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Open a Requisition

Introduction

Getting Started

Opening a
Requisition

Opening a requisition is the first step in the recruiting process. Opening the requisition is
completed from the core HR system in order to populate key position information into the
requisition automatically.

Follow the path to access your People First My Home Page.

Your path is...

People First login page > Landing page > My Team tile > Work Information > Vacancy

Follow the steps below to open a requisition.

Steps
1. Log in to People First.
SOOI PN
SUCCTESS IN FLLORIDA
2.

STAFF ASSISTANT
Dept of Chiddren and Famvies

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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3. Search by employee or position number.

‘ ADMINISTRATIVE ASSISTANT [l - SES
Mansger Employes Dept of Chideen and Famles

T —
{ 50003697

(®) Q [G] Agency | oept of Chkdren and Famies 0 tnactwe

4, Select the navigation menu > Work Information > Vacancy.

G0 4[5 Aty | Owpt of Chideen and Famies [Rvers—

000 ?

PEASONNEL TECHNICIAN T
BYAIYING (600096%7)

5. Select New to create a new entry.
‘ ADMINISTRATIVE ASSISTANT I - SES
Manager Employes Dept of Children and Familes
Manager | My Team / Work Infarmation [ Vacancy

Vacancy
| ) 60009697 PERSONNEL TECHNICLAN Il - STAFFING

Pasition Description End Date

EO0CaEST PERSONNEL TECHNICIAN 111 - STAFFING 01/26/2008 1213115995

0003697 PERSONMEL TECHMICLAN I - STAFFING 122z07 017252018

B0009E9T PERSONNEL TECHNICIAN IH - STAFFING 1212072007 1217 =
Effectie Date | 01/26/2018 End Date | 12/31/95%9

Vacancy Status | Open with Asgessment

6. Change Vacancy Status to Open-Standard.

‘ ADMINISTRATIVE ASSISTANT IIl - SES
Manager Employes Dept of Children and Famikes e’

Manager / My Team / Work Information / Vacancy

) Vacancy
| ) 60009697 PERSONNEL TECHNICIAN Il - STAFFING

¥Effective Date | 02/05/2018 *¥Eng Date | 12/31/9999
#vacancy Statss | .
tant Notes: Once the save butls # regruiting specialist to your requistion,

Open - Sandard

DOpen with Assessment

e ——— 3
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7. Select Save.

. ADMINISTRATIVE ASSISTANT III - SES

Manager Employes Dept of Children and Famiies

Manager [ My Team / Work Information / Vacancy
’ Vacancy
I ) 60009697 PERSONNEL TECHNICIAN 11l - STAFFING

X

*Effective Date  02/05/2018 B *End Date | 12/31/99%%

¥yacancy Status | Open - Standard

Important Notes: Once the save button is selected, People First will assign a recruiting Specialst to your requisition.

Notes:
e Once the vacancy is opened in People First, it is sent over to the

Talent Management system and opens the draft requisition.
e The Service Center will then assign to a Recruiting Specialist.

Once this is assigned, you will receive a system-generated email followed by
an email directly from the Recruiting Specialist within four hours of opening

the requisition.

4
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Assign the Requisition

Introduction Once you have opened the requisition in People First, the Service Center will assign the
requisition to a staffing specialist and send the requisition to the hiring manager for action. Until
this process is completed, the hiring manager will not have access to update the job requisition.

Getting Started Your path to view the status of the requisition is...

People First login page > Landing Page > Talent Management tile > Talent Management
home page > My Resources section > Recruiting tile

Requisitions Awaiting Approval (1)

Waiting for approval from Generic

Recruiter for O days
PERSONNEL TECHNICIAN Ill - STAFFING -
60009697
Assigning the The Service Center will follow the steps below to assign the requisition.
Requisition
Steps
1. Following the hiring manager opening the requisition in People First, the

vacancy is sent to the Talent Management system on the quarter of the hour
(e.g., 1:15, 1:30, 1:45, 2:00). The Service Center will be alerted to assign the
requisition. The Service Center assignment includes the following:

e Assigning the requisition from the Generic Recruiter to a staffing
specialist. Note: The hiring manager will not have access to update the
draft requisition until this step is completed.

e Updating requisition fields: Announcement Type to Open Competitive,
Requested posting dates to the current date, City to the first selection in
the dropdown, Career Posting Category to Other, and Requisition
Salary to “Agency to Update.”

e Sending a four-hour email notice to the hiring manager.

e Sending the requisition to the hiring manager to complete the
requisition.

S ——————— 5
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Complete the Requisition

Introduction When it’s time to complete the requisition, you will receive an automated email (to your work
email address) advising the requisition is ready for your action, a four-hour notice email from
your assigned recruiting specialist and a task in the Recruiting Approvals tile in the To Do
section on your Talent Management home page. Select the task to complete the requisition.

Getting Started Follow the path to access the Talent Management home page.

Your path is...

People First login page > Landing Page > Talent Management tile > Talent Management
home page > To Do section > Recruiting Approvals tile

Completing the Follow the steps below to complete the requisition.
Requisition
Steps
1. Select the Talent Management tile. This will open the Talent Management

home page within the People First system.

Talent Management

2. Select the Recruiting Approvals tile in the To Do section.

Recruiting Approvals

S 1

Approval
Due Anytime
3. Select the Hiring Manager Approval link for the specific requisition you want to
update.
Recruiting Approvals
for Requisition for PERSONNEL TECHNICIAN 11l - STAFFING - 60009697 ;
(18508), FLOL (FLO1), TARYN LEON (Hiring Manager) No Due Date |
Close

@ people first Last updated on November 19, 2018
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4. Review the Job Information section on the Job Requisition Detail page and fill
in or update the necessary fields.

PERSONNEL TECHNICIAN Il - STAFFING - 60009697 (18508)

~ Route Map

Manager

e
Q‘/ﬂ' Requisition sent to Ming ) ° Miring Manager Approval L (3 | Completed

t Stmg

I Open Competitive . I

Requisition ID 18508

Status Pending Approval

Job information

PERSONNEL TECHNICIAN 111 - £ Not Used

60009697

PERSONNEL TECHNICIAN Il - STAFFING

Full Time

United States (US)

F17985

7487 S_ STATE ROAD 121

* City ALACHUA
| [ Florda (US-FL)

* 2IP Code 12083

Baker

I Chideen and Famibes v I

Notes:

= The majority of fields are pre-populated, but there will be some that
require review and updating.

= Be certain to review the annoucement type (pre-populated as open
competitive), location information (critical for vacancy searching),
agency (if a separate agency is needed) and the number of vacancies
(used for dispositioning candidates).

= If the number of vacanices is not known (e.g., rolling requisitions), it is
recommened that you enter a high number.

peoQ{!ﬁﬂﬁrSt Last updated on November 19, 2018
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Review the Compensation Information section on the Job Requisition Detalil
page and fill in or update the necessary fields.

Compensation Infarmation

No Selection hd
Years of Experience No Sebection d
Certifications No Selection h
* Career Posting Category Business and Financial Operations bl
* Requested Posting Date
1110872018
* Requested Closing Date
12/10/2018
Sa Min 5 25,774.06
Sal ¥ % 7525891
* Requisition Salary I $45,000 I
Notes:

= The Career Posting Category will need to be selected and will
populate the job vacancy in the selected category when candidates
are searching for job vacancies.

= The Requested Posting and Closing Dates are required fields and will
need to be completed with the anticipated vacancy dates.

= The Requisition Salary is required and will be included in the vacancy
posting; salary min and max will not be included in the vacancy
posting.

= The requisition salary is a free-form field allowing for OPS hourly rate,
specific biweekly/monthly/annual amount, annual amount or ranges.

The Roles section on the Job Requisition Detail page identifies the
requisition’s participants.

Roles
| Hiring Manager TARYN LEON Find User...
" Staffing Specialist Generic Recruter
- Agency HR Representative DCF HRUser
Stafling Specialist Team
lAddtional Team Members Manage Addional Users
Restore admin defaul
Re-apply personal preferences
Notes:

= The user who created the requisition is identified as the Hiring
Manager.

= If you need to change the hiring manager during the first step of the
approval process, you will have to move the requisition form back to

FLORIDA DEPARTMENT OF MANAGEMENT SERVICES
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the staffing specialist or forward to the next approver, and then move
back to the hiring manager approval step for the new hiring manager
to have access to the requisition and for the former hiring manager to
lose access.

o To move the requisition form back to the recruiter: Update the
Hiring Manager field > Enter a note in the Hiring Manager
Comments field indicating that you have updated the Hiring
Manager field and need the requisition to be sent to the new
hiring manager > Select the Send to Previous Step button to
route the form back to the staffing specialist. The staffing
specialist will send the requisition to the new hiring manager,
which will trigger an automated email and task in the To Do
tile for the new hiring manager.

o To move the requisition form forward to the next approver:
Update the Hiring Manager field > Select the Add Approver
button > Complete the necessary fields to add the approver >
Proxy as the approver > Select the approval task > within the
requisition, select the Send to Previous Step button. The new
hiring manager will receive an automated email and task in
the To Do tile.

= The Staffing Specialist will be the designated Service Center
specialist assigned to assist with the requisition.

= The agency HR representative will be assigned to the agency HR
role so that HR users (A, H and X security role code users) will
have agency access to view requisition information.

= The Additional Team Members field may be updated to include
others who need access to review the requisition/candidate
information.

7. Select Update to create the Requisition Job Description in the Requisition
Posting Information section.

Requirition Paing Informaticn

Notes:
= The Not Used button should be ignored, as this is not applicable.

= A standard header and footer is included in all requisitions that
includes the following information:

o Requisition Number

o Agency

o Working Title

o Position Number

o Salary

o Posting Closing Date (Requested Closing Date)

o Equal Opportunity, ADA accommodation, Veterans’
Preference (Note: Veterans’ Preference language is only
included for civil service positions.) and drug free workplace
language

ﬁ people first Last updated on November 19, 2018
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8. Enter the job description.

Requisition Posting Information

= bBEliE=s=® | %

-8B 5 U EEF A B N-

Notes:

= The description information section will not contain any pre-populated
information.

= This section is free form, and text may be copied from other programs
such as Word and pasted here. It is recommended that you copy from
Notepad or Wordpad.

= Do not start the section with an image.

= Do all formatting (bullets, bold, underline, etc.) within the job
description field after you paste the information from other programs.

= To avoid adding blank rows within the job description, only press
“Enter” once at the end of a paragraph or section. Selecting “Enter”
once when editing the draft requisition will result in a blank row once
the requisition is posted for candidates. The blank rows will not show
on the job posting preview but will show on the actual job posting. If
you select enter more than once there will be an undesired gap
between the paragraphs.

= The information entered here is posted for candidates to see when
reviewing the job vacancy.

9. If you require that candidates complete qualifying questions when they apply,
select the Add more questions link. Otherwise, move to step 15.

Regquired Diigualifiee  Seors  Weight  Astians

10. To view an existing qualifying question saved to your qualifying question
library (discussed later in the Preferences section) select Search; enter a key
word; then select Go.

| Questicns Required  Disqualifier  Soors  Waight  Actions

) Add mone questions

S 10
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Or to view an existing qualifying question by subject, select Browse, select the
plus sign beside the My Saved Questions link and the select the checkbox for
the question(s) to be added; then select Add.

Note:

= If questions should be added in a specific order, select the first
question, select Add; select the second question, select Add; continue
the process for each question in the desired order.

11. To create a new qualifying question from scratch, select Create.

Questions Required Disquafier Score Weight Actions

Add more questions

12. Enter your question in the text box.
Questions. Required Disqualitier Score Weight Actions
A n 3
Do you have prior personnel experience™
Ane Edt Answ
Create
Requred Score. 00
13. Once you type your question, the Answer Format section will appear. Select

Edit Answer and select the answer format for the question.

Quertions Required  Dhsqualifier Score  Weight  Actions

D0 you Nave price personnel experience?

Format
¢ Choose

Creats

Roquired Score. 00

Notes: There are four answer formats to choose from.

= If your answer format is Multiple Choice: Enter your first multiple choice
answer in the Answer Range field; select the Add another answer link;
enter your second multiple choice answer in the Answer Range field

@ peOQIeﬁrSt Last updated on November 19, 2018




(repeat step for each multiple choice answer); and select the correct
answer in the Correct answer field.

Answer Edit Answer
Format:

Answer Format: Multiple Choice v |

Answer Range: Add another answer

Correct answer:

Yes/no and true/false questions will need to be created in multiple
choice format.

If your answer format is Rating Scales: Select the appropriate
o Answer Range and the Desired answer.

Answer Edit Answer

Format:
Answer Format: | Rating Scales ~r |
Answer Range: Client Rating Scale ~

> Show scale details

Desired answer: 1—Not Qualified N~

or @ higher © lower

Answer Range should be used only if previously established in the
hiring manager’s preference section.

If your answer format is Numeric: Select the appropriate Answer
Range and the Desired answer.

Answer Edit Answer
Format:
Answer Range: Any Positive Number

Desired answer: 0.0

If your answer format is Free Text: Enter the maximum number of
characters allowed in the Answer Range field. This will limit the
number of characters the candidate has when answering the question.

or © higher @ lower

Answer Edit Answer

Format:
Answer Format: Eree Text ~
Answer Range: 200

Maximum number of characters allowed

14. Select the Create button.

’ peogleﬁrst Last updated on November 19, 2018




Questions Required Disqualifier Scors Weight  Actions

D0 you heve prior parsonnel experience?

Muitiple Choce
Yes

No

Required Score: 00

15. After creating the qualifying questions, finish the process by notating questions
as required and score; if the question contains a nhon-negotiable job
requirement (e.g., position requires a certain degree, certification or license),
then select disqualifier question.

Questions Required Disqualifier Score Weight

Do you have prior personnel experience? Multiple Choice v | 0

® Add more questions

Notes:

. - Qualifying questions must be indicated as “Required” in
order to force candidates to respond.

- - If qualifying questions are designated as disqualifier

guestions, candidates will immediately be dispositioned after applying
if the question is not answered correctly. Disqualifier questions must
be used only if the question is truly required for the vacancy.

" - Qualifying questions must be indicated as “Score” in order
to create a percentage correct (free text questions cannot be scored).

] m - Additionally, in order to create a score, you must assign a
“Weight” to the qualifying question(s). The total weight for all scored
questions should equal 100. For example, if there are three qualifying
questions, their weights could equal 33, 33 and 34. Weight does not
apply to free text questions.

« Required Score: |f you want to automatically disqualify candidates
who do not receive a certain score when answering the qualifying
questions, you can indicate the minimum score you desire in the
Required Score field. The “Required Score” should always be less
than your total “Weight.”

S ——————— 13
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16.

Add any additional approvers who need to review the requisition by selecting
the Add Approver button.

Important Note: If you are adding an approver, you must do so before
selecting the “Send to Next Approver” button. Once the requisition is
sent to the Next Approver, the system will not allow you to add an
approver. If you fail to add an approver and you select “Send to Next
Approver” you will not be able to add any approvers to the requisition.

Saveand Close  Close Without Saving

17.

You have a number of different options for locating approvers. After entering
your filter information, select the Search Users button.

Filered by: Al Departraents Cumom Selacy >x Al Locasions

MG -

Last Mame and
Log 1D

wg v« [ ]

‘Cancel & Rewm m Fom

18.

Select the appropriate approver in the results section.

n SHER PINKERTON (00163581 DCF - Childoen and Famiies. (5000 030001 AN000NH000 DCF - Children and Families: (5000)

Coouie Aogber || daici Selecied || Cancel & R m Fomy

Notes: You have three options:

Rewuits

Kame Agency Organizaton Code Locatiea
&  SHER PINKERTON (00253581 DCF - Chilchen and Families (5000} HIN0L00TOL EDN00000 DICF - Children and Famiies (5000)

|MM Fedil Selecies wam-nnml

= Choose Another — Select after each selection to add additional
approvers.

= Add Selected — Select when you are done adding all of your
approvers.

= Cancel & Return to Form — Select to cancel and return to form without
adding any approvers.

19.

Once all approvers have been added, select the Save Changes button.

TR I ke 1 R B L il PO e L (et o 1K S ERMAER, yous SR LIS s Jiletints

SHER PIKKERTON [D0183581) BOBCHI100700 L S0000000000 DCF - Chikgren and Famities. {#000) DCF - Crileen and Famities (5000 x

Aod Maee || Save (harges || Carcel b Retum o Form

FLORIDA DEPARTMENT OF MANAGEMENT SERVICES
p F)W

e serve those who serve Florida
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Notes:
= [If additional approvers need to be included, select Add More.
= Approvers will be assigned in the order entered.

= Before selecting Save Changes, you may delete or change the order
of approval at this point by selecting the Action button for the desired
approver.

20.

Once you have added all the necessary approvers, select OK to save your
changes. Once you complete this step, approvers cannot be removed.
Approvers will approve the requisition in the order entered and cannot be
automatically skipped or removed.

i o Sure you wank o save pour changes? Yeu cantundo your seledions.

= [

21.

Notice that the selected approver now appears in the requisition approval
route map at the top of the page.

~ Route Map

( IQ Requisition sent to Hiring

| gri | " m :
on s [ L — @ covns
{ Next Step

22.

Once you complete all applicable updates, select the Send to Next Approver
button.

Save and Close Close Without Saving ® Add Approver =* Send to Next Approver % Send to Previous Step

23.

To confirm, select Send to Next approver.

~ Route Map

]'lo ::kuﬂ;mwlmma (Y — ° Hiring Manager Approval (1 3 sHER PaxeRTON [T _ (4 Completes

Send to Next Approver

Forward Form 1o SHER PINKERTON

Cancel & Return to Form

= If you added an approver, the form will be sent to the next approver. If
you did not add an approver, the form will be sent to the Service
Center for validation and posting.

= Add your human resource approver (even if the HR person is the
hiring manager) as the last approver to ensure HR is the last review
before the requisition is sent back to the Service Center for posting.

FLORIDA DEPARTMENT OF MANAGEMENT SERVICES
p pw

e serve those who serve Florida
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24. The Recruiting Approvals tile will be updated or removed in the To Do section.

Note: If you added an approver, selecting the Recruiting tile in the My
Resources section, then the applicable requisition will show the requisition’s

status.

Waiting for approval from SHER
PINKERTOM for O days

Requisitions Awating Approval (1)

PERSONMNEL TECHMICIAN Il - STAFFING -
0009697

25. Note: Each approver will receive both an email to his or her work email and a
task in the Recruiting Approvals tile in the To Do section. Approvers will
perform the below steps:

Select the Recruiting Approvals tile in the To Do section.

Recruiting Approvals

S 1

Approval
Due Anytime

Select the link for the applicable requisition.

SHER PINKERTOMN

'or Requisition for PERSONNEL TECHNICIAN 11l - STAFFING - 60009697
(18508}, FLOL (FLO1), TARYN LEON (Hiring Manager) Mo Due Date

Review the Job Requisition and complete any appropriate updates.

~ Route Map

Assessment i {77 Completed 71

19 Requistion sentto Hiring i Requisiton sentto [ SHER PINKERTON [ B Complstsd
Manager e approver e —_ P

£ Next Step
& NotUsed & External Posting Preview

* Announcement Type

Open Competitive ~
Requisition ID 18508
Status Pending Approval
Job Information
* Requisition Job Title PERSONNEL TECHNICIAN Ill - € | Mot Used

Select Send to Next Step or Send to Previous Step.

Save and Close Close Without Saving ® Add Approver = Send to Next Step € Send to Previous Step

To confirm, select Send to Next Step again (or Send to Previous Step if
sending to the previous step).

peoQ{!ﬁaﬁrSt Last updated on November 19, 2018
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~ Route Map

0 Requisison sent 1o Hiing € Requaition et 1o
(1 Mansge L — 27 U — ° SHER PINKERTON | 4 Completed
Send to Next Step
e,
R Cancel & Return to Form

The Recruiting Approvals tile will be updated or removed in the To Do section.

peog,lﬁ f jrSt Last updated on November 19, 2018
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Post the Requisition

Introduction Once the approval process for the requisition is complete, the Service Center staffing specialist
will conduct a final review prior to posting the requisition.

Follow the path to view the status of the requisition.

Getting Started
Your path to view the status of the requisition is...

People First login page > Landing Page > Talent Management tile > Talent Management
home page > My Resources section > Recruiting tile

Posting the The Service Center will follow the steps below prior to posting the requisition.
Requisition
Steps
1. Following final approval, the Service Center will review the requisition prior to

posting. The Service Center review includes the following:
= Ensuring the standard header and footer are applied.

= Reviewing the qualifying questions to ensure that there are no mistakes
and that each is marked as “Required” and “Score.”

= Ensuring the requested posting dates are still accurate.

= Posting the requisition.

@ people first Last updated on November 19, 2018
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Review the Candidates

Introduction Once candidates begin applying for your vacancy, you can begin reviewing their submitted
information.
Getting Started Follow the path to review the candidates.

Your path is...

People First login page> Landing Page > Talent Management tile > Talent Management
home page > My Resources section > Recruiting tile

. Follow the steps below to review the candidates.
Reviewing the

Candidates Steps
1 Select the Recruiting tile in the My Resources section.
Recruiting
£ 0
Requisitions
Awaiting Approval
2. Select the number link in the Candidates column for the applicable requisition
on the Job Requisitions page.
Job Requisitions & 1
fetn ot pae 10 Pagel 1 jolt
Requisition 10 Hiring Manager Due Candidates Progrens Updatad Age(Days)
PERSONMEL TECHNICIAN TAFFING - 50009497 (% 18n08 TARYN LEON (35 11032018 1122018
3. The Talent Pipeline allows you to categorize candidates easily. Some may be
categorized automatically when applying. For example, if you use a disqualifier
question(s) and the candidate’s answer does not match the required answer, he
or she will automatically be placed in the Automatic Disqualified status category.
v Talent Pipeline 2 view acwve candicates (1) & View all cancidates (1)
0 Selecind  Action o Dkig 7 Fillai O Highlight Candidate 1]
B Marms Hewr Staius T Candidaie Type
ems. par page 10~ Page| 1 |ofi

S ——————— 19
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Notes:

= Moving candidates to the following categories will trigger disposition
emails:

o Any candidate who is automatically disqualified as a result of
qualifying questions or not meeting the Required Score will
automatically be dispositioned as soon as they apply. No additional
disposition emails will be sent to this candidate unless manually
triggered by the agency.

o Once the number of vacancies matches the number of candidates
hired, the remaining candidates will automatically be dispositioned
by the system (unless they are in the Automatic Disqualified
category or have been placed in the Reject — No Email category).

o When a candidate is moved to the status category of Reject —
Email, he or she will automatically be dispositioned by the system.

o When a candidate is moved to the status of Requisition Closed, he
or she will automatically be dispositioned by the system.

o If having the requisition cancelled, move all candidates Requisition
Cancelled status prior to requesting the service center to change
the status of the requisition to canceled.

= Moving candidates to the status category of Reject — No Email will
prevent them from receiving a disposition email (e.g., candidates who
were interviewed and not offered the position, but the agency would like
to send a personal notice to). Moving candidates to any other category
status will not generate a disposition email until the number of
vacancies matches the number of candidates placed in the hired

category.
4, To view an individual candidate, select his or her name in the list of candidates.
O%elecied  Adtion v | ® 1 Highight Candidate ]
W Nams New Status Candidata Typs
= =+ Hew [
fiems par page 10~ Page| 1 ol
5. Review the candidate’s details.
Trae Test (Ecer
DiiBs0) £37-1231 & raeiestzT @oma a £ Resume B8 View Feobie
0 Sabisctad Action
W Mp»!llm s Commants

S COMEs PN

TN User Prople Frst

Notes:
= You have the option to toggle to the resume or back to the application.

= To review the resume, select Resume.

= To return to the application, select Application.

@ people first Last updated on November 19, 2018
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= The application includes any attachments from the candidate’s profile,
along with answers provided to qualifying questions.

6. Take action.

To move the candidate to a different status category, select Move Candidate.
< |
S R o i
b Resed Traioin x Course Work

v Keowledge. Sklis and Abdees

wmsperpage |10+ | < page[]ott v P jon | Move Caridce
s

Note: To remove a candidate from consideration, select the Close From
Consideration. This feature will highlight the candidate’s name in the Candidate
Grid and decrease the View Active Candidate’s count.

Select the candidate’s new status.
Candidates

Trae Test Select status to move candidate(s) to:

- Select - v ‘
soec
New
Review
1st interview
2nd Interview
offer
Ready to Hire
Hired
Reject - No Email
Reject - email

Requisition Cancelled

Cancel Apply Updates

Enter any optional comment (which will be included on the candidate’s
submission) and select Apply Updates.

Candidates

Trasm Test Select status to move candidate(s) toc

Review w

Please comment on the status changs (opticnal)

The candidate will be moved to the selected category.
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~ Talent Pipeline & View active candidates (1) & View all candidates (1)

Fcrwarded Inv\techApply New Rewew lsllnlervlew zmmtemew Offer Readymles Reject - NnEman Reject - email

Candidates : View active candidates (1)

0Selected Action ~ @ Display Options T Filter Options Highlight Candidate |:| [x]
W Name New Status T Candidate Type

0 = QTaeTest Review External

Items per page = 10 v k< Page of1 > »l

Note: You also have the option of moving an individual candidate to a different
category by clicking the = icon and dragging him or her to a new category.

7. To take bulk actions on a candidate, select the appropriate candidates by
placing a checkmark next to their names and then choosing your selection from
the action menu.

w Talent Pipeline B View active candidates (1) 2 View all candidates (1)

1Selected  Action & Displary Options 7 Fiter Option: Highlight Cancidate [

Candidate Typs

Nems per page 10 b W £ Page: 1 :ﬂII > o
Select the Action dropdown, then select your action.

Twnrt Ppwirn 2 Vee st ssmmes (1 2

s Conase o

= Notes:

= Bulk actions include print preview and bulk printing.
=  Print preview can be used to view the candidates’ profile/application.

= When bulk printing, the candidates’ profiles, which include their
resumes, cover letters, applications and qualifying questions, will be
included. Bulk printing is limited to 50 candidates at one time. If your
requisition includes more than 50 candidates, change the candidate
view to 50 per page prior to bulk printing. Select the check all box to
select the first 50 candidates to print. Repeat the print step for the
remaining pages.

= Attachments are not included in the bulk printing functionality. The
number of attachments will be displayed in each profile, but if printing
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the attachments, the attachments must be printed separately for each
candidate.

When bulk printing, ensure that your print settings are correct by:
Selecting Print Preview > Print > Preferences > Ensure My Tab is set to:
Portrait, Original Size=8 % x 11 > Quality > Resolution=600 dpi. Also,
open the internet browser, Select the wheel icon > Print > Page setup >
Ensure that your Page Setup is set to: 8 1/2x11, Portrait and Enable
Shrink-to-Fit.
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Close the Requisition

Introduction Once the candidate accepts your employment offer, the last step is to indicate the hired

candidate. Once you indicate the hired candidate, all other candidates, unless they are in an
Automatic Disqualified category or have been placed in another disposition category (Reject —
No Email, Reject — Email, Requisition Cancelled, Automatic Disqualified, Requisition Closed)
will be dispositioned automatically.

Getting Started Follow the path to close out the requisition.

Your path is...

People First login page> Landing Page >Talent Management tile > Talent Management
home page > My Resources section > Recruiting tile> Candidates > Number

Follow the steps below to close out the requisition.

Closing out the
Requisition Steps

1. To indicate the hired candidate, place a checkmark next to the candidate’s
name.

~ Talent Pipeling B View active candidates (1) 2 View all candidates (1)

15eected  Action Highlight CandSdate o

Candidate Type

Mems per page 10~ o< Page| 1l
=

Select the Action dropdown and then select Move Candidate.

Tosert Pgeire = ve w e o— = v ol DGy

r s

e po sal

Select Apply Updates.
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Candidates

Trae Test Select status to move candidate(s) to:

Hired A

FPlease comment on the status change (optional):

Cancel Apply Updates

Note: You also have the option of moving an individual candidate to a Hired
category by clicking the = icon and dragging the candidate to that category.

2. A warning message will appear indicating that the requisition will be closed and
that there will not be any openings for other candidates. Select OK.

When you complete this action there will be no openings remaining on this requisition and the requisition will be closed. Do you want
lo proceed?

[ Cancel ]

Note: This message is presented only when the number of vacancies notated in
the requisition details matches the number of hired candidates. If the number of
vacancies needs to be updated, ask your assigned staffing specialist for
assistance.

3. The Progress column shows as completed.

Job Requisitions & ‘
\
|

Devn perpege 10~ Pagel 1 |of 1

_ S L T T r—— PELod 7 Pt Optes

Requisition 10 T Hinng Manager Age(Days)

= 2

The Requisition status is updated to filled.

3]
m >

PERSONNEL TECHNICIAN IIl - STAFFING - 60009697 (18508) B @
JOB REQUISITION DETAIL CANDIDATES (1) MARKET JOB

@ NotUsed P Exteen

ting Preview

2 Type Open Compeitive

Requisition 10 18508

Filled
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Create Preferences

Introduction

Getting Started

Creating a Library
of Qualifying
Questions

The hiring site allows each individual hiring manager to create personal preferences that can
be applied to each requisition, including a library of qualifying questions as well as a
requisition recruiting team (team members). These preferences can be applied to each
requisition that the hiring manger creates.

Follow the path to create requisition preferences.

Your path is...

People First login pages > Landing Page > Talent Management tile > Talent Management
home page > My Resources section > Recruiting tile > Preferences

Follow the steps below to create requisition preferences.

Steps
1. From the My Saved Questions section, select Show create section. Enter the
question, answer format and correct answer you wish to save; then select the
Add button and then the Save button.
3 Preferences
My Saved Questions
o mar yoars o Pl s 5 7o R
e [0
S
—— [corme_v]
Closa
Add
EXS coen
2. After adding questions to the preferences, the creator can retrieve them from the

search or browse options in the Questions section of the requisition details.

Questions Questions

= Add more questions

Search Browse Create
—ipeaddisanakaetsiions to add to this job requisition.

Keywords: h,rears | =5

Search Results:

[THow ma ny years of accounting experience do you have?

Add

Note: Preferences are for individual use only and cannot be set or shared at an
agency level.

;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;
I Iw
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Creating a My
Recruiting Team
Preference

From the My Recruiting Team Preferences screen, enter the name of each team

member you would like to include on your recruiting team; then select the Save
button.

Changes pending. You must save your changes in ceder 10 keep them ~
My Recruiting Team Preferences v Y

NY SAVED QUESTIONS MY SAVED RATING SCALES MY DISPLAY PREFERENCES

[This is where you set your users that you want 10 SUIo-POPANEE On 1O FeqUIKIons where you are listed as an owner. Your personal preferences will only be sppled on requisitions whers you have

Pparmission to change the membership of the 10am. Your administraor may hive Initod who can be selectad in cortain fields. If you do ot find the user you a%e searching for, ploase Contact your
bdmicvstrator.

Select Requisition Template

Add thewe users by default 10 the Recruting Team fields on the tequisiion when | have the following role
_ o e

Job Requastion aith Assessmert vendor v Additionsl Team Members
Admin-selected Users: Nore

Admin-selocted Groups: Vone

Detauit Operator TARYN LEON

Addtional Users Isnw PINKERTON, I

~ Staffing Specialist Team
Admin-selected Users:  Generic Recruiter, Rebeca Urquits, Joseph Bive, JaVonda Galnes,

Kathisen Nye, Mark Alers, Lionel Lecnard, Kendra McCoy, Craig Davis
Admin-selocted Grovps: VO™
Detauit Operator

Acditonsl Users

cocs. 2] |

After the preferences team has been added, they can be retrieved by the hiring
manager by selecting the Re-apply personal preference option. It will be notated

that your team member preference was added above the field where additional
team members can be added.

Additional Team Members

I Personal Preference Auto-Populated Groups: Hiring Manager TARYN lEC—'.‘s‘.:—';'w.I

) | Restare admin defaulyf
Manage Addiional Users

Re-apply personal preferences

Note: Preferences are for individual use only and cannot be set or shared at an

agency level.
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Appendix The following are descriptions of various items included in the Recruiting module.

People First logo appears in the header of each screen and,
@ pe()p|e first if selected, returns you to the home page.

Home button appears in the header of each screen and, if
selected, returns you to the home page.

Home navigation dropdown menu appears in the header of
each screen and takes you to the various Performance &

Talent Management modules that you can access.

Search field allows Non-HR users to search for actions or
Q, Search for actions or people people by entering an action keyword such as “reports” or an

employee’s name. HR users are able to search for all active
employees agency-wide.

To Do alerts appear in the global page header and indicate
the number of outstanding talent management tasks assigned
to you.

Selecting the To Do alerts, allows you to access your To Do
items without being on the home page. To expand the item,
select the desired To Do.

To Do
Review Performance 3
Reviews
Due Anytime
Recruiting Approvals 1
Approval
Due Anytime

Account navigation dropdown menu appears in the header
of each screen and displays your name (or the name of the
logged-in user). Selecting the dropdown menu allows you to
access the following:

TARYN LEON (00901202) *  Proxy — Assign or become a proxy, if permitted

= Options — Assign or become a proxy and activate a
mobile device

= Show version information — View software version

= Log Out — Exits the system

Job Requisitions link appears in the header of the the
Job Requisitions Recruiting module screen and allows you to view your
requisitions.
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Preferences link appears in the header of the Recruiting
Preferences module screen and allows you to view your saved qualifying
questions.

Talent Pipeline identifies where all of the candidates are in

- Talent Pipeline -
the recruiting process.
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