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Navigation

Taleo is accessed from the TUPrtal. Click on Taleo Talent Management System

P TUAPPLICATIONS
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Taleo Talent Management System r
Telecom Self Service
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The recruiting Center has a main dashboard screen with a series of Tabs, Channels, Filters and a
Search area to make it easy for you to quickly perform a wide range of essential recruiting tasks. To
access the Recruiting Center you will need to click on the Recruiting link at the top of the Welcome
Center page. You can click on the Recruiting link in the navigation pane on the left side of the page
as well.

oW | EMPLE

== UNIVERSITY

- Recruiing  Ovacle Business Inteligence  Configuration

Coters o — Welcome to your Talent Management suite!
Oracle Business Intelligence This is your Welcome Center. To navigate to an application, click the comresponding tab in the menu bar above
Configuration
. Additional resources are available in the top right corner of the screen.
Quick Access
Onboarding (Transitions) As you navigate through the Talent Management suite, remember that you can always click "Home" at the top ¢
Requisitions
Candidates

The Recruiting Center is set up to provide quick access to information on requisitions, candidates,
offers and other activated functions. It is also possible to set up preferences and personal
information in the My Setup area.

The Recruiting Center Stage page contains links to virtually all of your vital information and
tasks. From candidates to requisitions, this page provides time-saving options that will guide you to
where you need to be in the system.

It is simple to navigate through the Recruiting Center.

1. Channels: Navigate from Center Stage using sections called Channels, which display status
oriented data about your activities. From the links on the Channels, you can access
information on your requisitions, candidates, job offers and other tasks. Each Channé
contains a list of elements and the number of items associated with each element.

2. Main Menu: Access the main menu items to work with your requisitions, candidates, offers
and tasks quickly. Clicking the Channel title of the same name will get the same results.

11/13/2018 taleohelp@temple.edu 3| Page



3. Resources Link : Click the Resource linkto access options, such as My Setup.
4. Search: Use the Search area to find candidates and requisitions quickly. Use the toggle to
switch from candidate to requisition search.

M| | Search Candidate

Search for
® Candidates .

Redquisitions

Specific candidate

5. Support: Send an e-mail if you have a question.

Jennifer $SO Silvestri | Home | Resources = | Sign Out

T TEMPLE 4 - [ Search Candidate My Setup  anced Search
Bl UNIVERSITY 2 fin” | Search Candidate , asout ch Queries

A v Recruiting Tasks  Requisions  Candidates  Offers  Reports  Libraries =

Welcome Jennifer Silvestri o & 2

Welcome to the Recruiting Center. Communications

Shew informatien for requisitions.

| own v C

¥ Customer Support

Need halp? Contact
talechelp@temple edu

¥ Documentation Center

Requisitions Links to the latest Taleo Recruiting

Create Requisition

= L] Tasks -

Release Notes and the Taleo

M~ Total Recruiting ~ Total Knowledge Exchange web site.
Job Requisitions Tasks assigned lo me 7 7 Documentation
Open 0 9 Al staffing tasks 7 g ~ Resource Center
Canceled (Since Oct 1, 2015) ) 3 Requisitions Informatienal links within the hiring
cycle, articles, research content, and
Filled (Since Oct 1, 2015) 0 7 Ready for sourcing 3 4 more.
Candidates Resource Center
= Confirm Employee Presence 1 1
@ Candidates Create Candidate. Duplicate Check 3 4
A Total Onboarding (Transitions) Total
In Selection Process on Open Requisitions 1 9 LIV 0
- New 1 3 Overdue 25
- Manually Matched 0 4 R 3
= Onboarding (Transitions)
L Offers Get detailed information about your Onbearding (Transitions) tasks.
~ Total
Draft (Since Oct 1, 2015) [} 2
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Navigation Tips:

1. When you click a link within a Channel, you will be presented with information that you own in
the system. However, you can change your dashboard filter to view information on which you
collaborateor i nf or mati on within your coverage area.
digit department orgs.

Quick Filters
Show requisitions:
| own *
'Y
1 own =
| collaborate on
| own or collaborate on

In my coverage area, | ow..

2. ltis recommended to use the buttons, links, and other navigation tools to move around the
Recruiting Center instead of using the browser's Back/Next buttons. The Back/Next buttons
do not always yield consistent results.
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My Setup

You can use the Resources menu to access the MySetup, or user preferences, area of the system.
This allows you to setup your own User Preferences for different features of the system. One
important feature which will assist with Requisition creation and Appr ovals is the Frequent
Collaborators and Frequent Approvers. Setting up a list of frequent collaborators and frequent
approvers will allow you to insert these individuals into a requisition or into an approval list with the
click of a button.

Process Steps

1. Once in My Setup, you will see the Frequent Collaborators and Frequent Approvers tabs. Click on
the Frequent Collaborator Tab.

My Setup

General | Preferences | Frequent Collaborators || Frequent Approvers

2. Once in the Frequent Collaborators tab, click on the A9 putton to open the User selection
window.

3. Once the User selection window is open, use the Quick Filters in the left pane to search for a
frequent collaborator by Name, Email Address, Title or Keyword. Click the Refresh button to
populate your results.

Auvailable Collaborators

Quick Filters
Name /
Karen O
Email Address

fxs
Title

L3

13

4. Once you have found the right User, add them to the list of Selected Collaborators by clicking the

Sel€ putton to the right of the User in the list.

5. When all of the Users have been added to your list of Selected Collaborators, click the m
button.

6. You can repeat these steps for the Frequent Approvers as well.
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Quick Filters

Quick filters can help you narrow results for data you are seeking. You can view quick filters when

viewing any of the tabs in the core navigation. Quick filters are always found on the left hand side.
The quick filters available in the pane will be relevant to the area of the Recruiting Center you have
accessed. Below is a screen shot of the Quick Filters in the Requisitbn tab.

ﬁ
Quick Filters

Show requisitions:
| own &
| Include inactive requisitions
¥ Status
|| Draft
|| Pending
L Open
L OnHold

Frimary Location
Job Field
COrganization

FPuosting Title

¥

Advanced Filters
Example: Requisition List Quick Filters

In the Requisition List view of the Recruiting Center you have many options for filtering the list of
Requisitions to view a select group of requisitions. Each option can be used independently or in
connection with other filters to narrow the list even fur ther.
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Option 1: Show requisitions for i This filter allows you to show only requisitions you own, or
collaborate on or show all requisitions in your coverage area (see Navigation Tips, page 4).

Option 2: Requisition Status i This filter allows you to filter the list by a specific or multiple requisition
Statuses. For example, if you wanted to see only active requisitions in the list you would select Open
Status requisitions.

Option 3: SmartOrg (Primary Location, Job Field Organization, Posting Title) i This filter allows you
to condense the list of Requisitions to only requisitions for a certain location or organization.
Primary location = Country - State-City-Campus Building
Job Field=Typeofempl oyee (adjunct, grad assodot, post do¢
job
Organization = 5 digit home org

: Advanced Filt , : : . :
Option 4: 7 The TR button will open the Advanced Filter window which will allow you to

search by other requisition data points, such as, HR Busines Partner/Department Recruiter, Hiring
Manager, Requisition number, Job Codes, etc.
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Create a Requisition

Both Hiring Managers and Department Recruiters have the ability to create a requisition
Requisition, click on the Create Requisitionbutton in the Requisitions Channel.

Welcome to the Recruiting Center.

Show information for requisitions:
| own e l
]

= S
Requisitions Create Requisition...

~ Total
Show information for requisitions
| own or collaborate on b
Create a Requisition
Create a requisition for your job opening using a template or from scratch.

View Requisitions

View detailed information about your requisitions.

. To start the

The first step is to select a requisition template. The template is selected by entering the PCN of the

position you wish to fill.

A valid PCN is required before you start the requisition. Please check with your Business Manager or
HR Business Partner if you have any questions about the title, e-class or grade associated with the

PCN.

The format of the PCN is:

Full-time Staff position 6 digit all numeric code

Part-time Staff position ARG f ol the bvdigd ord y

Temporary Staff AP0 foll owed by the 5 digi
Step 1

Select predefined data, if relevant
To open a blank requisition file, click "Next™ without entering any information.

Requisition Template

Hiring Manager

t org
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You can search for PCNO6s by wusi ng trefirQew didis oFthel t e r
PCN, then hit the refresh button, a list will appear.

~ " Job Field ~ | (& [ | Langt. Job Code ] Posting Title | Category
Type Select
Al

Select ‘_‘
Quick Filters

Job Code:

Select
Staff Select
Staff Select
Posting Title
Select

Select

Recruiter
Select

Staff Select

Effective From/Effective Till

e @ 9 © © ® o @ @ @
£ 5 § § § § 3 § 3 %
F
&

Start Date: Staff Select

Oct 12, 2016 | cosian R .
Erd Nate g 57 templates available

Cancel

Click the Select button next to the PCN desired. Your Requisition Template will then populate with
your PCN and the template title.

TRAINING TIPT You may directly enter data into template fields and the field will
begin to auto-complete. The data takes a few seconds to populate. Ensure you are
selecting your PCN from the list provided. If your data is not underlined, then you do
not have a valid entry.

Requisition Template

001014 - Director =1
Hiring 'v1srager~

1 =

Next enter the Hiring Manager. This can be your own name if you are performing that role. Again,
you may type in the last name slowly and wait for the field to populate, or you m ay use the Quick Filter
search. The name must appear underlined to be valid.

Step 2

Next, you will enter the orga nization. Start to type your 5 digit Home Org and suggested values will
populate. Select the org desired.

Example:

Select the organization-Jocation-job field structure
To open a blank requisition file, click "Create” without entering any information

Organization

1801 =
Provost » 180 College of Liberal Arts = 1800 Liberal Arts = 18010 CLA Dean's Office
Provost = 180 College of Liberal Arts = 1800 Liberal Arts = 18011 CLA:Enrollment Management
Provost = 180 College of Liberal Arts = 1800 Liberal Arts = 18012 Development & Alumni Affairs
Provost = 180 College of Liberal Arts = 1800 Liberal Arts = 18013 CLA:Faculty Affairs

! Provost > 180 College of Liberal Arts > 1800 Liberal Arts = 18015 CLAMarketing & Communications

11/13/2018 taleohelp@temple.edu 10| Page



The next step is to enter the location. Enter the name or address of the building where the job will
be located. You can also choose by campus

Organization

. Erovost = 180 College of Liberal Arts = 1800 Liberal Arts = 18040 ClL A Political Science =
Example:

Primary Location
main =
United States = Pennsylvania = Philadelphia = Main Campus
United States = Pennzgylvania = Philadelphia = Main Campus = 1300 Cecil BE. Moors
United States = Pennsgylvania = Philadelphia = Main Campus = 1700 M Eroad Street
4
United States = Pennzgylvania = Philadelphia = Main Campus = 1810 Liacouras Walk
United States = Pennsylvania = Philadelphia = Main Campus = 1940 Residence Hall
United States = Pennsylvania = Philadelphia = Main Campus = Alter Hall
United States = Pennzgylvania = Fhiladelphia = Main Campus = Anderson Hall
United States = Pennzgylvania = Fhiladelphia = Main Campus = Annenberg Hall

United States = Pennsylvania = Philadelphia = Main Campus = Architecture

United States = Pennsgylvania = Philadelphia = Main Campus = Barrack Hall

[more..]

The Job Field will populate from your PCN. You can include a category for applicants to search for
when applying for positions. Click on the selector icon to open to category selector.

Job Field

Staff S':}

Under the fQuick Filtersd section, use the Type field and enter fiStaff.0 Use the filter button or click
fientero to return the results. Then, click fiSelec® next to the cate gory appropriate for the position.

O =

T dobField v ||| T EEE
Type Staft Select
Al Staff Advancement, Development & Alumni Relations Select

Staft Athletics Select

Staff Campus Recreation Select

Staff Clerical/Administrative Support Select

Staff Clinical Admini ion / Select

Staff Construction & Design Select

Staff Executive Select

Staft Facilities Services Select

Staff Finance Select

26 job fields available
Cancel

Now click Create.

Previous Creaie Cancel
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Requisition Structure

There are different sections in the Requisition which need to be reviewed and completed. All required
fields are marked with a red asterisk ( * ).

TRAINING TIPS T

1 - Change the Show fields required to: Request Approval. This will display all of the
fields required for approval as opposed to just the fields required to save the
requisition. This does not send the requisition for approval.

27 To help determine if there are any remaining fields to complete, use the Diagnostic
Tool. The right panel will expand automatically when you click on the Diagnostic Tool
and will display any fields that need to be updated in order to Save or Request

Approval.
New Requisition ”
-2 — [ %]
Requisition ¥ —
B
Save Save and Close Cancel * Show fields required to:
1 g RtjUESE Approval -
Save
1. Requisition Structure Post

Identification d
Launch Diagnostic...

Requisition Structure
You will need to enter information in this section such as:
1 Posting Title
1 Number of Openings
1 Banner Home Org
1 Department Description for Offer Letter (department name to populate in the offer letter)
9 Banner Check Distribution
9 Justification for the position
0 New position
0 Replacement
A If this is a replacement, you will need to free form enter the name of the

previous incumbent

1 Name and TUid of Supervisor
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The Supervisor field is very important as this field will be imported into Banner and feed other
systems such asthe PDP. You can start to type a name or a TUid and the field will start to populate.
Make sure the entry is underlined so you know it is valid.

Supervisor - TUid for Org Chart ¢

S 0115 - | i oaiei- Director =

As an alternative, you can hit the Quick Filter button ( = ). Type in a first name or last name, click

3
the Refresh () button and you will get an appropriate selection list.

Quick Filters

Code

O
Description x’
George o

Owners

Staff requisitions will have three fields for Owners. The Hiring Manager should already be filled in with
your own name. This will make you an owner of the requisition.

The Business Partner field will be the Human Resources representative you are working with on
the requisition. Begin typing the name of your HR Business Partner and click on their name from the
dropdown options given. You can also use the selector iconto filter a list of names . You do not need
to select a Talent Acquisition Specialist. This field will be completed by the Business Partner.

Owners

X o oon Fie

Bus. Partner/Dept. Recruite

Hiring Manager

Parker. Marion =
Talent Acquisition Specialist
Owners
* O R

Bus Partner/Dept. Recruite

dorie =
Ryan, Dorie “

Parker. Marion \ 5
Talent Acquisition Specialist
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Adding Collaborators

You may choose to add Collaborators to your requisition. Select the individual names by clicking
Modify to bring up a list of Taleo users. You canalso add your own Add Frequent Collaborators if you
have set up your personalized list.

If one of your Frequent Collaborators does not need to be on this requisition, you can use the Modify
button to adjust the list for this requisition only.

Collaborators
Modify Add Frequent Collaborators

First Name Last N:

Process

This section displays the system workflow being used. There is also a free form comment box where
you may enter Additional Information if desired. This information is only for internal use 1 itis not
viewed by candidates.

Candidate Selection Workflow

Candidate Selection Workflow System assigned
- DO NOT CHANGE =

Agdditional Information

Additional Information

** I mportant Not e: Depending on your access to
be located within the Requisition Structure.
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Job Information

This section contains data such as shift, targeted start date , earnings code (use REGfor all) and the

Compliance questions.

3. Job Information

Profile
Populates from
Schedule PCN Employee Status
Parttims “"—'—__‘ =R Reaulr
Shift
Day Job ¢ only complete for adjuncts
or temporary workers
® Target Start Date Job End Date / p ry
@ e m e

* Chemical Right to Know required?
Not Specified %

Answeryes

the parsan in s posit

17 is requirad fo have Chamical Right fo Know fraining.

* Working for a JCAHO accredited unit?
Not Specified =
Answer e 2 person in is required fo have a JCAHO compliant Emplayes 1D
Baage
*

Handle Purchasing Cards, Cash, Checks or Credit Cards?
Not Specified v
Answeryes if1 /
eguivalents, checks, or credif cards. A yes answer resulis in a background check:

* Unescorted Access o Radioactive Material Required?
Not Specified it

Answeryes if

radioactive m.

tha person in ifs posiion Needs access 1o 3ress resiy
3l A yes answer resufls in a background check:

fed aue fo the presence of

* Unescorted Access to Radioactive Material Required?
Not Specified e

s po. 1 P82d's 300855 [0 Areas rasi
material A yes answer resulfs in 8 background check.

tad due fo the presance of

* Hepatitis B Vaccination Required?

Mot Specified v
Answer e, 2 parson in ihis posifion has the poteniial fo be axposad io blood borne
pathogens.
* lsthisa Campus Safety position?
Not Specified e
Answar e ifhe parson in this position will be Campus Folice or Campus Securify. A yes

answerresulis in 8 background check.

ition will be issued a purchasing card or will handle cash, cash Answerye:

* Has direct contact or routing interaction with minors 18 years old or youngar?

Not Specified v
Minors include high school sfudants who ara sking coursas af Temple wiie anrolfed in figh
school Minors exclude children aged 16 years or older wio are aither prospeciive siudernts
isiting ifie campus or matricuwiated stugants whe are enrolied in Temple.

¥ Working in clinical setting?

Not Specified e

Answer pe: 2 person in ihis position will be required o lake addifional training on blood and
airbome patfiogens and/or Sanctioned Fersons checks.

* |g this an NIH Funded position?
Mot Specified v

T the person in this position will be required fo have NiIH manadaiad Sanctioned
Farsons checks.

* Working with Live Animals?
Not Specified i
Answerye.

T the person in 1his position works wilf (ive animals.

* Working with Live Animals?
Not Specified %
Answear pes ifihe parson in this position works with i

* Diriving of a Temple owned vehicle required?
Not Specified v

Answer ye.

i the parson in this position will be required fo drive Temple owned vehicles onfy. A
yes answer resulls in a background check:

Compliance Questions- Answers to these questions trigger processes in the background. These are

required for all requisitions.

TRAINING TIPT If all of the answers are no, you can save time by navigating to the
first question and then typing in N tab, N then tab, etc. This can also be done using

the Y key for

11/13/2018
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The Compensation section displays the basis of pay for the staff employee. All staff requisitions pull in
the pay basis from the PCN. This will reflect a pay basis of either Hourly or Monthly at the
requisition level. DO NOT make any changes to this section.

Banner Hours per Week and Earn Code can be chosen from drop down lists. For Banner Hours,
please choose the correct number of hours this position will be working per week.

In the Anticipated Salary field, enter the salary you are expecting to pay for this position.

Compensation

DO NOT CHANGE

Pgy Bagis

'Iy -

Annualization Factor: 12

ticipated Salary

P Nt@-

NOTE: If you see Posting Rate (most Hiring Managers should not), leave this blank for Human
Resources to complete

Banner Hours per Week
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Job Description

You need to complete the Intern al Job Description field. You must copy and paste using the HTML

editor (see 1 below). If you selected a Generic Template to create your requisition, you will need to

update the job description and Qualifications fields.
4. Job Description

Internal Description | Copy From

Description - Internal
Esuce § RBRESY MY B
£ Format - | Font | &rnial - | Size |small - Ti'%*
B 7 U |iiZi= EEE:

alf =

"
Bl
I
i
l
[
*
a
]

Questionnaire

This section displays questions to be answered by students who are applying to requisitions.

Eligibility Questions wil/l be utilized on
mark when completed.

5. Questionnaire

Eligibility Questions

Questions Answer Result
1. Are you under 18 years of age? Yes 3 To Be Verified
No The Candidate Passes

Yes 2 To Be Verified
No The Candidate Passes
ves
le by: External
3. Do you have the legal rig Yes The Candidate Passes
Ne To Be Verified

Additional questions may also be included. ClickAdd under the Job Related Questions section. Use
the Quick Filters on the left to find a question you would to add, then click Select to add the question

to your list.

The
al
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Job Related Questions

Remove 41 Reorder

L_| Question Answer Required/Asset Weight (Ext)

Mo guestions have been added. Click "Add” to add questions.

Select guestions in the list below

Available Questions Show Details
~ ucnrman= @) [@ Code Question Visible by
Type Available Vi‘-r& you available to work during the hours of 8am-5pm? Vil Candidates Select
All Type: Single Answer H
Quick Filters Act 120 C... Are you currently Act 120 certified? All Candidates Select
Visible by Type: Single Answer
Al - Adjunct-T... Are you curre: a full-time staff member or an administrator at Temple University? All Candidates Select
Question Type: Single Answer
o Part time __ Are you interested in working in a part-time position? Al Candidates Select
Possible Answers Type: Single Answer
=] Tech Cen... Briefly descri ou are interested in working at our TECH Center and how you feel you can All Candidates Select
Code contribute to
° Type: Text Answer
Keyword Excel Spr... Can you create a basic Microsoft Excel spreadsheet, including a simple formula? All Candidates Select
- o Type: Single Answer
Another ... Do you currently have another student worker job? All Candidates Select

38 questions available

Once the questions are added, chooseRequired for the applicable answer from the drop -down
menu on the right -hand side of the page. This will indicate to the system which answer is needed.

Job Related Questions

d= add ¥ Remove §f Reorder

L | Question Angwer Required/Azzet
L] 1 w | Can you create a basic Microsoft Excel spreadsheet, including a simple formula? ‘fes Not Applicable
« Code: Excel Spreadsheet Basic « Type: Single Answe No Not Applicable
| Required
Asset

At this point, all fields should be filled in and the req uisition should be ready for approval. At the top
of your page, you will have three options.

1 Save: can be used throughout creating of the requisition to ensure your work is being saved
as your complete the fields.

1 Save and Close : saves your current work and closes out of editing mode. This can be chosen
if you need to stop working on your requisition and return later to continue editing.

1 Cancel: exits out of the requisition without saving changes.

Requisition ™

Save Save and Close Cancel
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TRAINING TIPT Before sending your requisition for approval, open the Diagnostics
Tool on the right-hand side to ensure all fields have been completed. If any field
requires information, it will be listed in the Diagnostics Tool. If the requisition is ready
for approval, the Diagnostics Tool wi || read AFil e ready

? W 2

o Diagnostic
2 out of 37 requisitions
— The following elements apply to the
- L] - [ ]

e — current language only.
= ~ Save
/ File ready for saving
¥ Request Approval
Banner Home Org

¥ Post

Banner Home Org

TRAINING TIPT If you save your requisition before it is complete and will need to
return to it, you will need to click the E dit button to make changes. Once a requisition
is open and approved, the Edit button will no longer be available.

Tk L B o | x More Actions »

Requisition Alerts Attachments = Posting and Sourcing Histc

Edit 4+

» 1. Requisition Structure

Identification

TRAINING TIPT As you move through the requisition, the status box on the left will
update and display the status of the requisition.

g TEMILE  ETEAMTLE ggTEMPLE

—8 UNIVERSITY

o ey e

auisitio Requisition
Requisition Requisition

Student Worker

Adjunct Faculty Academic Affairs Coordir 16000179
/ 16000243 Status Filled
Open /

Siat Draft Status Status Details  N/A
Status raf

: Status Details  Posted Previous Sourcing
Status Details  N/A Status

taleohelp@temple.edu 19| Page
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Rauting for Approval

For Staff requistions, the system will default to your Business Partner as the first approver. You can
add Requsition Approvers according to your department procedures. Your Business Partner will add
the Talent Acquisition Specialist to the approval path and, if applicable, Research Accounting.

Administrative Assistant (16000282)

=] = f‘,o 7 X More Actions -
. . Save as Open
Requisition ¥ Alers Aftachments =~ Postir Repa
Delete
Request Contribution
Put on Hold
\ Frevent Posting

Cancel Requisiticn

+ 1. Requisition Structu. _ ReausstApproval

Edit

To add department approvers, click on Add Approvers on the bottom left. You are able to search for
approvers in the new window to add to your list. When you are ready to request approval, add a
comment in the comment box (required) and click Done. An email will be sent to the Busines s Partner

to approve the requisition, starting the approval chain.

Message Details
Order Approver Decision Date and Time

From

Dorie Ryvan ! Tim Wisen Pending

For Requisition
HR Generalist-DR 4-26-16 (16000284)

After Approwval

* | Add the approvers to the kst of collaborators defined for this requisition

Assign the next task to
| Add the approvers to the list of my frequent collaborators

*

Wilson, Tim =
Comments
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Approving a Requisition

If you are in the approval chain, you will be sent an email to approve the requisition.

Through the Taleo dashboard, locatet h e
click

i Tclaasnkl sndthe right hand side of the screen and

i Ap pr Oligken tikeditte toiogen thel remuisitian. This will allow you to review
the requisition if needed.

Nt
" ]
| v | Tasks
Recruiting = Total
Tasks assigned to me 128 144
Al staffing tasks 128 159
Requisitions
To be completed 58 78
s
Ready for sourcing 57 60
Contribute 1 1
Tasks
,k Tasks Candidate Requisition Assignee ) Due Date Priority Status
Approve Requisition 16000431 - Adjunct Faculty  Ryan, Dorie MNormal In progress
Approve Requisition /‘ 16000514 - Academic Advisor Ryan, Done Mormal In progress
Approve Requisition 16000503 - Lead Program Ryan, Donie MNormal In progress
Click on the More Actions tab at the top. Click on fiDecideonApproval 6 to bring up

11/13/2018

Academic Advisor (16000514)

Amend Approval Path

Requisition ¥ Alerts | o
Reguest Contribution

Edit Put on Hold
Prevent Posting
Send Approval Request Reminder ...

Decide on Approval
» 1. Requisiti., mmnsssersl focsss

taleohelp@temple.edu

cing
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appear on your candidate list and you will be able to move to the steps below to continue the

staff hiring process.

11/13/2018

taleohelp@temple.edu
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Choose AApproveo fromnderinpudr ap cd onme nmne n @meamailovlli ¢ k |
be sent to the next approver, if there is one. The status of the requisition willremainas i Pendi ng: T
be Approvedo until the | ast person in the I|ist has
Ifyouarethelast per son i n the approval <chain, the status o
Approvedo when the approval i's given.
0O x
':?:m Detals Order | Approver | Decision | Date and Time | Comments
o \

After Approval
NOTE: After the requisition is fully approved and open, it will remain in Human Resources to
be posted. When applicants begin to submit their job applications, you will not see anyone on
the requisition. All applicants will go through a pre -screening process,completed by Human
Resources. When your HRTalent Acquisition Specialistdetermines an applicant meets the
criteria you are searching for, tMaeagerRevidwl be mc
Managerto Review . 0 When an appl i c a nhsstapéstmtushbtieegwill mov ed t



Viewing Candidates

Af ter your

Reviewbo

status,

Human Resources

steps before

you wil|l be
iManager Reviewo,

Tal ent
abl e

From the dashboard, you can navigate to candidates in two ways:

1. View Re quisitions:

icon.

Requisitions

g Create Requisition... ‘_;

|~ Title

Acqgui si tagento Speci
dat e
see

to view candi
you wi

[ not

Navigate from Center Stage to view a full list of your requisitions. On the
left-hand side of the page, the number of candidates is shown under the Candidate Count

o] 1% | Status Status Detail

16000276 Open Peosted (Cngoing)

Click on the blue number to bring up the list of candidates for this job. You can click on each
candidat eos

2. View Candidates:

Candidates
A @ b & B =
LM |@® | Ccandidate

¥ 16000276 - Academic Advisor

Owd, Dorie (87384)

Tempie, Manie (93755)

11/13/2018

&

= ¢

Employee ID

name to review

their

prof

il e and

Navigate from Center Stage to view lists of candidates on various
requisitions. A list of active requisitions will show on the screen. You can toggle the gray
triangle on the left -hand side to show a list of candidates for each requisition.

More Actions ¥

7 AT A= ‘k| Steg 2"| Status Name, lcor 37

ion Creation

taleohelp@temple.edu

ion Updated

Latest Medium
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Changing Step/Status of Candidates

1. Whileinanapplicant profile, |l ocate the AMore Action
arrow inthetabforadrop-d own | i st. Choose the AChange Step/

/:? J fro &1 & F:_r" if, @ :'/ More Actions =

Check for Duplicates...

Create Self-assigned Task...

Job Submission > | Altachments Tasks History | Inter

Create Offer...

Capture Expectations...
a

= 1. Personal Information

Candidate Personal Information Capture Compefive. .

Bypass...

Change Step/status...
First Name Rewert... st Name
Marie mple

Address (ine 1)

2. A pop-up box will appear, giving options of steps to move the applicant through. The applicant

wi || appear to the aHgeri nRje vMaenva:g eMa rndésgirglielMatno Re v i €
Step/Status will show the top of the box. The next Step/Status to move to will show below.
You can review each applicant and change the status accadingly.

Current Step Current Status
Manager Review Manager o Review ‘
Information

Mew Step [

MNew Status

Mot Reviewed v .‘_
Mot Reviewed
Under Consideration

Proceed to Interview*

11/13/2018 taleohelp@temple.edu 24| Page



TRAINING TIP: If you status an applicant by mistake, you are able to move back to a

previous step. From the AMore Act itdowmsménu.tAab, ¢ h
pop-up box will appear to move the candidate back a step. Comments are required to be
included when the Revert option is chosen.

3. Continue moving applicants through the Step/ Sta
Proceed to Interview.o

11/13/2018 taleohelp@temple.edu 25| Page



