
Talent EssilorLuxoƫca – Best PracƟces 
Store Manager Experience 

 

1. Talent EL- Where to find and how to log in 
2. Talent EL- basic navigation 

a. Performance 
b. OneCareer 
c. Recruiting  
d. Display Options 
e. Filter Options 

3. Open a Requisition 
4. Moving candidates through the process 
5. Candidate is a former employee- how to check if re-hirable 
6. Candidate says they applied, but I do not see them - locate and management 
7. Make an Offer in the system 
8. Offer Approved but I can’t send offer letter 
9. Put Candidate in Background Check 

a. How to check status 
b. What to do after complete – Meets Criteria vs. Does Not Meet  

10. Pre-Boarding 
11. Hire Date needs to be changed  
12. Onboarding- I-9, documents 
13. EssilorLuxottica ID (ELID)  
14. Disposition candidates not selected 
15. How to Cancel Requisition 
16. Candidate did not show up on date of Hire  
17. How to create a QR code 

 
TALENT EL- BEST PRACTICES 

Candidate Experience 
1. How to Apply 

a. External Application 
b. Internal Application 

2. Candidate cannot apply 
3. Expectations during process - Communication 

a. Thank You for Applying 
b. Background Initiated 
c. Preboarding 
d. Disposition Emails  

4. Cannot log in to account – Reset Password  
5. Candidate did not receive offer letter  
6. Candidate did not receive Background check email 
7. I- 9  

 



 

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

Go to: hƩps://account.luxoƫca.com/adpassword/private/login  

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

• Password: LUXDOB! (Example: LUXMMDDYYYY!) 
• You then select change password (opƟonal) 
• Once selected then you will be prompted to answer 5 personal quesƟons 
• Then create new password as prompted 
• Current employee- use current system credenƟals 

If the above doesn’t work, follow the instrucƟons 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: hƩps://account.luxoƫca.com/password/ 

• AŌer 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: hƩps://mypersonaldesk.luxoƫca.com  

Once in MPD chose Talent EssilorLuxoƫca Ɵtle to access our Applicant Tracking System: 

 

 

 

 

 



 

TALENT EssilorLuxoƫca – Basic NavigaƟon: 

- Performance: View current and previous Performance Reviews 

 

 

- 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.  

 

 

 
 
 



 
 

- Recruiting – Navigate here to view your Recruiting Dashboard  

 
 

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

 
 

 
 

- 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 

 



 
How to Open a RequisiƟon:  

- Select Create New in top right: 

 

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

 
- Find your Job Description/Jobcode and select for creation 

•  Select from the pickles for your Business Unit 



 
- Select the correct Job Code and Use Selected  

 
 

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

 



- Scrolll to the bottom right and select Next               
 
 

- 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.) 
 

 
- Click “Add Header and Footer Content”     

 

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

Transparency state” 

 
 

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

 
 

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



 
 

 

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

You will be noƟfied 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.  

 

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

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

 



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

 

 

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.  

 
 

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.  



 

3. After initial phone screen, you will schedule the First Interview, in-person or virtually. Choose Drop down 
Interview > 1st Interview > Save  

 

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  

 

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



 
 

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

 

 

8. Click Take Action (upper right hand of profile) > Offer > Offer Approval  
a. 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 
Process” after approving the offer. 

 

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 



 

                                                                       
 
 
 
 
 

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

 
 

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) 



 

 
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) 
 

 
 

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”  

 
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 

 
 

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 



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

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

 

 
 

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

 
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  



 

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

 
21. You have the opportunity to preview to confirm details are correct – click Send  

 

 
 
 

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

 
 

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



 

How to Check Candidate Background status: 
- Go to 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”  

 
 

- Background Status step descriptions:  

 



- 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 

 
Preboarding: preboarding@luxoƫcaretail.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 I-9 and other required information. 

 



OnBoarding: 
- Hiring Manager should monitor the New Hire’s progress in order to ensure timely 

completion of PreBoarding process. 
- Log into 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@luxotticaretail.com  to 

be set up 
 

I9 VerificaƟon:  
- 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 I9 Verification Documents: 

 
 

 

 



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 

 

- 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.  

EssilorLuxoƫca ID (EL ID):  

- After verifying Section 2 of the I9, the EL ID will populate in 24-48 hours. The Store Manager can located the 
New Hire’s EL ID through MyPersonalDesk > My Team 

- If the EL ID is not populating, please reach out to your HRBP or utilize the HR Service Portal chat in MPD  

How To: Candidate DisposiƟon  

Before Canceling a requisiƟon, you need to make sure to disposiƟon any candidates that are on the req.  

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

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

   



Candidates will receive an email to inform them of disposiƟon (unless you select “no email”). “no email” should only be 
used if you verbally disposiƟoned the candidate.     

*Expecta on: all candidate receive a communicaƟon to close the process 

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

 

How to Cancel a RequisiƟon: - Before you cancel a req – follow the “How to disposiƟon” instrucƟons for all 
remaining candidates  

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

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

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

 
- A pop up alert with come up, select OK 

 
 
 



 
 
 
 
Candidate Applied but I can’t see their applicaƟon: 

- 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” 

 

 

 
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 

 
How to Apply: External Candidate 



AŌer the candidate clicks the link you sent…. 

- Candidate will click Apply Now 

 

-  Candidate will upload their resume and personal information:  

-  

               

  



 

                



                     

                                      

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



 

 

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

How to Apply – Internal Candidate 
- OPTION 1: Applying from the internal careers site  

o Log in into 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:  



 
- This is the view of your home page: 

 
 
 
 
 

-  Click on the dropdown menu and choose OneCareer: 

 
 

-  Use the search bars to search jobs by title, location and other: 

 



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

 
- OPTION 2: Applying from a link  
- Log in into 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 

 
 

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



- Clear Cache and Cookies  
- Try to apply from a Lap top, computer or tablet 
 

- Process Expectation:  
o After completing online application, candidate receives a “Thank you for Applying” email:  

 

o Store Manager will review the application in Talent EssilorLuxottica to see if the candidate profile 
matches what they are hiring for. The Store Manager is responsible for reaching out to the candidate for 
Interviewing and Hirinng 
 

- Background Initiated:  
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:  
 
 

 

 

 
 
 
 
 
 
 
 
 
 
 

- 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:  
 
 

 
 
 

CongratulaƟons again on your offer and acceptance!    

I have iniƟated your background, so please be on the lookout for a Pre-Employment 
Screening email from Sterling – our Talent SoluƟons 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 AƩenƟon Required” email leƫng 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 AƩenƟon 
Required email, please check your Spam box. 

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

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!  



 
- 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. 

 

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

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

 
AŌer careful consideraƟon, we have decided to move forward with other candidates for this role. We hope that you conƟnue to check our 
Career Site (www.EssilorLuxoƫca.com/careers) for new and exciƟng opportuniƟes within Essilor Luxoƫca. Please review the basic qualificaƟons 
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. 

 
 

o 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/ 

 

o 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. 

 

o 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 

 
 

 
 
 
 

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



 
 

 

- 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. 

 
 

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@luxotticaretail.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”  

 
 

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

 


