opening Job Requisition for an Existing Position

Positions are often open/unfilled after the following types of scenarios: an associate resigns, is transferred, or promoted.
To open a Job Requisition for an existing position, select the Team Staffing application from the Workday homepage.

1. Under Available Positions (No Job Requisition), hover your mouse over the desired position and click the yellow
related actions button.
2. Select Job Change>Create Job Requisition.

Job Requisitions (Open/Frozen) & 3 Actions
Create Job Requisition
Edit Job Requisition
Close Job Requisition

More (3)

Actions
Position Restrictions P02396 Porter (Unfilled)
Position Restrictions >
Comecresiion 3 Supervisory Organization  Mickey Mouse (31998T)
Favorite >
Available Positions (N Job Application > &

| Job Change {5 Create Job Requisition e
Position e
Organization >

P02396 Porter (Unfilled) Payroll 5

vaste

3. Confirm that the For Existing Position and Worker Type fields are correct and click OK.

iii

Copy Details from Existing Job Requisition

For Existing Position * P02396 Porter (Unfilled)

Worker Type + Employee v

&) k

Cancel
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4. On the Recruiting Information screen, select the Reason, Replacement For (if you have indicated this is a
replacement requisition), Recruiting Start Date, and Target Hire Date fields.

5. Click Next.

Job
Organizations

Attachments
Compensation

Summary

©

Back

Recruiting Information

Start
Recruiting Information
Reason %

X Non-Budgeted > Non-
Budgeted Replacement

Replacement For

X Britney Anne =

Tesicandidate
(32011

Recruiting Start Date *

0173172019 [£]

Target Hire Date *

02/28/2019 [

Target End Date
MM /DD /YYYY [

6. You'll be directed to the Job screen. Review the information on this screen and click Next to proceed.

Start

Recruiting Information

Job

Organizations

Attachments

Compensation

Summary

Back

If you need to make any edits
task, and complete an "Edit Position Restriction” task. Oj

the Job Requisition.

Job

Job Details

Job Posting Title *

Porter

Job Profile *

Porter

Job Description Summary

asdasd

Job Description
asdasd

Job Families for Job Profiles

Note: If you're a Corporate Manager and
need to update the Job Details, then you
can use the pencil icon to make the
changes. Please make sure that all details
are updated according to the job.

If you’re an Operations Manager, this
screen will be read only for you. If you
need to update any information, please
cancel the job requisition and complete an
Edit Position Restriction task to update
the details. See page: 14.

Once this task is fully approved, then you
can to return to the Team Staffing
application and open the requisition.
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7. On the Organizations screen, verify that the Cost Center is assigned. Click Next.

Organizations

s Company

Recruiting Informatior
Company *

Essex Property Trust, Inc.

Organizations
Cost Center

Cost Center #

545 Disney Castle

Compensation

Back

8. On the Attachment screen, add any necessary documents. This is not a required field.

Attachments

Start

Documents

Recruiting Information
Add
Job

Organizations

Attachments

Back

9. On the Compensation screen, please identify the recommended hourly or salary rate that you’d expect
to pay this new associate. The final offer details will be completed in iCIMS, this is just a
recommendation.

Operations Managers will have visibility into pre-established pay ranges, under Guidelines, in Workday.

Compensation

star Total Base Pay

Recruiting Information
Total Base Pay

® 45,000.00 USD Annual added
Job

Organizations Guidelines _

Attachments

Total Base Pay Range
® 0.00-500,000.00 - 1,000,000.00 USD Annual added _ o

Compensation Package
Summary ® General Compensation Package added

Grade

® Salarv added

Page 5 of 15
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10. Scroll down to review the established pay ranges to determine your recommendation and add any
necessary allowances or bonus that would correspond with this position. Then, click Next to proceed.

Progression Start Date

(empty)

Salary A —

Assignment Details
® 45,000.00 USD Annual added

Plan Name
® Salary Plan added

Effective Date
® 02/08/2019 added

Add

Hourly e——

Add

Allowance h

Add

Bonus e

Add

Back

You'll be directed to the Summary screen. Review the information for accuracy.

11. Scroll down to the bottom of the page to enter a comment. This is a required field.
12. Click Submit.

,1 A comment is required. N
&;’ A few examples of comment include:

e Justifications
e Expected compensation for the new associate

@ e Any special discounts that may apply

e Preferred or required skills
Save for Later Cancel
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The job requisition will be submitted.

13. For Operations, the manager will immediately receive an inbox task to identify which days of the week the
associate will have off. Please use the checkboxes to identify the off days and click Submit.

Custom Object  Day Off 34 second(s) ago - Effective 01/20/2019
fange: R127 Porter

Effective 01/20/2019 Please indicate which days during the week this future associate will have off. If itis still to be determined, please make a comment in the box ar|

without identifying any days of the week.
ns: Edit Position Restrictions:

e 02/01/2019; Effective

Day Off The task will be routed for approvals.

I — i You will receive an e-mail notification
D1/31/2019; Effective 01/01/2019

_— when all necessary approvals have
14 Assistant Manager been received. Once all approvals are
" Wednesday . . . .
R received, the job will be opened in

e iCIMS and posted for recruitment.

Friday @

Saturday You will now continue your normal

Sating iCIMS recruiting process for managing

candidates, etc.

, enter your comment
£

=

Cancel

Edit Job Requisition

If you need to edit a job requisition, select the Team Staffing application from Workday homepage.

1. Using the related actions icon next to Job Requisition you’d like to edit, select Job Change>Edit Job Requisition.

¢ Team Staffing

Welcome to the Team Staffina Dashboard! Use this space to monitor anv open or frozen Job Reauisitions. Use the various actions to ooen Job Reauisitions for available positions or visit iCIMS. For any questions reach out to your recruiter or
HRSystemSuppon@Essex.ct

Actions

R127 Porter R127 Porter (Open) &
Job Requisitions (1 Additional Data 2 & 2 Actions
ot e : Recruiting Start Date ~ 01/20/2019- 12 days ago
Create Job Requisition
Employment Agrsement Target Hire Date 01/20/2019- 12 days ago
400 Paguiecn Edit Job Reqguisition
Fiamg > Hiring Manager Mickey Mouse (31998T) pricar Type TimaType

_ " @15 Close Job Requisition
R127 Porter (Open) Job Change > I E 1 o plaises) gular Full time

Close Job Requisition More (3)
Copy Job Requisition

Manage Job Requisition Freeze

Related Actions Icon

AVATEDTE FOUSTIONS (IO JOD REQUISTION) &
Earliest Hire
Position Status Job Profile Location sl Worker Type Time Type
P02396 Porter (Unfilled) Open Porter SAN 545 Disney 12/31/2018 Regular Full time
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2. You'll be directed to the Recruiting Information screen. Complete the required fields on this screen and
click Next to progress to the next screen.

Edit Job Requisition Edit or complete the information
on the next screens as required.

Finally, review the information on
the Summary screen, provide
comments and justifications for the

Recruiting Information

Start

edit, and click Submit.
Reason *
. g Requrements | f— ] — ]
. The edits to Job Requisition will be
rganizations
Replacement For submitted. Operations Managers will
L . again be asked to update the “Days Off”
Compensation Recruiting Start Date * fOI’ th's jOb-
01/20/2019 [£]  ifmmm—
SLaee Upon submittal, this Edit task will be
Target Hire Date * . B
w0 routed for approvals. You will receive an
e-mail notification when all necessary
Target End Date approvals have been received. Once all
MM /DD /YYYY [ . . .
approvals are received, the job will be
edited in iCIMS.

O

Back

Freeze/Unfreeze Job Requisition

During the recruitment cycle it may become necessary to place a Job Requisition “on hold” for various reasons.
To freeze a requisition or place it on hold, select the Team Staffing application.
1. Using the related actions icon next to Job Requisition you’d like to freeze, select Job Change>Manage Job

Requisition Freeze.

¢ Team Staffing

s 10 open Job Requisitions for available positions of visit iCIMS, For any questions reach out 16 your recruiter of

&

Job Requisitions (Open/Frozen) & Actions

Position Create

Job Reguisition Status Earliest Hire

Position Location =l Worker Type Time Type
Close Job R it
R127 Porter (Open) guiar Full time
/ Actions - More (3]
R127 Porter R127 Porter (Open) [f &
Related Actions Icon Rucrdting SrtDota T1/2072019- 12 day g0
Position Fasrodbe: N Hiring Manager Mickey Mouse (319987 orker Type Time Type
Job e 03

b Requisition

py Job Requisitior Jisney 01/01/1900 Regular Full time:
Jab Reguistion !"rr:ro

Job Requisiion Change History  isney 01/01/1900 Reguiar Full time

P02438 Leasing Specialist Open
Unfilied
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You'll be directed to the Manage Job Requisition Freeze screen.

2. Complete the required fields on this screen such as Freeze/Unfreeze Reason and Freeze/Unfreeze Date, select
the Frozen checkbox, scroll down the page to add necessary comments, and click Submit.

The task will be submitted for approval. After the approvals are completed, Job Requisition will be placed “on hold”
in iCIMS.

Manage Job Requisition Freeze

Job Requisition R127 Porter (Open) e

Supervisory Organization ~ Mickey Mouse (31998T)

Freeze/Unfreeze Reason * X Freeze > Budget Freeze = _
Freeze/Unfreeze Date % 02/04/2019 = ‘

Frozen h Note: To unfreeze or take the requisition off hold,
(Y follow the same process, and uncheck the Frozen
Last Updated 02/01/2019 checkbox. Then, click Submit to complete the process.

The task will be submitted for approval. After the
approvals are completed, Job Requisition will be taken
“off hold” in iCIMS.

Hiring Requirements Process Details

Job Details

Job Profile * Porter

Job Families for Job Profiles 9913 - Property - Maintenance

Worker Sub-Type * Regular
Worker Type % Employee
Time Type Full time
Compensation Grade Forter
Primary Location * SAN 545 Disney Castle
Additional Locations (empty)
Scheduled Weekly Hours 40
Work Shift (empty)
Recruiting Start Date * 01/20/2019
Save for Later Cancel
v
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Close Job Requisition (Not being Filled)

There may be cases where a requisition will need to be closed to stop recruitment, without filling the open
position. To close a job requisition, select the Team Staffing application.

1. Using the related actions icon next to Job Requisition you’d like to close, select Job Change>Close Job
Requisition.

Job Requisitions (Open/Frozen) 5] C} Actions

Position Create Job Requisition
Job Requisition Status i ol Yo
Position Location E:::es( Hire ‘Worker Type Time Type Edit Job Requisition
Close Job Requisition
R127 Porter (Open) B0 Regular Full time
Actions - - More (3)
R127 Porter R127 Porter (Open) L& &=
Additional Data >
Available Positions Compensation > Recruiting Start Date  01/20/2019 - 12 days ago {9“}
Employment Agreement > Target Hire Date 01/20/2019- 12 days ago
Position Favorite 3 Hiring Manager Mickey Mouse (31998T) Worker Type Time Type
> c » 383)
P02396 Porter (Unfilled) | L2100 C1an%e ’ EE-totReggsfton Regular Full time
I Close Job qums‘&mu
P02437 Assistant Manager Open Copy Job Requisition i Disney 01/01/1900 Regular Full time
(Unfilled)

2. On the Close Job Requisition screen, complete the Reason and Close Date fields. Scroll down the screen to
review all information, add necessary comments, and click Submit.

Important note: Do not select the Close Unfilled Positions checkbox. This will close your budgeted headcount and
will require you to create a new position and follow that approval process.

Close Job Requisition

Job Requisition R127 Porter (Open)

Supervisory Organization ~ Mickey Mouse (31998T)

Position P02436 Porter (Unfilled)

Reason * X Recruiting > No Longer = h
Recruiting; Position No
Longer Needed

Requester Mickey Mouse (31998T)
Close Date x 0270172019 ] | ffmmm— o

Close Unfilled Positions

Do not select Close Unfilled Positions

Replacement For (empty)

The task will be submitted for approval. After
the approvals are completed, Job Requisition
Job Posting Title * Porter will be closed (not filled) in iCIMS.

Job Description Summary  (empty)

Recruiting Instruction

|
Page 10 of 15
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Create Position

While very rare, there may be a circumstance for you to create an entirely new position (headcount).

Creating new positions will require approval from the Division Manager (Operations) and review by the
Compensation Administrator.

1. To create a new position, select the Team Staffing application. Then, select Create Position from the
Actions section on the right side of the screen.

¢ Team Staffing

Welcome to the Team Staffing Dashboard! Use this space to monitor any open or frozen Job Requisitions. Use the various actions to open Job Requisitions for available positions or visit ICIMS. For any questions reach aut to your recruiter or
HRSystemSupport@Essex.com

Job Requisitions (Open/Frozen) & &2 Actions
Position Create Job Requisition
Job Requisition Status .
Position Location ;:::S‘ Hire Worker Type Time Type Edit Job Requieition
Close Job Requisition
R127 Porter (Open) Open P02436 Porter (Unfilled) SAN 545 Disney 0172072019 Regular Full time
Castle
Create Position
View More

Creat
Edit Position Restrictions

2. Onthe next screen, please confirm that your name appears in the Supervisory Organization prompt and
click OK.

Create Position

Creating a brand new position is rare. This business process creates a whole new position,

Supervisory Organization * X Mickey Mouse =

(31998T) _

Cancel

Page 11 of 15
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3. Please complete all required fields on the next page.

¢ Create Position

Supervisory Organization

Position Request Reason

Job Posting Title *

Number of Positions *

Hiring Restrictions

Availability Date #*
Earliest Hire Date *
Job Profile * | X

Location * (X

Time Type *| X
Worker Type * [ x

Worker Sub-Type * X

Enter a comment
s

Creating a brand new position is rare. This business process creates a whole

Mickey Mouse (31998T)

Leasing Specialist

1

Qualifications

02/01/2019 [

02/22/2019 [

Leasing Specialist

SAN 545 Disney
Castle

Full time

Employee

Regular

iii

iii

iii

i

iii

iii

The required fields are as follows:

Job Posting Title: Future title of
the Associate filling this position.
Availability Date: Please indicate
this as the 1° of the current
month.

Earliest Hire Date: Please indicate
the earliest date that an Associate
can be hired in this position.

Job Profile: The job for this
position (e.g. Leasing Specialist,
Maintenance Technician, etc.) **If
you do not see the Job you are
looking for, please contact
HRSystemSupport@essex.com.
Location: The primary work
location for this future associate.
Time Type: Indicate Full-Time or
Part-Time.

Worker Type: Indicate Employee
or Contingent Worker.

Worker Sub-Type: Indicate
Regular, Temporary, or Intern.

Add any necessary comments and justifications,
then click Submit.

Save for Later

Cancel

Click Done on the next screen to complete the process.

Page 12 of 15
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4. You will now receive an inbox task to complete additional information. There should now be a task
Assign Organizations in your inbox.

_ [ & 53
Inbox e Applications . R
el i o == R
4ditems o 16 items
Assign Organizations: Create Position: Leasing Specialist

47 second(s) ago - Due 02/03/2019; Effective 02/01/2019 Q .;il
mee

5. Assign the appropriate Cost Center and click Submit.

Asdere ) i Change Organization Assignments Assign Organizations:

Viewing: All w Sort By: Newest LY
1 minute(s) ago - Due 02/03/2019; Effective 02/01/2019
Assign Organizations: Create Position: Leasing

Shecul Please assign the appropriate cost center below.
1 minute(s) ago - Due 02/03/2019; Effective
02/01/2019
Default Compensation: P02436 Porter Start
12 minute(s) ago - Due 02/02/2019; Effective a
01/31/2019
Details

Assign Organizations: Create Position: Maintenace
Technician

3 day(s) ago - Due 01/31/2019; Effective 01/01/2019 Effective Date %

02/01/2019

Job Requisition: R114
3 day(s) ago - Effective 01/29/2019

Supervisory Organization

Mickey Mouse (31998T)

Organizations

Company

Company #
Essex Property Trust, Inc

Cost Center

feeilonia ® ————

545 Disney Castle

Save for Later Close

On the next screen, click Done to complete the process. The task will be submitted for approval. After the
approvals are completed, you'll receive a notification. After receiving the notification, you can continue to open
a job requisition if necessary, see page: 3.

Page 13 of 15
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Edit Position Restrictions

To make any edits to an unfilled position, such as Primary Location, Scheduled Weekly Hours, or Time Type,
select the Team Staffing application.

1. From the Available Positions section, using the related actions icon next to the position you’d like to edit,
select Position Restrictions> Edit Position Restrictions.

Close Job Requil
Create Position
Edit Position Re{
Actions s Lo 2 M
Position Restrictions P02436 Porter (Unfilled) L& &= iCIMS (OKTA)
’ Vel
Less (3)
Compensation N View As Of Mickey Mouse (31998T) =
Available Positions (N I Edit Position Re@rmians i
Favorite >
Close Position
5 Job Application > Manage Position Freeze
Position
Job Change >
J
P02396 Porter (Unfilled) Organization 5
BO243%6 Partar (1 Infillad) Payroll >

2. On the Edit Position Restrictions screen, make the necessary updates to the required fields. Scroll down
the screen to add any necessary comments and justifications, then click Submit.

Edit Position Restrictions

To edit the details of an unfilled position. Please update the below details and click submit.

Position P02436 Porter (Unfilled)

Organization Mickey Mouse (31998T)

Position Change Reason X Edit Position > Edit Position =
Restrictions

Position Details

Last Updated 01/01/1900

Job Posting Title * | Porter

Available For Hire

e The task will be submitted for approval.
After the approvals are completed,
yoU’ll receive a notification.

Hiring Restrictions Qualifications History

Availability Date % | 01/31/1900 5]

If these edits were made in order to
Create a Job Requisition, once fully
Job Profile * | X Maintenance
I iy o approved, you can return to the section

Earliest Hire Date % | 02/04/2019 [£]

ocetion i = titled Open a Job Requisition for an
TimeType % | % Fulltime = Existing Position. See page 3.
Worker Type * | X Employee =

Page 14 of 15
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Freeze/Unfreeze a Position

If you'll not be immediately opening a job requisition for an unfilled position and would like to remove the empty box
from the Workday org chart, you can freeze a position. To freeze a position, select the Team Staffing application from

the Workday homepage.

1. From the Available Positions section, use the related actions icon next to the position you’d like to freeze and

select Position Restrictions>Manage Position Freeze.

¢ Team Staffing

HRSystemSuppon@Essex com

Job Requisitions (Open/Frozen)

Pasition
Job Requisition Status Earliest Hire
Position Location
Date
R127 Porter (Open) Open P02436 Porter (Unfilled) SAN 545 Disney Castle 01/20/2019
Actions

> bl P >

Compensation > View As Of Mickey Mouse (31998T)
Edit Position Restrictions
Postlion, Favorite >
Close Position
P02396 Porter Job Application ] ] Manage Positi r‘g&ﬁmeze
Organization >

P02437 Assista

(Unfileg gy~ Payroll 5
S st Open Leasing Specialist SAN 545 Disney 01/01/1900

Castle
Related Actions Icon

Position Restrictions P02437 Assistant Manager (Unfilled)

Time Type

Full time

B &

Full time

Welcome to the Team Staffing Dashboard! Use this space to monitor any open or frozen Job Requisitions. Use the various actions to epen Job Requisitions for available positions or visit ICIMS. For any questions reach out to your recruiter or

&

B2 Actions
Create Job Requisition
Edit Job Requisition
Close Job Requisition
Create Position
Edit Position Restrictions
ICIMS (OKTA)

Less (3)

2. Onthe Manage Position Freeze screen, provide a Freeze/Unfreeze Date and select the Frozen checkbox.
Then, scroll down to add any necessary comments and click Submit. On the next screen, click Done to

complete the process.

Manage Position Freeze

To Freeze / Unfreeze a position, select the appropriate effective date, and then check / uncheck the “frozen” box.

Position Group P02437 Assistant Manager (Unfilled)
Organization Mickey Mouse (31998T)
Freeze/Unfreeze Reason =

Freeze/Unreeze Date % 02/0472019 [F] | s
Last Updated 01/01/1900
Frozen B d— o

Position Detalls History

Position Details 1 item

Position Details
Additional Information Hiring Restrictions
Job Posting Tiie
Assistant Manager Available For Hire Job Profile
Assistant Manager

Location
SAN 545 Disney Castle

Hiring Freeze

Availability Date

Save for Later Cancel

Freezing a position remaves the unfilled position from your org chart, When you are ready to create  job requisition for this position, please be sure to return and unfreeze the position.

Qualifications.

For Questions Contact — HRSystemSupport@essex.com

Note: A position must be unfrozen
to open a job requisition.

To unfreeze a position, follow the
same process as above, and
uncheck the Frozen checkbox.
Click submit to complete the
process.
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