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Navigation

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

P TUAPPLICATIONS

Urganizaton Chart

Performance Development System

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 na vigate 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 Channel
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.
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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 A pprovals 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 Seps

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.

Awvailable Collaborators

Quick Filters
MName /
Karen o
Email Address
O
Title
O
Keyword

3

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

=2t 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 further.
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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 ce rtain location or organization.
Primary location = Country - State-City-Campus Building
Job Field = Type of employee (adjunct, grad ass
job
Organization = 5 digit home org

_ Advanced Filters _ : : . ,
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 Business Partner/Department Recruiter, Hiring
Manager, Requisition number, Job Codes, etc.
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Create aRequisition

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

Welcome to the Recruiting Center.

Show informaticn for requisitions:

I own v

Reqwsfuons Create Requisition...

~ Total

Show information for requisitions

| own or collaborate on ¥

™ ' Create a Requisition

Create a requisition for your job opening using a template or from scratch.

View Requisitions

View detailed information about your requisitions.

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 if
you have any questions about the title, e -class or grade associated with the PCN.

The format of the PCN is:

Student Worker RSO0 foll oswdglordpy t he

Step 1

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

Requisition Template

Hiring Manager
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You can search for PCNO6s bgygr uesx amgp lake ,Q uhi datkeghiitiel ¢ et e r
following displays:

[ Job Field ~ (&) [ Langt| Job Code Posting Titls Category

Type en 511000 sty srker Students Select

All Select

‘Quick Filters

Job Code

Select
Select

Select

Posting Title

Select
Select
Recruiter

Select

Select

Effective From/Effective Till

Start Date

oct 12, 2016 | I

Fnd Nate- y 1000 templates available

Select

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. If your data is not
underlined, then you do not have a valid entry.

Requisition Template

S11010 - Student Worker

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 may 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-ocation-job field structure

To open a blank requisition file, click "Create™ without entering any information

Organization

1801 =3
Provost = 180 College of Liberal Arts = 1800 Liberal Arts = 18010 CLA Dean’s Office
Provost = 180 College of Liberal Arts = 1800 Liberal Arts = 18011 CLACEnrcllment 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

4 Provost = 180 College of Liberal Arts = 1800 Liberal Aris = 18015 CLAMarketing & Communications
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The next step is to enter the location. Enter the campus and suggested buildings will populate.

Example:

Organization

Provost = 180 College of Liberal Arts = 1800 Liberal Ars = 18040 CLAPolitical Science =

Frimary Location

main

United States = Pennsylvania = Philadelphia = Main Campus

United States = Pennsylvania = Philadelphia = Main Campus = 1300 Cecil B. Moore

United States = Pennsylvania = Philadelphia = Main Campus = 1700 N Broad Street
4

United States = Pennsylvania = Philadelphia = Main Campus = 1810 Liacouras Walk

United States = Pennsylvania = Philadelphia = Main Campus = 1840 Residence Hall

United States = Pennsylvania = Philadelphia = Main Campus = Alter Hall

United States = Pennsylvania = Fhiladelphia = Main Campus = Anderson Hall

United States = Pennszylvania = Philadelphia = Main Campus = Annenberg Hall

United States > Pennsylvania = Philadelphia > Main Campus > Architecture

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

[more..]

Or

Primary Location

harris =
United States = Pennsylvania = Harrisburg
United States = Pennsylvania = Harrisburg = Harrisburg Campus

United States = Pennsylvania = Harrisburg = Harrisburg Campus = 234 Strawberry Square

The Job Field will populate from your PCN.Do not change what is entered in this field.

Job Field

Students

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

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 ¥ -
=
Save Save and Close Cancel * Show fields required to:
1 g RtjUESE Approval -
Save
1. Requisition Structure Post

Identification u
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 CheckDistribution
1 Name and TUid of Supervisor

The Supervisor field is very important as this field will be imported into Banner and feed other
systems such asthe Org Chart. 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 i
Sl 045 - | i oamimlO® - Director =

12/14/2018 taleohelp@temple.edu 12| Page



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

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

Quick Filters
Code
LR

Diescription x

George L2

Number of Openings

Specify the number of openings you would like for this requisition. The default number is 1 opening,
however, you can type in the number you need. If necessary, you can add some additional spots if
the number of students you are projecting to hire may chan ge. Once you have filled the last open

position, the requisition will close.
Number of Openings

16

Owners

You will be entering the name of the Department Recruiter for your department. This is the person
who will be creating and extending the offer and hiring the employee i n the system. If you have
the correct access, this could be yourself. Otherwise, this should be someone in your department with
Department Recruiter access to Taleo.

You can start typing in the name of the Department Recruiter. Click on the name from the options
given by Taleo.
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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 can also 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
Nodify Add Frequent Collaborators

First Mame Last Mz

NOTE: ALL student requisitions must have Katier Samuel (Student Financial Services) as a
collaborator. She can be added as a Frequent Collaboratorin order to be added during the requisition
creation process (see page 6 for instructions).

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.

2. Process
Candidate Selection Workflow
* Candidate Selection Workllow System assigned -
Adjunct-Student DO NOT TOUCH
Additional 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 schedule, shift, and the Compliance questions.

Profile

Schedule

Part-time

Shift
Day Job
Job End Date

< Populates from PCN ——

Employees Status
Reqular

Complete only if postion has defined end

=8 & date. Otherwise, can be left balnk

* Chemical Right to Know required?

Not Specified -

Answer yes fihe person in s position is required fo have Chamical Right fo Know fraining.

* Working for 2 JCAHO accredited unit?

Not Specified =
Answer yas
Badga

1 i3 required to fava 8 JCAHO compliant Emplayes [0

* Handle Purchasing Cards, Cash, Checks or Credit Cards?
Not Specified hd

Answer e
equivalents, checks, or credif cards. A yes answer resulis in a background chack.

* Unescorted Access to Radicactive Material Required?
Not Specified =
Answ parson in 195 position nesds 3ccess fo areas resin
radioactive material. A yes answer results in a background check.

fad due fo the prasancs of

* Unescorted Access to Radioactive Material Required?
Mot Specified i

e person |

s po: 1 needs access [0 areas resiiicled due fo the presence of

radioa: A yas answer results in a background chack
* Hepatitis B. Vaccination Required?
Not Specified -
Answer) e person in this position fas the pot ! fo be exposad fo blood borme
patfhogans.
* Is this a Campus Safety position?
Not Specified i
Answery ihe e parson in ifis po. i will be Campus Folice or Campus Secu
Answearra a background chack

the parson in this posiion will be issued 2 purchasing card or will handls cash, cash Answer

* Has direct contact or routine interaction with minors 18 years old or younger?
Not Specified v

Minors include high school sfudents who are faking courses at

schiool. Minors exclude 7

ing 118 CAMPUS O mi;

mple wiila enrolfed in High

* ‘Working in clinical setting?
Not Specified =

Answer parson in ihis position will be required 1o iake ad
Firboms pathogens andior Sanclionsd Farsons chacks.

nal training on blood and

* |z this an NIH Funded position?

Not Specified hd

2 parson in ihis position will be required fo have NIH mandaiad Sanctionad
Persons checks.

* Working with Live Animals?
Not Specified =

Answeryes

Fife parson in this position works with five animals.

* Working with Live Animals?

Not Specified >
Answer

the person in thi

* Driving of a Temple owned vehicle required?

Not Specified v
Answeryes ifihe parson in ihis position will ba raguirad to drive Templs ownad vahiclas only. A
yes answear rasulls in 3 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

12/14/2018
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The Compensation section displays the basis of pay for the student workers. All student worker
requisitions should reflect a pay basis of Biweekly at the requisition level.

DO NOT make any changes to this section.

The FLSA section pulls into the requisition from the PCN. This can also be left as is.

Compensation

g Baosi
i

(%]

Iy -

Annualization Factor: 26

DO NOT make changes here

FLSA

Overilge Status
MNon t
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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). All student requisitions must have an accurate job description, even if the job
will not be posted.

4. Job Description

Internal Description | Copy From

Diescription - Intemal

Eswee B RBRBERESV AN B
E; Format ~ | Font [Anal - | Size |small - Tﬁ'%'
JEB 7 U |isis EEQIEE=salma
Questionnaire

This section displaysquestions to be answered by students who are applying to requisitions. The

Eligibility Questions will be utilized on all requisitions. When an applicant has submitted their
application, this section can be opened and answer s
green check mark when completed.

5. Questionnaire

Eligibility Questions

Cluestions Answer Result
1. Do you currenty have ancther student worker job? Yes The Candidate Passes
Mo The Candidate Passes
- Global

= Code: Studenf Worker_Job_ Other
= Type: Single Answer
= \isible by Al Candidafes
2. Do you have work study? Yes I3 The Candidate Passes
No The Candidate Passes
= Gilnbal
« Code: Work_Study
« Type: Single Answer

« \isible by Al Candidates

Additional questions may also be included Click Add 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.
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Job Related Questions

4 add ¥ Remove §f Reorder

ClueaNgn Answer Required/Asset Weight (Ext)
Mo guestigns 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 requisition 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, theDiagnosti cs Tool wil/l read AFil e

? b E

Diagnostic

2 out of 37 requisiticns X
— The following elements apply to the
= [ " = M current language only.

B -
— File ready for saving

~ Request Approval

Banner Home Org
* Post

Banner Home Org

TRAINING TIP7T 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.

(5] = Q@ P o R More Actions =

Requisition ¥ | Alerts | Attachments = Posting and Sourcing  Histc

Edit —

» 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.

T s iy [EMELE I TEMPLE

8 UNIVERSITY

e

Requisition Requisition Requisition

. Student Worker
Adjunct Faculty

Academic Affairs Coordin 16000179
16000243 i

Status Filled
Status Draft Status Open ‘/ Status Detalls NiA

Status Details  N/A Status Details  Posted E{e;.-‘i:uz Sourcing
Status
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Rauting for Approval

If you are a Department Recruiter and have the appropriate authority to approve a requisition, then
you can self-approve a requisition by selecting the Request Approval for the More Actions drop-down
menu. If you are a Hiring Manager, the system will default to your Department Recruiter as the first
approver. If the position is grant funded, then you must add your Research Accounting contact as an
approver.

Administrative Assistant (16000282)

g = q lf’,D Z X More Actions

Save as Open

Requisition * Alerts Aftachments | Postir Repa
Delate
Edit Request Contribution
Put on Hold

o Pravent Posting
Cancel Requisition

+ 1. Requisition Structu. _ feauestappevl

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 b e sent to the Dept Recruiter
to approve the requisition, starting the approval chain.

Message Details
Order Approver Decision Date and Time Comments
From | 1 1

Derie Rvan 1 Tim Wison Pending ¥

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

Afer Approval
Add the approvers to the st of collaborators defined for this requisition

* Assign the next task to = - “

[ Add the approvers to the st of my frequent collaborators

* Comments

son, Tim =

NOTE: If you are the Department Recruiter on the requisition you have created, your name will
appear first in the Request Approval box. Your approval will be given automatically since you created
the requisition.
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Approving a Requisition

After Hiring Manager adds approvers, the Department Recruiter will receive an email requesting

approval.

Through the Taleo dashboard, locatet h e f Tcleasnkl snithe right hand side of the screen and
click on AAppr Cligken thedite toiomen thei ramuisdion. This will allow you to review

the requisition if needed.

el

u Tasks =

Recruiting [ Total
Tasks assigned to me 128 144
All staffing tasks 128 159
Requisitions
To be completed 58 78
Ready for sourcing 57 60
Contribute 1 1
Tasks
,l\ Tasks Candidate Requisition Assignee ] Due Date Priority Status
Approve Requisition 16000431 - Adjunct Faculty  Ryan, Dorie MNormal In progress
Approve Requisition 16000514 - Academic Advisor Ryan, Dorie Normal In progress
Approve Requisition /' 16000503 - Lead Program Ryan, Dorie MNormal In progress

Cick on the More Act i obesidebrdlp pato vtalH &

Academic Advisor (16000514)

Amend Approval Path

Requisition ™ Alerts | cing
Request Contribution

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

R/ Decide on Approval
» 1. Requisiti.. =0 feproval frocess
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Choose AApproveo fr om ntphuet dar ocpo ndmoewint ,meannud c1l i ck fA Do
senttothenext approver, if there is one. The status of
Approvedo until the | ast person in the Ilist has gi\

If you are the last, or only , person in the approval chain, the status of the requisition will update to
AOpen: Approvedo wh e nOncetthe regusifion is opan, you ase alge topesh to
the student career site or match students to the requisition.

Message Details
Order Approver Decision Date and Time Comments
From r - .

Michele O'Connor ! Done Ryan Lpprove ¥

Date Approve
May 16, 2016, 2:08:13 PM Reject

Comments:

laifdlidfiasldfi

For Requisition

Academic Advisor (16000514)

Comments

L_ISend me an email with my decision

After Approval

Assign the next task to

Ryvan, Dorie

@ e
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Posting a Requisition (Optional)

**Note: this is an optional step for Student Workers. If you do not wish to post the job, this can be

skipped and candidates can be matched to the requisition by the Hiring Manager or Department
Recruiter.

Navigate to your open and approved requisition and click on the title to open it. From the gray tabs
across the top of the page, choose Posting and Sourcing.

Student Worker (16001121)

= gt o & More Actions ¥
Requisition * Alerts Attachments | Approvalsy] Posting and Sourcing History Interviews
Edit
Access the tab: Reguisition

» 1. Requisition Structure

Identification

Posting Title Number of Openings
Student Worker 15

Banner Home Crg

Department Descriplion for Offer Letter Banner Check Disfribution
Position Class Grade

STUQO Student Worker STU

Step Job Family

o Student

Once in Posting and Sourcing, locate ServicefCareer Sectionsat the top of the page. Click on the
AModi fyo b wplhhowtitled Pdsting Requisitions will appear with posting options.

{ OUT OT 14 requISmons
= a 'fp ,-j More Actions ¥ =

7= ] - .

Requisition | Aftachments | Approvals | Posting and Sourcing History | Interviews

Services

Career Sections

eq external and internal career sections.

BrSection Visibility Display Type Status Start Date End Date
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Posting Requisitions

Career Section Wisibility Display Type | Sequence | Start Date End Date Posting Status |||
Branding Sandbeox .E\:e'w .F'I'I'.-EIE .1 . Today v | [E . Ongoing v | |[E — L
Internal - Student Intranet Private 11 Today » [a] 90 days later v [E] Unposted L

5 days later b
7 days later ‘ ‘

L_| Postas "Urgent Need™ job

|| Email this job posting to matching candidates (0)

Note: Emails might be sent at a later time, over the next 24 hours, to increase system performance.

@ canesl

In this pop -up box, you will choose which Career Sections on which you want to post the requisition

on Templebs website. You can choose when to post tF
down (End Date). Use the drop down menus to pick from a range of timeframes or use the calendar

icon next to each drop down to pick a specific date.

Student positions can be postedtoan Internal si te only (ABranding Sandboxo
l'ive site). Ensure that the box under APosting St at
ADoned to post the requi si tistwilhheshbownenthe Pastthgand wi | | ¢ |
Sourcing tab to indicate the timeframes you chose for the job posting.

If you wish to only post the job internally, you can uncheck the external options.
If you want to make any changes to the posting dates, you are a ble to go to the Posting and Sourcing

tab in your requisition at any time. The Modify button will be available to you. You can extend or
shorten an end date at any time.

Unposting a Position
To unpost a position and remove it from the job site, you can u se the Modify button to open the

Posting Requisitions window. Uncheck the box on t he
unpost the job.

Posting Requisitions

Careger Section Visilulity Display Type Sequence | Start Date End Date osting Status || |
Branding Sandbox .E\:e'wal -F'ri'.-ete .1 . Today « |[E] . Ongoing « |[E] .— - L
Internal - Student Intranet Private i Oct 20, 2016 Oct 27. 2016 w» [E] Tobeunposted | |

After a job has been unposted, you are able to use the Modify button to repost the job if needed.
Follow the directions as indicated above to post a job to the career site.
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Matching Candidates

Navigate to your approved requisition from your dashboard. On the top, right -hand side of the
screen, you will see a search box.

Dorie Ryan Knowledge Exchange Home Resources « Sign Cut

Advanced Search

ﬁ' earch Canddats Search Gueries
?
14 out of 18 reguisitions
T L] - E 2] y“‘
ﬁ

In this search box, enter the name of the candidate or TUid you are searching for. Click the button
with the magnifying glass to the right, or hit Enter to search for that person.

The name you searched will return results. If there is more than one profile for your can didate, all
names will appear. First, check off the box that appears on the left -hand side of the candidate list for
the candidate you wish to match to your requisition. Then, click the icon of the green figure with a
chain link at the top of the list.

TRAINING TIP- Internal candidates will be shown with a purple house icon. All students
should have an internal symbol.

Quick Search Results
v:? = (?P % ﬁg' ¢ x| é 'i_ More Actions ¥

‘ Internal candidate ‘ = =

|_||®| Candidate | Empioyee ID |/| Submission Completed |i§ |.i ||-|| Last Activit, 1v| Submission Updated Celutar Number Heme FPhone
Ryan, Dorothy (12824) 915312736 v 4[5 Apror, 2016 Mar2, 2016
Ryan, Dorothy (87941) ) W 4 & Mar1,2016 Mar 1, 2016 2152040145
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