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Talent EssilorLuxottica — Best Practices
Store Manager Experience

Talent EL- Where to find and how to log in
Talent EL- basic navigation
a. Performance
b. OneCareer
¢. Recruiting
d. Display Options
e. Filter Options
Open a Requisition
Moving candidates through the process
Candidate is a former employee- how to check if re-hirable
Candidate says they applied, but | do not see them - locate and management
Make an Offer in the system
Offer Approved but | can’t send offer letter
Put Candidate in Background Check
a. How to check status
b. What to do after complete — Meets Criteria vs. Does Not Meet
Pre-Boarding
Hire Date needs to be changed
Onboarding- I-9, documents
EssilorLuxottica ID (ELID)
Disposition candidates not selected
How to Cancel Requisition
Candidate did not show up on date of Hire
How to create a QR code

TALENT EL- BEST PRACTICES

Candidate Experience

How to Apply
a. External Application
b. Internal Application
Candidate cannot apply
Expectations during process - Communication
a. Thank You for Applying
b. Background Initiated
c. Preboarding
d. Disposition Emails
Cannot log in to account — Reset Password
Candidate did not receive offer letter
Candidate did not receive Background check email
I-9




TALENT EssilorLuxottica - Where to find and how to Log in:

Go to: https://account.luxottica.com/adpassword/private/login

Username: ELID (EssilorLuxottica ID) - it will be communicated to you from your Hiring
Manager/HRBP

Password: LUXDOB! (Example: LUXMMDDYYYY!)

You then select change password (optional)

Once selected then you will be prompted to answer 5 personal questions

Then create new password as prompted

Current employee- use current system credentials

If the above doesn’t work, follow the instructions below to reset the password:

* If you have issues logging into the above HR systems, contact the IT Help Desk at 1-866-215-0274. Your
ELID will be required.

* They will give you a temporary password, once you have this you will then go to the following website to
reset your password: https://account.luxottica.com/password/

*  After you have reset your password, you will then go to My Personal Desk and use your ELID as your
Username and new password that you created

Access My Personal Desk with the link: https://mypersonaldesk.luxottica.com

Once in MPD chose Talent EssilorLuxottica title to access our Applicant Tracking System:

My Personal Desk Home ~

Employee Self Service

One Organization Other Resources (May Require Login or Network Access) Manager Tools

Other Resources (May Require Login or Network Access)

HR Solutions

-

-

Talent Total Rewards Pre-Boarding One EssilorLuxottica Leonardo
EssilorLuxottica Managers Only
* o) ] ® - t

HR Service Portal

X



TALENT EssilorLuxottica — Basic Navigation:

- Performance: View current and previous Performance Reviews

EssilorLuxottica  Home - Search for actions or people

Recniting

Company Info

My Profile
L
Reporting
Quick Actions

EssilorLuxottica| Pertormance -

My Forms

Crese New Foms

~ Dispisy Options

Form Tite Crmploryee erp Currersty With Stwp D Dute Form Star Dete Form find Dute Form Due Dute Lant Modifed Acvon

- OneCareer: The EssilorLuxottica internal mobility program that puts you in the driving seat of your

career by providing visibility for internal job postings and encouraging mobility across our entities.

Seavch for actions or pecple

A
Quick Actions
& ©
My Profle Repon Cerer Reirdens F

Search by Keyword

Show Fewer Options

Country/Region City

I ()

Job Function Seniority
All All




- Recruiting — Navigate here to view your Recruiting Dashboard

EssilorLuxottica  Mome -

Seavch for actons or pecple

e

A
Quick Actions
My Profle Reicden

Select Display Options to edit your display — Make your selection and Update Screen

EssilorLuxottica  Recruiting - Search for actions or people

JobRequisitions ~ Preferences  Candidstes  Interview Central  Marketing  Source Tracker  Advanced Analytics

Job Requisitions @

@ Create New (3 Offers
~ Requisition Statistics
Candidates 3 New 2 Current External Current Intemnal  Average Days Open
Forwarded Candidates Requisitions Requisitions -

CEZED) rier Job Requisitions Open and Pencing Job RequiSiions v Clear all filiers W FIter Options Highlight Job Tite  Q
T T S I N N

Use the options below to show or hide the columns in the table.

[ Filter Info [ users (O Pending Reqg Optians [0 OpeniClosed Req Options
(¥ Requisition ID | ] [-\rl-‘_g . [0 Currently With (4 Candidates l
[0 Position Number O Tuit [0 Updated ([ Active Candidates
[0 Department [ Sourcer [ Due [ Progre:

[ |

Filter Options: You will only have access to view requisitions that you have posted, or are listed as the
Recruiter/Hiring Manager in the Job Requisition Details

EssilorLuxottica  Recniting -

Search for actions or people

doh Recuintaans Preforences. Candiciatrs, Interview Contral Markrting Scmrce Tracker Advancrd Analytics

Job Requisitions @

CEEED) e oo Requisiions Open and Pending Job Requistions

¥ Clear ol fitters | ¥
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How to Open a Requisition:

- Select Create New in top right:

Job Requisitions Prefecences Candidates Intendew Central Intenview Scheduling Marketing

Job Requisitions @

v Requisition Statistics

Lot Q. 28 20 ammine

EssilorLuxottica  Reciine

* Select Job Requisition Template from list:
= V2S Requisition: Advanced — used for all corporate,
Create New Job Requisition commercial and operations roles
* V2S Requisition: Store Template — used only for retail store
roles

Job Requisitions Preferences Candidate

Select Job Reguisitions Template:

- Select Browse “Families and Roles” and then select the Business Unit and the Job Category from
picklist:

EssilorLuxottica  Recriting -

Job Requisinons Preferences Canchdates

Create New Job Requisition

- Find your Job Description/Jobcode and select for creation
*  Select from the pickles for your Business Unit




Options:

» Browse “Families & Roles”
Select a job role from Families & Roles for your new job

v I Job Category:| Store b4

isition.

Business Un‘n:I LensCrafters

B Lab

F] Retail

[ LensCrafters - Apprentice Optician

[ LensCrafters - Apprentice Optician Macy's

[ LensCrafters - Assistant Manager

[ LensCrafters - Intern Optician

[ LensCrafters - Lead Lab Tech (Urgent Care)
LensCrafters - Licensed Assistant Manager
@ LensCrafters - Licensed Optician

B LensCrafters
[ LensCrafters - Licensed Team Lead

[# LensCrafters - Optician

[ LensCrafters - Optician Macys

@ LensCrafters - Optometric Tech Supervisor
[ LensCrafters - Optometric Technician

[ LensCrafters - Student Optician
LensCrafters - Team Lead

[ LensCrafters - Team Lead - Urgent Care

icensed Optician Macy's

[® Lenscrafters - Licensed Team Lead- Urgent Care
B Sales Associate Greeter LensCrafters

[ Sales Associate LensCrafters

@ Sales Associate Macys LensCrafters

Select the correct Job Code and Use Selected

Bl sales Associate Macys LensCrafters

Job description:

<p><strong>GENERAL FUNCTION </strong></p> <p>The Sales Associate sets the standard of quality n eye
Snbspxxommunity.</p> <p>&nbsp.</p> <p><strong>MAJOR DUTIES AND RESPONSIBILITIES</strong><ip>
patients in the seiecton of frames and coordinates frames with optical measurements asssting our customers
peofessional retationships with peers. management, doctors and support staff (Target Host partners). </li> <fi>'
<p>&nbsp;</p> <pr<strong>BASIC QUALIFICATIONS</strong></p> <ul> <li>High School Diploma or GED</l
accuracy <> <i>Ablity to sell through use of sales skills and accountability for sales results, with a desire to
3 part of Luxottica, N.A Luxottica is a ieader in the design, manufacture and distribution of fashion, luxury an
Competency:

Job Code(s):

o 3005PRN1
@ 3005URN1
o 3005URN2

3005URN3
QO

Internal Job Title will populate from the Business Unit/ID you selected in the step above. Add Store
#/Location for visibility on Dashboard and Internal Career site (Ex. LensCrafters - Sales Associate — #4237 — Mason, OH)

Create New Job Requisition

* Job Title (Internal) ||'Sales Associate Macys Lerl

* Due Date [ 05/14/2023 =]

* Hiring Manager. Find User.. @

< Erin Sammon




- Scrolll to the bottom right and select Next

Next Cancel

- Fill'in all Required and relevant field. Required fields are marked with a red asterisk *
- Edit External Job Title to only include JOB TITLE: ex. “Sales Associate” (City, state, and other information
will be included in the external job posting.)

* Job Title (Internal) TEST TEST Sales Associate Macys LensCrafters

* Job Title (External)

TEST TEST Sales Associate !|1a:| [ Same as Internal ‘

- Click “Add Header and Footer Content”

Internal Header Update

Add Header and Footer Content

Select Brand you are posting for. (Make sure to select “Pay Transparency Header” if posting in Pay
Transparency state”

Select Header and Footer Content I

l&«dd Content to Internal and External Headers and Footers ‘

® Clearly > [Recommended]

L LensCrafters »

L) 0D LensCrafters @ Macy's »

) 0D LensCrafters @ Macy's_Pay Transparency »
' LensCrafters at Macy's »

) LensCrafters at Macy's_Pay Transparency >

C} LensCrafters_Pay Transparency »

]

L

OD LensCrafters »
L) 0D LensCrafters_Pay Transparency »

("} Ecrilord puenitica  Clobal s

3 -

- Scroll to the bottom and select “send to Next step”

Save and Close | | Close Without Saving | | -3 Send to Mext Step

- This will take you to another page, where you again, “send to next step”




Search for sctions or people.

EssilorLuxottica  Recuiine
Job Requistions  Proferences  Condidates intorview Cenwal  Morketing Source Tracker  Advanced Analytics

TEST TEST Sales Associate Macys LensCrafters(803608)

+Route Map

o create Requisiion @ —— () Hiing Managers Manager

Send to Next Step

Forward Form 1o Boriana Georgieva

Email Notification Comments.
z

[SUSEEEEIRCES | send w New siep

Navigating a candidate from New Applicant > Recruiter Screen > Interview> Offer

You will be notified of new candidates on your dashboard at the top, and in each req details. Navigate to them by clicking

the Job Title OR the Candidate # (NEW candidates will show “New” in orange)

Clicking the # is more efficient as it takes you to candidate in fewer clicks, where clicking the job title, takes you

to the req details, then you chose candidates.

()

Job Requisitions @

Cumrent Internal

fverage Days Open
Requisitions
Highlight Job Title |Q

' Requisition Statistics

s Clearallfiters ¥ Fiter Options @ Display Options

BB i oo Reauisivons open Job Reauisiions

Erin Sammeon B2

After clicking to the candidate tab you will see the new applicant!

Internal applicants have a Blue Box =
External applicants have an Orange Box =

Hiring Manager. : Erin Sa
Status | Open ~ | Age: od

LensCrafters - Licensed Optician (TEST) (7s4652)
BJOBPOSTINGS (2)  XCANDIDATESEARCH v CAMPAIGN URL BUILDER

Il candidates (1)
Eligibility Review ~ | Phone Screen | Interview ~ |  Offer » | Pre-Employment Screening (Extemals) | Pre-Employment Scresning (intemals) | Pre-Employment Screen Completed - | Pre-Employment Screening Meets | Pre-Employment Screening
--- Critesia (Extemals) Criteria (Inf

ighlight Candidate | &

[£JOB REQUISITION DETAILS E2CANDIDATES

v Talent Pipeline & View active cand

0] 0]
Forwarded | Invited To Apply New Application
ates

jew all candidates (1)

Phane Number Last Updated

Candidate Source

¥ Filter Options

@ Display Options
1234567880

DSelected  Action v

Recruiting Marieting: Direct

Forwarded from Requisition Date Forwarded Candidate Type

New Status Forwarded By
Extemnal MA Recruiting Mar:

&ms per pags |10~ Pagem



Once you click the candidate name, you will see their profile page.

LensCrafters - Licensed Optician (TEST) (754652)

0B REQUISITION DETAILS ~ BXCANDIDATES ~ ®JOBPOSTINGS () Q CANDIDATE SEARCH

1 CAMPAIGH URL BUILDER

~ Talent Pipeline & View active candidates (1

Hiring Manager.  Esin Sammon B
as

Forwarded | Invited To Apply ~ | Pre-Employment Screening (Externals) | Pre-Empioyment Screening (Intemals) | Pre-Employment Screen Compieted . | Pre-Employment Screening Meets | Pre-Employment Screening Meets | Preboard Decline/Withdraw (Em

Review Required (Externals) Criteria (Extemals) Criteria {Intemals)
“andidates: View all candidates (1)
52 ncacom (@ Coverbetier ) Resume I View Profle (65345) & Application URL
0 Selected Action v
- Options

~ ipplication

v lobs Applied

b ftle: LensCrafters - Licensed Optician (TEST) (754652)

are no items in this section.

Employment Information

~ More Information

1. Check to see if the candidate is Internal or External — remember to look for the blue or orange box.
a.

Check Eligibility: In the “Employment Information” section, the candidate is asked during their
application “Have you ever worked for EssilorLuxottica in the past” — if their answer is yes, go to

MyPersonalDesk > Former Employee Search > Enter Name — if you cannot find, see if they worked for EL
under a different name to check rehire status.

Eligible for Hire ~

Other Source

Mo Selection

Mo Selection

ently a contractor or temporary

2. Once you have reached out to the candidate to schedule initial phone screen, you will use drop down to select
“Phone Screen” and then “Save” in the top right.

a. NOTE: You will click SAVE whenever you make any change on a candidate profile.



Candidates: View all candidates (1) Etest Etest (Extemal Candidate)

01234567800 [ test jobaics@yanon.com @ Cover Latter [ Resume T

(955345) & Appiication URL
0 Selected Action v

'V Filter Options. ~ Application

Instructions
Review candidates in this status.

Eligibiliy to Apply (Intemal Only)” status

Desk = Manager Tools >
O = A EtestEtest T moving them to 12t Intervi
« If candidate is not found i
Eligible for Hire. If candid:
Ineligible for Rehire.
- If'you did not ch
candidste, choose "Mot Applicable - For Disposition Only”

*Candidate Status

Decline/Withdraw (Email, no Survey)

Candidate rejected after recruiter interview

e Candidate withdrew after recruiter interview
Candidate rejected after business interview

Candidate withdrew after business intsrview|

Offer Dectined

Decline/Withdraw (No Email, no Survey)

Other i
*Sourca Deta Other Source

Referral name (If anciicable)

* How did you he:

Remember to always click save after changing the status to move candidates.

anidate is Eligible or Ineligible for

V' Jobs Applied

Job title: LensCraters - Licensed Optician (TEST) (754652)
Recruiter: Erin Sammon

- For intemal candidates, move to “Eligibility Review - Current Mansger Verification of Status: New Application

For extemal candidstes, check for previous Luxotiics employment in My Personsl
mpl

™ Camespondence:

Sender: LUXtalent Admin
Thank you for Applying!

~ Offer Letter

Thers are na items in this section.

Application Status Audit Trail

Date: 042512023
User: LUXtalent Admin

™ More Information

Phane Country Code

Secondary Phone

Date: Q42572023

& send Email

Date: 0412572023
Type: Email

3. After initial phone screen, you will schedule the First Interview, in-person or virtually. Choose Drop down

Interview > 1% Interview > Save

Etest Etest (Extemal Candidate)

01234567890 =

Vv Application

Instructions

This is not a required status for candidates unless you are conducting a phone
screen. If you are only conducting an on-site interview you can move candidate from
PO i e g

Interview v

stinterview |

v Jobs Applied

Job title: LensCrafters - Licensed Optician (TEST) (754652)
Recruiter: Erin Sammon
Stats: Phone Screen

Vv Correspondence

Sender: LUXtalent Admin
Thank you for Applying!

4. After Initial Interview, you decide — offer or disposition, not a fit, or bench talent. (will provide disposition info in

another doc)

5. OFFER: Instructions are listed on candidate profile. Choose Drop down to OFFER > Create Offer > Save

Etest Etest (Extemnal Candidate)

01234567890 =

m (2 Cover Letter

[965345) & Apphcation URL

" Application

Instructions
Conduct an interview with the candidate to decide if you are moving forward.

« If you want 1o conduct another interview with the candidate, change status to
"2nd interview.”

« I you want to make an offer to the candidate, change status to "Offer - Create
Offer” to begin offer process.

= |f you are not moving forward with the candidate. disposition with the appropriate
reasan why.

+Candidste Status [ofter ~

Create Offer ~

v Jobs Applied

Job title: LensCrafters - Licensed Optician (TEST) {724652)
Recru n Sammon
Status: st interview

v Comespondence

Sender: LUXtalent Adrmin
Thank you for Applying!

' Offer Letter

Resume

QCancel = [ Take Action

Type: Emall

6. To create the offer for your candidate, complete the offer details (Hire Type, Applicant Type, Pay Rate, Pay Basis,

& Tentative Start Date).



Etest Etest (Extemal Candidate)

01234567890 [ testjobaids@yahoo.com (I Cover Letter (] Resume & View Profile (965345) & Application URL

' Application

= Candidate Status

*Elgibility

* Hire Type
* Applicant Type

* Pay Rate

* Pay Basis
*Tentative Start Date

Sign on Bonus

“  Jobs Applied

Instructions Job title: LensCrafters - Licensed Optician (TEST) (754652)

« To creste the offer for your candidate, complete the offer details (Hire Type,
Applicant Type, Pay Rate, Pay Basis, & Tentative Start Date).

« Allow at least 5 days for offer approval. background check, and the preboarding
pracess when selecting a tentative start date. Click “save.”

« JChaneegoue o Dfer Apprgyal Process” and click “save.”

Offer v

Create Offer -
Eligibility

JAfter searching My Personal Des#l select if this candidate is Eligible or Ineligible for
hire.

Eligble for Hire

Mo Selection

Reiter: Erin Sammon
Statws: Create Offer
~ Conespendence

Sender: LUxXtalent Admin
Thank you for Applying!

Offer Letter

There are na items in this section.

v Application Status Audit Trail
Date: 0412572023

Mo Selection v User: LUXtalent Admin
Mo Selection Date: 0472712023

User: Erin Sammon

Date: 04/27/2023
User: Erin Sammon

MMDDYYYY =] Date: 04127/2023
User: Erin Sammon

c

Application [JEREE

EEmail [ Take Action

& Send Email
2572023
Type: Email

Date:

Status: New Application

Status: Phone Screen

Status: 1st interview

Status: Create Offer

7. Once Offer Details are entered and Saved - Change drop down status to Offer Approval Process > Save

Etest Etest (Extemal Candidate)

01234567890 & test jobaids @yahoo.com

' Application

*Candidate Status

over Letter (] Resume 5 View Profiie (965345) & Application URL

Instructions
» T create the offer for your candidate, complete the offer details (Hire Type,
Applicant Type, Pay Rate, Pay Basis, & Tentative Start Date).
Allow at least 5 days for offer approval. background check, and the preboarding
proces: en selecting a tentative start date. Click “save.
Change status to "Offer Approval Process” and click “save.”

Offer »
Create Offer =
Create Offer

Offer Approval Proce

After searching My Personal Desk, select if this candidate is Eligible or Ineligible for

' Jobs Applied

Job ttle: LensCrafters - Licensed Optician (TEST) (754852}
r- Erin Sammon
reate Offer

~  Comespondence

Sender: LUxXtalent Admin
Thank you for Applying!

' Dffer Letter

8. Click Take Action (upper right hand of profile) > Offer > Offer Approval
Store Managers will NOT be able to move the application forward to Candidate Offer Process status. The
last Offer Approver (RM or HRBP) must update the candidate's application status to “Candidate Offer

a.

Etest Etest (Extemal Candidate)

[ 1234567800 [ test jobaids@

v Application

*Candidate Staus

= Email [ Take Action

&3 Send Email

Date:

7502023
Type: Email

Process” after approving the offer.

com (dCover Letter [ Resume B

wofiie [965345) & AppEcation URL

Instructions

Store Managers will NOT be able to move the application forward to Candidate
Offer Process status. The last Offer Approver (RM or HRBF) must update the
candidate’s application status after approving the offer.

Click "Take Action” on the upper right hand side of the screen

Offer > Offer Approval

75th - RM

For offers above the 75th, select template: Store Offer Approval above 75th - RM
& HRBP

Confirm offer details are correct and click “Send for Approval®

For offers at or below the 75th, select template: Store Offer Approval at or below

v Jobs Applied

Job title: LensCrafters - Licensed Optician (TEST) (754652)
Rec

Erin Sammon
fier Approval Process
v Comespondence

Sender: LUXtalent Admin
Thank you for Applying!

Offer Approval Proc  ~

' Offer Letter

Add to Talent Pool

P Move Candidate

9. For offers at or below the 75th, select template: Store Offer Approval at or below 75th - RM
For offers above the 75th, select template: Store Offer Approval above 75th - RM & HRBP
Confirm offer details are correct and click (Scroll down to see where your offer sits in range) Send for Approval




Offer Approval: Etest Etest for LensCrafters - Licensed Optician (TEST)

v Offer Details

English US (English US) - |

Store Offer Approval at or below 75th - RM hd ]I
- Select -

Internship [ Junior Profile

Offer Approval: V2 Advanced

Offer Approval: V2 Standard
Senior Profile
Store Offer Approval above 75th - RM & HRBP

Position Title
Requisition 1D 754852
Division/Brand LensCrafters
Currency USD =

Recruiter Erin Sammon

~ Approvers: Version 1
Status Draft

Giulia Mastretia

Back to Candidate Back to Candidate List Save Send For Approval

10. You can then go back to the candidate's page, or you can choose Job Requisitions to go back to your dashboard.

LensCrafters - Licensed Optician (TEST) (754652)

~
{0JOB REQUISITION DETAILS ESCANDIDATES B1JOB POSTINGS (2) Q CANDIDATE SEARCH ¥ CAMPAIGN URL BUILDER

Hiring Manager. : Erin Samman EX1
Status __Gpen v | age: 0d
tive cangidates (1) & View sll candidates (1)

0 0 0 0 0 0 1 0 0 0
Forwarded | Invited To Apply New Application | Eligibility Review Phone Screen | Intenview v Offer ~ | Pre-Employment Screening (Extemals) | Pre-Employment Screening (Intemals) | Pre-Employment Sareen Completed -

w all candidates (1)

~ Talent Pipeline

Review Required (Extermals)

0Selected  Action v @® Display Options. V¥ Filter Options

Stetus

Forwarded By

Date Forwarded Candidate Type Rating Source Candidate Source Phane Number

Last Updated

Exteral i

Recruiting Marketing: Direct

11. Check to see if your offer is in approval: Once you are back at your dashboard using the step above, choose
Offers (top right)



Job Requisitions &

@ :m;[?'.e..-

' Requisition Statistics

Candidates New 1 Current Extemal Current Internal  Average Days Open
Forwarded Candicates Requisitions Requisitions | -
ltems per page Fage m !
- Filter Job ReqUISIIONS | Open Job Reguisiions | Clearallfiliers 7 Fiter Options @ Display Options Highlight Job Tire |Q o
Job Title Requisition ID Hiring Manager. Candidates Age(Days) Job Postings
LensCrafters - Licensed Optician (TEST) (% 754652 Erin Sammon B 1 - VEE

12. Now you will see all the offers you have in approval, or having already completed. See below, our offer is still
Pending Approval by Giulia Mastretta (this will be your leader who is approving the role as stated in step 8)

Candidate Offers

Cantdate Name [r—— Job Siant Date Last Modified Date 1 Recniter

Daemon Glass Target Optical - Store Manzger 2 (St. Louis Park, MN)LS Completed Erin Sammon
Alexander Bery Target Optical - Licensed Store Manager 1 (Vista Sauth, CA)C Completed 5 Erin Sammon
Erest Etest LensCrafters - Licensed Opiician (TEST) & Pending Approvall Glula Nasueta Erin Sammon

13. You will receive an email once your offer is approved and you can check in the offers section again. Once offer is
Completed, you are good to send the offer letter to the candidate.
- If you do not receive the “offer approved” email, go to your recruiting dashboard, and select “Offers” in the top

right; you will be able to see if the offer has been approved — “Completed”
Candidate Offers

Candidate Name Currently With Job Start Date Last Modified Date T

Target Optical - Store Manager 2 (St Louis Park, M) C Completed Erin Sammon
Target Optical - Licensed Store Manager 1 {Vista South, CA) Y Completed(/ Erin Samman
Etest Etest LensCrafiers - Licansed Opician (TEST) 0472712023 Erin Sammon 754652

14. Navigate back to candidate profile. You will see the candidate’s status automatically changed to Candidate Offer
Process after the offer was approved. Now you will Take Action > Offer > Offer Letter

Etest Etest (Extemal Candidate)

[ 1234567800 o= testjobaids@yahoo.com 15 Cover Lenier (] Resume [ View Prafie (965345) o Application URL
= Print
™ Application ' Jobs Applisd I Offer Letter B offer v I
Instructions Job title: Lgnfcrahers - Licensed Optician (TEST) (754652) lad Tonar v
Fallow up with the candidate to extend the & ails, Tecruer: Bin Sammen
Status: Candidate Offer Process @ History

“ Comespondence

Seattle, WA; Emeryville,
k "Offer Lette

Sender: LUXtalent Admin
Thank you for Applying

& Add to Talent Pool

~  Offer Leter [ Move Candidste

15. Choose the Template Drop down to view selections
a. Store Managers and Retail Recruiters utilize the RETAIL templates
b. Chose the one that matches the role you are hiring for: Internal vs. External, CPT, PT, or FT, Hourly vs.
Salary



Offer Letter: Etest Williamson for LensCrafters - Licensed Optician (T

Etest Williamson

0 1234567890
Edtest jobaids@yahoo.com

Language: English US (English US) ~
Template Test template - donotuse v

*Initial Estimate of Minimum Hours - Required for San Francisco, !
EssilorLuxottica External Exempt
EssilorLuxottica External Hourly
Note: Use the Alt + F10 commi EssimrLummca External Licensed
EssilorLuxottica Extemal Part Time
p— —4 EssilorLuxottica External Sales
2|+ 4 H B ecsioriuronics Exemal Union Hourly
- ‘_ EssilorLuxottica Intemal Exempt
EssilorLuxottica Internal Hourly

Subject

[CANDIDATE PrRoFiLe_JIRETAIL EssilorLuxattica External CASUAL Part Time
ETAIL EssilorLuxottica External Part Time
o=l ==l RETAIL EssilorLuxotiica External Ho
ETAIL EssilorLuxattica External Salaried
ETAIL EssilorLuxottica Internal Hourly FULL TIME
ETAIL EssilorLuxotrica Internal Part Time

Test template - do not use

16. You will need to manually adjust the offer letter; add working location (Store number and Address)

= al =3 | “& [ Source |

[R|+ +~ @ M| B I U=

and celebrated for their unique perspectives and individuality. Committed to vision, we enable people to “see more and be more” thanks t
wizy people see the world.

Position: [[JOBREQ TITLE]]

Business Unit: [[J0B_REQUISTION_CUSTOMZ]]

Anticipated 5tart Date: [[J08_AFPLICATION CUSTOMS]]. Upon the completion of orientation, you will begin your job duties.

17. Scroll down in offer letter to see 3 REMOVE IF NOT APPLICABLE lines. Delete if they are not relevant to the role

Font -

cowverage offenings. 3ee Benchts suide for details on some of the specihics in your parsonal lotal Hewsards package.

Hourly Pay Rate: 5[[JOB OFFER DETAIL CUSTOMZE]] Hours worked will be paid on a [[JOB_REQUISITICN CUSTOMET]] basis. Your position may be eligible to receive a shift differential.
[REMOVE IF NOT APPLICABLE] Incentive Plan: You will be sligible to participatz in our Incentive Bonus program per the terms of the Plan. Please se= the amached Plan for details.
[REMOVE IF NOT APPLICABLE] Commission Plan: You will be =ligible to participats in our emplayes commission plan per the terms of the Plan. Pleass see the sttached Flan for detzils

[REMOVE IF NOT APPLICABLE] Lab Spiff Plan: You will be 2ligible to participata in our employes |2k spiff plan per the terms of the Plan. Please ses the attachad Plan for details.

18. Once you have updated the body of the Offer Letter, scroll down to Next Step

@ |- L& M B I U

= al 3| % @ Source|

Font -|| sze -

ou will be subject to all Essilo: = employment policies and procedures applicsble to your position, and will be required 1o sccept the terms of the Employes Handbaok Acknowlzdgement and Agresment
3 days of [TODATI]

This offer is valid and may be acoepted within

Co ians on

alac ploy: ith Es:

When you bagin wark, we are confident you'll find your new oppartunity challenging and rewarding. The work we do matters and we look forwsrd to having the pportunity to work with you very soon.
Sincarsly.

[FECRUITER_NAME]

Esalerussting

Paragraphs. 27, Wards. 853

Reset Template

Cancel Save As Draft Preview
19. Here you have the opportunity to view the offer letter to confirm all details and formatting are correct; Once

confirmed, scroll to the bottom and Email as PDF attachment



EssilorLuxottica

Back  Cancel Print Digisign offer Email as PDF attachment

20. You will now see the draft of the cover letter — click Next

Candidatss:

Subject
Qffer Attachments:

Message:

Etest W

English US (English US) +

position of LensCrahers - Licensed Optician (TEST) at LensCrafers

22. After clicking Send, you will be taken to the final screen to choose I’'m Done

Congratulations on

Sincerely
Erin Sammon

EssilorLuxottica

documents atached

23.

. WWhen you begin wark, weare confident you'll find your new opgortunity challenging and rewarding. The work we do matters and we look ferward to having the opportunity to work with you very soon

Paragrept=: 8, Words: 38

Reset Template

— E

Once the candidate accepts the verbal offer move candidate to "Pre-Employment Screening” > Save



Etest Williamson (External Candidate

vV Application

New Applicavon
Phone Screen
Intervew

Offer
Pre-£mpio

Decine/Withdraw (Email. no Survey)
Candidate rejected after recruiter interview  Pis candidate s Elgible or Ineligible for hire
Candidate withdrew after recruiter interview
Candidate rejected after business interview
Candidate withdrew after business interview
Offer Declined

Decline/Withdraw (No Email. no Survey)

Exterra v

How to Check Candidate Background status:

- Goto the application in req. Once the candidate is put into “Pre-Employment Screening (Externals), You will see

a new section on their application’s right side titled “Background Check”

v Background Check

Basic +

allc]

View Status

Request Submitted by

Request Submitted on

Mew
Request Submitted

background screen

07/24/2023
- Background Status step descriptions:
Current Status | New Status Action Required
y Candidate has provided consent and additional
s regess information and the background screen is in progress
Meets Criteria Passed Candidate is eligible for hire, move to Preboarding.
Alert Pending The background screen has returned information that
Adjudication | requires review.
N/A Pre-Adverse | Candidate requires Background Review Adjudication
Action Initiated | Committee (BRAC) review, hold for final decision.
Candidate has been sent a copy of the background
N/A Pre-'Adverse screening report and information about the candidate’s
Action Sent rights
The BRAC decision is Does Not Meet Criteria. Use
the following script to withdraw the contingent offer:
“Ms. Williams, our offer of employment is being
withdrawn for failure to meet the requirements of
our contingent job offer.” Applicants often have
DoeCsritc:it abfeet Adverse additional questions about their background check
Review Action Sent | results. If asked, the appropriate response is: “/ do not

have the specifics of your background check
results for confidentiality reasons. If you need
more information, please contact Sterling at
1.877.982.9888" (8:00 AM -8:00 PM EST) or
clientservices tw@sterlingts.com

For questions or assistance, contact backgroundscreen@luxotticaretail.com.



- If candidate Does Not Meet Criteria: Sterling will send a letter on behalf of EssilorLuxottica stating that
EssilorLuxottica is withdrawing the contingent offer of employment. Included with the letter is a copy of the
report and information about the candidate’s rights. Best practice is that the hiring manager or recruiter
contact the candidate letting him/her know that the contingent offer must be withdrawn. Use the following
script: “Ms. Williams, our offer of employment is being withdrawn for failure to meet the requirements of our
contingent job offer.” Applicants often have additional questions about their background check results. If asked,
the appropriate response is: “I do not have the specifics of your background check results for confidentiality
reasons. If you need more information, please contact Sterling at 1.877.982.9888” ( 8:00 AM - 8:00 PM EST ) or
clientservices tw@sterlingts.com

- Meets Criteria: Select drop down Pre-Employment Screening Meets Criteria (Externals) > Save

o Then you will put the Candidate Status to Preboard > Confirm start date > Save

Etest Williamson (External Candidate)

[ 1234567800 (=) testjobaids@yahoo.com @ Cover Latter [ Resume B9 View Profile (L001382) #* Application URL

W Application

* Candidate Status Pre-Employment 5¢  ~
MNew Application
Phone Screen
Interview

* Eligibility

Howr did you hear about this position?

Preboarding: preboarding@|uxotticaretail.com

- Once moved to Pre-board, the New Hire will receive an email that includes a link and password for access to the
Equifax Pre-boarding system.

- The New Hire should be informed that the Pre-boarding Packet must be completed before their start date.

- The New Hire will log in to the Pre-boarding system and complete contact information, pay elections, tax forms,

Section 1 of the 1-9 and other required information.
Preboarding

After all Pre-employment Screening has been successfully completed and the Candidate status changed to Preboard, the

tem

New Hire vall recewve an email that des 3 bnk and password for access to the Equifax Preboarding

The New Hire s required to complete their half of the Preboarding packet betore they can come into the store to complete
the second half of the 19. Please keep in mind, the I must be completed at least 48 hours in advance to the employees first
shift

1. Access the cand
2. In the status di

NOTE*

ch the number of openings. they will get a messag

3. After this proc s been started, remember to disposition all other ¢

4, When a cand

ndidates not hired on the requisition

s put into Preboard status, the process stops in Tal nd will then move on to Equdax

to HR Ce

| be created for the applicant to complete, They need to complete thew half of the packeta

efore their first day.

6. Once the applicant has ¢
then click on Seasch Employees

5, A Preboarding packet
minimism of 48 h

pleted their half of the Preboarding packet. the manager needs to log into Equifax, and

7. From there. they can search the name of the employee and select their name once found
8. Click on the Complete I9 button
9. Venfy Acceptable Documents.

10. Record Acceptable Document information

11. i all of the employees information is accurate, click the Employmer Electronica Signature chedkbox and chick
Continue.
12. Once the second half of the I-9 is complete. a Lux ID will generate within 24-48 hours once that document &

complete Please keep in mind that there is no way to speed up this creation process.



OnBoarding:

- Hiring Manager should monitor the New Hire’s progress in order to ensure timely
completion of PreBoarding process.
- Loginto My Personal Desk and select the Pre-Boarding Managers Only Tile to

follow new hire’s progress. Use EL ID and network password to log in

- If you don’t have access, please reach out to preboarding@|uxotticaretail.com to

be set up

19 Verification:

- Login to MPD > Pre-Boarding Managers Only > Search Employees

- Look up new hire by first name and last name or last 4 digits of SSN

- Click on new hire name

- Check Workflow State — You will see one of three Status’:
o Filling Out Employee Forms
o Documents Complete — Waiting on Section 2 of i9

Hiring Manager: Time to Verify i9!

o Hired (Process complete)

- Acceptable |19 Verification Documents:

LISTS OF ACCEPTAELE DOCUMENTS

All documents must be UNEXPIRED

Employees may present one selection from Lest A
or 3@ combenaion of one selechon from List B and one selaction from List C

Pre-Boarding
Managers Only

W

LISTA

Documents that Establish
Both ldentity and

Employment Authorization QR

LISTB

Documents that Establish
Bdentity

AND

LISTC

Documents that Establish
Employment Authorization

. US Passpon o U S, Passpon Card

Permanenit Resident Card or Alien
Reagisiration Recepl Card (Foam 1-551)

Foreign passport that contains a
|emporary |-551 Slamp of Imparary
|-581 prvied notalion on 3 machne-
readable immigrant visa

Employment Authorization Document
ihal contains @ photograph (Form
|-TEE)

. Dirver's boense or 10 card issued by &
Stabe or cullying possession of the
United Siales provced it contains a
[photographn of iInformation such &=
name, date of brih, gerder, height, eye
cokor, and address

. 1D camd ssued by ledoral, stale or ocal
government 5 or eribes,
provided it conltans a phalograph o
miormation such as name, dabe of birth,

gender, heght, eye coior, and address |

1,

A Secial Securnly Account Mumbes

cand, uniess the cad ncludes one of

e Toliowing restrictions:

(1) NOT WVALID FOR EMPLOYMENT

(2) VALID FOR WORE ONLY WITH
INS AUTHORIZATION

() VALID FOR WORK ONLY WITH
DHS ALUTHORIZATION

For a ronimmigrant alen authorizad
1o wik for @ specific employer
because af s or her sialus
a, Foreign passpoet. and
b Fowm |34 or Form 1944 mal has
e Ioiiowang
{1) The Same name a3 e pasapar
and
(2) An endorsement of he alen's
ranimmigrant status. as long as
Il penod of endorsemenl fas
oot yet expired and e
Dposed amploy el is nol in
confict with any resinchons o
limitaions iderifed on tha form
Passport from the Federaled States of
Micranesia {F3h) or e Republic of
et Marshiall Eslands (AR with Form
1-84 ar Form |-94A indikating
NONIMITEgrant Sdmisson under me
Camrpact of Free Associalion Betwesn
the Linfled States and the FSk or R

. School 1T card with @ pholograph

2

Cerlification af report of birih isswed
Iy the Depanment of Stale (Forrs
DE-1350 FS-545 FS-240)

Waler's regsiaton ¢ and

. US Miltary card or draft recom

. Miitary dependents ID can

. Owiginal or cestified oopy of birfth

comhcabe issued by a Siale
county. municipal authanty, of
femitory of ihe Uribed States.
Deaning an oMol saal

| | | | e

U.S Coast Guard hMeschant Mariner
Card

Mative Amedican tribal document

Dwers kcense issued by @ Canadian
ovEHMENt aumerty

4,

it Adredican inbal document

. U S Citizen 1D Card (Form B19T)

For persons under age 18 who are
unable fo present a document
listed above:

10. School recond of report card

idenitication Cand for Use of
Resident Chizen in the United
Siates (Form 1-179)

i

1. Clinic, dacior, of haspial record

1

2. Day-Care of nUrseny schodl record

, Employment aushorization

document tsued Dy the
Depariment of Homeland Security

Welcome



Hire Dates needs to be changed:

- The Offer letters contains a “tentative start date” which is subject to change
- Store Manager’s will need to confirm “Actual Start Date” in the ATS on the candidate application. This is done
after the candidate clears background and before putting the candidate into Preboarding

* Pay Basis Annually LS
Tentative Start Date 09/03/2023
« Actual Start Date MM/DD/YYYY \

Target Bonus
Long Term Incentive Plan
Sign on Bonus

Other Bonus

- If the Hire date needs to be changed after the req is closed and preboarding packet is complete, please reach
out to your HRBP to submit a ticket.

EssilorLuxottica ID (EL ID):

- After verifying Section 2 of the 19, the EL ID will populate in 24-48 hours. The Store Manager can located the
New Hire’s EL ID through MyPersonalDesk > My Team
- Ifthe ELID is not populating, please reach out to your HRBP or utilize the HR Service Portal chat in MPD

How To: Candidate Disposition
Before Canceling a requisition, you need to make sure to disposition any candidates that are on the req.

e If a profile is aligned with the requirements for the role, update the candidate status and move him/her to next

step and save
e Disqualify the candidates if not aligned with the role by updating the status: “decline/withdraw email/no
survey” & appropriate Sub item (and save)

Disqualy Candidate

Disqualfy Candidate
Action Required

Candidates Action Required

Decine/Wimdraw (Emak no Swrv

« Select

Dectine/Witharaw {Email, no Survey)
Candicate rejacted afner recruiter interview
Candidate withdrew after recruiter interview|
Candicate rejected after business interview

Candidate withdrew after buziness interview
Offer Dec
Daciine/Withdraw (No Email, nd Survey’

Apply Updates

Apply Updates




Candidates will receive an email to inform them of disposition (unless you select “no email”). “no email” should only be

used if you verbally dispositioned the candidate.
*Expectation: all candidate receive a communication to close the process

o If Interviewed: verbal inform of disposition
e If not Interviewed: system email inform of disposition

How to Cancel a Requisition: - Before you cancel a req — follow the “How to disposition” instructions for all

remaining candidates

- Goto Job Requisition Detail of the req you need to Cancel

Sales Associate Target Optical - TEST (814781

& JOB REQUISITION DETAIL & CANDIDATES (0) & JOB POSTINGS (2) 0. CANDIDATE SEARCH CAMPAIGN URL BUILDER +

Go to Requisition Information and select the Requisition Status drop down > select Cancelled

Sales Associate Target Optical - TEST (s14781)

£ JOB REQUISITION DETAIL & CANDIDATES (0) £ JOB POSTINGS (2) Q CANDIDATE SEARCH

Once a requisition is approved, intemal & external job postings will automatically be posted for 60 days and
candidates to apply.

* Requisition ID 814781

* Requisition Status ~ Open v @

* Coumry | On Hold

Open

Legal Entity.

Pending Approval

Internal Function  No Selection i

Qaninriny A Salectinn ~

- Scroll to the bottom of the requisition details page to Save Changes

Save Changes Close Job Requisition

- A pop up alert with come up, select OK

performancemanager5.successfactors.eu says

Warning: All the job postings of this job requisition will be removed.
You are clasing the job requisition with a status of Cancelled




Candidate Applied but | can’t see their application:
- The Store Manager needs to make sure they are listed as both Hiring Manager & Recruiter to have full access to
the requisition and candidates that apply.
- Go to Job Requisition Details > Scroll to the bottom > add your name for HM & Recruiter > Save
- If you are out of the office and need a someone to support the req, add your Leader or a Peer’s name on the
“Recruiting Team”

* Hiring Manager. | Erin Sammon, Project Supend... | Find User..  (3)

* Recruiter | Erin Sammon, Project Supend... | Find User..  (3)

Admin-selected Groups: Store Requisition Support &
Manage Additional Users

Recruiting Team

Sales Associate LensCrafters - TEST (s13345)

£ JOB REQUISITION DETAIL & CANDIDATES (3)

Recruiting Roles

These roles will automatically fill in if you have your “recruiting team preferences” set. Only the users listed in the roles below will have access to this requisition and its candidates.

Hiring Manager: Usually this is the Store Manager. This will be the person the new hire will report to in My Personal Desk. The hiring manager's manager (RM) will automatically have access to this requisition and candidates.

Recruiter:  Usually this is the Store Manager. This is the primary person responsible for recruiting for the location. Add additional recruiting support by adding pecple to the Recruiting Team.

* Hiring Manager.  Erin Sammon, Project Supendsor (3

* Recruiter  Erin Sammon, Project Supervisar (3)

Recruiting Team  Admin-selected Groups: Store Requisition Support @

New Hire did not show for first day
- Reach out to the New Hire, is everything okay?
- Connect with your Leader and HRBP to discuss reason for No-Show
- Terminate employee is No Show reason is not justified/validated via MPD > My Team tile

My Team

e

How to Apply: External Candidate



After the candidate clicks the link you sent....

- Candidate will click Apply Now

Country City
Job Function Seniority

Select how often (in days) to receive an alert: = Create Alert

Licensed Optician (TEST)

Date: Apr 25, 2023
Location: Cincinnati, OH, U5, 45202

- Candidate will upload their resume and personal information:

Career Opportunities: Licensed Optician (TEST) (754652)

Already a registered user? Please sign in

accepted file types: DOCX, POF, Image and Text (MSG, PPT and XL file types ar ed for resume or cover

Email Addr
Emal addrens: | o S ammon37@yahoo. com

Ratype Email Address -
P esammon37@yahaa.com

Chaose Password:* [ Showr

¥ Password accepted

Retype Password: *

sesessnes || She |

+ Password matches

First Name: *
: | Etest ‘

Middle Name | ‘

Last Name: *

|Stest ‘

Upon request and consistent with applicable laws, Luxottica will provide
reasonable accommodations to individuals with disabilities who need
assistance in the application and hiring process. To request a reasonable
accommodation, please contact the Luxottica Ethics Compliance Hotline at
1-888-887-3348.

Luxottica is an Equal Opportunity
receive consideration for employmen hout regard to race, color, gender,
national origin, religion, age, disability, sexual orientation, gender identity
or expression, citizenship, veteran or military status, marital status,
pregnancy (including unlawful discrimination on the basis of a legally
protected pregnancy or maternity leave), genetic information or any other
characteristics protected by law.

er. All qualified applicants will

pls

Primary Phone”

| 1234567890 |

Secondary Phone




How did you hear about this
position?”

Source Detail”

Referral name (If applicable)

Have you ever worked for Luxottica,
a subsidiary or were affiliated with
Luxottica in the past?”

If yes, what Brand?

Are you a current associate of
Luxottica? If so, please click on the ?
for a direct link to apply via Talent

Luxottica - Careers’

If yes, what Brand?

Are you currently a contractor or
temporary associate with Luxottica?”
Are you 18 years of age or older?

If no, are you at least 16 years of
age?

If hired, can you furnish proof that
you are authorized to work in the
United States?”

will you now or in the future require

sponsorship for an employment visa
in order to work in the United

Last 4 digits SSN/SIN®

Ethnicity

Gender

[Employme:

Information

‘ No Selection

‘ No Selection ~
|

‘ Mo Selection -
‘ No Selection -
‘ Mo Selection -
@

‘ No Selection ~
‘ No Selection ~
‘ Mo Selection -
‘ No Selection ~
‘ No Selection ~

‘ No Selection

Please enter in your last 4 digits of your SSN/SIN. This information is used
only to check previous employment at Luxottica and is not used for
backaround or credit checks.

Self-ldentification of Race and Ethnici

confidential,

race.

°

°

°

o

°

This self-identification is voluntary, and failure to provide it will not subject
ou to any adverse treatment. The information you provide will not be used
to make any employment decisions and will not impact the terms and
cenditions of your employment. Any information supplied will be kept

to the extent practicable, and will not be used in any manner

that is inconsistent with applicable law.
Ethnicity:

= Hispanic or Latino: A person of Mexican, Puerto Rican, Cuban, South
or Central American, or other Spanish culture or origin, regardless of

Race:

American Indian or Alaska Native: a person having origins in
any of the original peoples of North and South America
(including Central America), and whe maintains tribal
affiliation or community attachment.

Asian: a person having origins in any of the original peoples of
the Far East, Southeast Asia, or the Indian subcontinent
including, for example, Cambedia, China, India, Japan, Korea,
Malaysia, Pakistan, the Philippine Islands, Thailand, and
Vietnam.

Native Hawaiian or Other Pacific Islander: a person having
origins in any of the original peoples of Hawaii, Guam, Samoa,
or other Pacific Islands.

Black or African American: a person having origins in any of the|
black racial groups of Africa.

white: a person having origins in any of the original peoples of
Europe, North Africa, or the Middle East.

No Selection

| No Selection




[This employer is a Government contractor subject to the Vietnam Era
‘eterans’ Readjustment Assistance Act of 1974, as amended by the Jobs for
eterans Act of 2002, 38 U.5.C. 4212 (VEVRAA), which requires Government
contractors to take affirmative action to employ and advance in
lemployment:

» (1) disabled veterans;

= (2) recently separated veterans;

« (3) active duty wartime or campaign badge veterans;

and (4) Armed Forces service medal veterans.

[These classifications are defined as follows:
A “disabled veteran™ is one of the fellowing:

o Aveteran of the U.S. military, ground, naval or air service who
is entitled to compensation (or who but for the receipt of
military retired pay would be entitled to compensation) under
laws administered by the Secretary of Veterans Affairs; or

o A person who was discharged or released from active duty
because of a service connected disability.

A “recently separated veteran” means any veteran during the three-
year period beginning on the date of such veteran’s discharge or
release from active duty in the U.S. military, ground, naval, or air
service.

An “active duty wartime or campaign badge veteran' means a
veteran who served on active duty in the U.S. military, ground, naval
or air service during a war, or in a campaign or expedition for which a
campaign badge has been authorized under the laws administered by
the Department of Defense.

An “Armed forces service medal veteran” means a veteran who,
while serving on active duty in the U.S. military, ground, naval or air
service, participated in a United States military operation for which
an Armed Forces service medal was awarded pursuant to Executive
Order 12985.

Veteran Status :
No Selection -

Voluntary Self-ldentification of Disability
Form CC-305

OMB Control Number 1250-0005

Expires 1/31/2020

Why are you being asked to complete this form?

Because we do business with the government, we must reach out te, hire,
and provide equal opportunity to qualified people with disabilities.” To help
us measure how well we are doing, we are asking you to tell us if you have a
disability or if you ever had a disability. Completing this form is voluntary,
but we hope that you will choose to fill it out. If you are applying for a job,
any answer you give will be kept private and will not be used against you in
any way.

If you already work for us, your answer will not be used against you in any
way. Because a person may become disabled at any time, we are required
to ask all of our employees to update their information every five years. You
may voluntarily self-identify as having a disability on this form without fear
of any punishment because you did not identify as having a disability earlier.

How do | know if | have a disability?
You are considered to have a disability if you have a physical or mental
impairment tor medical condition that substantially limits a major life
activity, or if you have a history or record of such an impairment or medical

condition.

Disabilities include, but are not limited to:

« Blindness  « Autism « Bipolar « Post-traumatic
« Deafness  « Cerebral disorder stress disorder
= Cancer palsy = Major (PTSD)
» Diabetes « HIV/AIDS depression » Obsessive
= Epilepsy « Schizophrenia = Multiple compulsive
« Muscular sclerosis disorder
dystrophy (Ms) * Impairments
* Missing requiring the
limbs or use of a
partially wheelchair
missing « Intellectual
[P Ataniie.

Remind candidates they need to accept the Terms oof Use before submitting!



Please Enter in your full Name® ‘ ‘

Today's Date

‘ MM/DDIYYYY -
Address® ‘ ‘
City” ‘ ‘
State/Province” ‘ ‘
Zip/Postal Code” ‘ ‘
Country/Region of Residence:” | select - -

Notification: Receive new job posting notifications

Hear more about career opportunities

Irerms of Use:*  To move forward

Data Privacy Consent Statement

Data Privacy Consent Statement
PRIVACY STATEMENT

As per Art.13 of legislative decree no. 196 of 30 June 2003, we inform
you that the personal data submitted to Luxottica Group S.p.A. will be

treated in respect of current legislation and with all the instruments
suitable to guarantee the safety and confidentiality of the information.

By personal data processing, we mean their collection, registration,
organisation, conservation, consultation, computing, modification,
selection, extraction, comparison, use, interconnection, blocking,
communication, distribution, notification and destruction, or the
combination of two or more of these operations. The data supplied
will also be managed by electronic supports and may be processed by

- Once they accept the Data Privacy — Submit by clicking apply!

How to Apply — Internal Candidate
- OPTION 1: Applying from the internal careers site
o Logininto MPD: https://logon.luxottica.com/ (Use your EL ID and password) — the website is available
from laptop and mobile
o Choose Talent EssilorLuxottica from the list:



= aa] L 4 =l n |

This is the view of your home page:

EssllorLuxottica —

Quick Acticns

EHEEs

Click on the dropdown menu and choose OneCareer:

EssilorLuxottica  Home -

Objectives

Performance

Recruiting

Company Info

My Profile

Reporting

EssilorLunobtics




- Choose the role you are interested in from the list, read the job description and click on Apply now:

Essllcrluxcitica

Lacuion

- OPTION 2: Applying from a link

- Logininto MPD: https://logon.luxottica.com/ (Use your EL ID and password) — the website is available from
laptop and mobile

- Choose Talent EssilorLuxottica from the list:

- Once logged in the Home page:

o Copy and paste the link provided by your recruiter in a new tab, OR scan the QR code (if provided)
o Arrive at the open position and click on Apply Now!

- Candidate cannot apply:

o Have they applied with us in the past? When they go to Apply, make sure they chose:
=  Already a registered user? Please sign in

Career Opportunities: Licensed Store Manager (813655)
IAIready 2 registered user? Please sign in |

Cover Letter

Upload a Resume Attach a Caver
Letter

(4] ©

Acceprad file types: DOCX, PDF, Image and Taxt (MSG, PPT and XLS file typas are not accepted for resume or covar
lettars)

- If they cannot remember their previous log-in information, have them apply using a different email address



Welcome to EssilorLuxottica!
We are pleased to inform you that your background and/or drug screen process is complete and you are eligible to start.

Next Steps:
Pre-Boarding
° Pre-Boarding must be complete prior to your start date.
. Please check your email account within the next 2-4 hours for a message from Equifax.
° If you do not see it in your inbox within 4 hours, please check your junk mail and/or spam folder.
. If after checking your spam and/or junk folders, you still do not see the message from Equifax, please reach out to us at
preboarding@luxotticaretail.com .
. The email contains a link to your Pre-Boarding forms and is recommended to be completed via a computer rather than a phone or tablet.
° The system will use the information from your completed Pre-Boarding forms to generate your Lux ID, which is your employee ID.
. Please complete your Pre-Boarding forms as quickly as possible.

My Pre-Boarding Forms are Complete — What’s Next?

. Your hiring manager will be in touch regarding your first day / orientation schedule. This contact should happen within the week prior to your start
date.

. For store/field employees:

° Your hiring manager will schedule time to complete your I-9 prior to your start date. This step is very important as your Lux ID cannot be
created until the I-9 is complete. You will need your Lux ID in order to start your training.

. We operate in a culture of continuous improvement and feedback! Please help us by completing a survey you will receive to share your candidate

experience. Feedback is critical, please be open & honest.

Please don’t hesitate to contact us should you have questions:
° preboarding@luxotticaretail.com for questions on the Pre-Board system and processes

Again, welcome to the EssilorLuxottica family! We look forward to your first day!

o Once candidate has verbally accepted the offer, the Store Manager moves the candidate to “Pre-
Employment Screening” — this will automatically trigger the background packet to be sent to the
candidate.

o As a best practices, follow up with the candidate verbally and via email to let them know the following:

Congratulations again on your offer and acceptance!

| have initiated your background, so please be on the lookout for a Pre-Employment
Screening email from Sterling — our Talent Solutions partner. If you do not see that
email in your Inbox within 2 hours, please check your Spam Box.

Once your background has fully cleared, you will receive 2 emails. First, an
“Immediate Attention Required” email letting you know to expect a PreBoard email
from Equifax. Second is the PreBoard email from Equifax. Again, if you do not see
the email from Equifax within 4 hours of receiving the Immediate Attention
Required email, please check your Spam box.

If you have any questions, feel free to reach out to me via text or phone at
(XXX-XXX-XXXX)”

- Preboarding Communication: Once the background status is “Meet’s Criteria” the Store Manager will
confirm the start date with their New Hire and update on the candidate profile in the req, then move the
candidate status to “Preboard”:

o As a best practices, follow up with the candidate verbally and via email to let them know the following:




Disposition Emails — Communication candidates receive when being dispositioned

O

Current employee not eligible for transfer:
Hi [[CANDIDATE_FIRST_NAME]],

Thank you for applying to the [[JOB_REQ_TITLE]] position in [LOCATION]. We have been notified that you are not eligible to be considered for a
transfer at this time. To be eligible for consideration between work locations (same or different Brand) or departments, a current employee
must meet all of the following criteria:

Have been in their position for a minimum of 12 months (6 months for Operations)

Meet the minimum requirements of the position as indicated in the job description.

Have a satisfactory employment record as indicated by the most recent performance review.
Have no corrective action on file for the preceding 12 months of employment.

Business needs dictate the need for transfer.

As an Internal applicant, we value your career development and future success within Essilor Luxottica. Please consider having a conversation

with your current supervisor and/or Human Resources Business Partner to discuss talent development opportunities and eligibility
requirements for transfer.

Does not meet basic qualifications:
Hi [[CANDIDATE_FIRST_NAME]],

Thank you for applying to the position of [[JOB_REQ_TITLE]] in [LOCATION]. We know there are many companies currently hiring so your time
and interest in Essilor Luxottica are greatly appreciated.

After careful consideration, we have decided to move forward with other candidates for this role. We hope that you continue to check our
Career Site (www.EssilorLuxottica.com/careers) for new and exciting opportunities within Essilor Luxottica. Please review the basic qualifications
when applying in order to give you the best opportunity to move forward in the hiring process.

We thank you for your interest and wish you all the best in your search.

Former Employee not eligible for Rehire:
Hi [[CANDIDATE_FIRST_NAME]],

Thank you for applying to the [[JOB_REQ_TITLE]] position in [Location]. After careful consideration, we have decided to move forward with
other candidates for this role.

We thank you for your interest in EssilorLuxottica and wish you all the best in your future endeavors.

If you have any further inquiries as a former EssilorLuxottica employee, please contact the Employee Relations team at:
http://formeremployee-luxottica.com/

More qualified candidate selected:
Hi [[CANDIDATE_FIRST_NAME]],

Thank you for applying to the position of [[JOB_REQ_TITLE]] in [LOCATION]. We know there are many companies currently hiring so your time
and interest in EssilorLuxottica are greatly appreciated.

After careful consideration, we have decided to move forward with another candidate for this role. We hope that you continue to check our
Career Site (http://www.essilorluxottica.com/careers) for new and exciting opportunities within EssilorLuxottica.

We thank you for your interest and wish you all the best in your search.

Not Reviewed:
Hi [[CANDIDATE_FIRST_NAME]],

Thank you for applying to the [[JOB_REQ_TITLE]] position. We are humbled by the overwhelming response of people who want to grow with
EssilorLuxottica.

Due to the high volume of applicants, we were unable to consider every candidate for this opportunity. Although this specific position has been
filled, we invite you to continue checking our Career Site (www.EssilorLuxottica.com/careers) for new and exciting opportunities within
EssilorLuxottica.



We thank you for your interest and wish you all the best in your search.

O Requisition Cancelled:
Hi [[CANDIDATE_FIRST_NAME]],

Thank you for applying to the [[JOB_REQ_TITLE]] position in [LOCATION]. At this time the position has been closed.

While we are no longer hiring for this specific position, we invite you to continue checking our Career Site (www.EssilorLuxottica.com/careers)
for new and exciting opportunities within EssilorLuxottica.

We thank you for your interest and wish you all the best in your search.

Candidate cannot log-in to their account:
o When going to apply, have the candidate select Already a registered user? Please sign in

jtis=s Li Store Manager (813655)
Aready a registered user? Please sign in

Resume/CV Cover Letter

Upload a Resume Attach a Cover
Letter

(+] (+]

Acceptad file types: DOCX, PDF, Image and Text (MSG, PPT and XLS file types are not acceptad for resume or cover

letters)

If they cannot login, have them select “Forgot your password?” and it will walk you through out to reset the
previous password

Sign In [%]

*Email Address: | |

*Password: | |

Sign In |F_|::-r<_:lot your password?

If re-setting the password does not work, we recommend trying to create a New Profile using a different email
to apply.

Candidate did not receive Offer Letter:
o Store Manager — confirm you sent the offer letter. Check the candidate’s application. On the right side of
the candidate’s application, confirm that the correspondence shows the Offer Letter.
o To re-send the offer letter, you can chose “Email as PDF” or download the offer letter and sending it via
email yourself!



v Comespondence =1 Send Email

Sender: LUXtalent Admin
Thank you for applying!

Sender: LUXtalent Admin
Action Required: Accept Offer Online

Sender: LUXtalent Admin Date: 07/17/2023
Congratulations! Type: Email
~  Offer Letter

Congratulations on your offer]
Author: Erin Sammon
Send Mode: email a5 pdf
Offer Extended On: 07712023

Candidate did not receive Background check email:

o Store Manager — make sure the candidate status is “Pre-Employment Screening (externals)” — this status
step triggers the Background packet being sent.

Pre-Employment 5S¢ ~ |

MNew Application

Recruiter Screen

Manager Review

st interview

2nd interview

3rd interview

Offer

Pre-Employment Screening Meets Criteria (Externals)
Decline/Withdraw (Email, no Survey)
Decline/Withdraw (Mo Email, no Survey)
Pre-Employment Screen Completed - Review Required (Externals)

O Once the SM confirms the candidate is in the correct status step, have the candidate check spam/junk
folders in email for “Pre-Employment Screening email from Sterling” This is our Talent Solutions partner

O If the candidate can still not locate the Background email, the Store Manager needs to reach out to
backgroundscreen@Iuxotticaretail.com

®  When reaching out to the Background Screen email, please provide the candidates full name
and the req number



How to create a QR Code:

o Why? When this QR code is scanned, it will take you directly to the application for this role! Great
recruiting tool! Place it in stores, or even create Recruiting cards to pass out when you are out
recruiting!

o Go to the requisition you’d like to create a QR code for, and select “Campaign URL Builder”
EssilorLuxottica  Recruiting -

Job Requisitions Preferences Candidates Interview Central Marketing Source Tracker Advanced Analytics

Sales Associate Target Optical- Abington PA (813966)

E[JOE REQUISITION DETAIL]| & CANDIDATES (2) @ JOB POSTINGS (2) Q CANDIDATE SEARCH CAMPAIGN URL BUILDER 1

o You will then click on “Generate Short URL” > and “Generate QR Code”

Short URL @

Short URL: | Bitly

Wl  Generate Short URL
Generated Short | https:/fbit.ly/45i3nal ‘ [% Copy URL
URL:
QR Code: Generate QR Code

o The QR code will open in a new window. You can screenshot the black/white code and add to social
media postings, or to create Recruiting cards like the one below.

o Please note: Each QR code is specific to the req you create it in. Once that role is closed/filled, the QR
code will not be valid.

EssilorLuxottica

We’re hiring

Store Manager
Metairie LA

O 1
|
(=
see your future at

(® OPTICAL




