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Recruitment Checklist
Information for Hiring Managers & HR Administrators

RECRUITMENT TASK COMPLETE?

Pre Recruitment Planning (PRP) (Pre-Recruitment Planning (PRP) (pdf))

HIRING MANAGER - Create New Job Opening in VTHR:
O Enter Business Unit, Job Family, and Position Number.
O Enter Hiring Team:
O Recruiter (indicate primary)
O Hiring Manager
U DHR Administrator
O Enter additional details on Posting Description tab.
O Click Save & Submit. Once submitted, workflow sends the job

opening to the Appointing Authority for approval.
Job Opening Quick Reference (pdf)

HR ADMINISTRATOR — Build Job Posting
QO Click on Posting Information tab. Click on existing Posting
Description or click Add Posting Description.
O Follow UPK and Job Opening & Posting Descriptions Guide
O Click Approve on Approval tab. (Only the HR Administrator identified
as the approver in the approval path is the one who clicks the
“Approve” button. Do NOT click All Approve from the dropdown
menu.)
HIRING MANAGER AND HR ADMINISTRATOR
Receive routed Candidate List from Recruitment Services
(A list will be sent by e-mail shortly after deadline/10 business days.
DO NOT pursue candidates until you receive a Candidate List and confirm
the applicant is on the Candidate List!)

HIRING MANAGER - Schedule Interviews. Indicate candidates selected for
interview in VTHR through “Manage Interviews” feature.

HIRING MANAGER - After interviewing candidate, use “Manager
Interviews” feature to change interview status to “Completed.”
HIRING MANAGER - Check references for top candidates.

HIRING MANAGER - Collect interview evaluation materials. Save according
to DHR and Department policy. Key Recruitment Policies & Guidelines (pdf)



http://humanresources.vermont.gov/sites/dhr/files/Documents/Online%20Resource%20Center/Recruitment/DHR-Pre-Recruitment_Planning_%28PRP%29.pdf
http://humanresources.vermont.gov/sites/dhr/files/Documents/Online%20Resource%20Center/Recruitment/Job%20Opening%20Quick%20Reference.pdf
http://humanresources.vermont.gov/sites/dhr/files/Documents/Online%20Resource%20Center/Recruitment/DHR-Key_Recruitment_Policies_and_Guidelines.pdf

HIRING MANAGER - Request/ensure top candidate(s) complete Tax
Compliance Affidavit. (Required for external candidates only.)

HIRING MANAGER - Forward selected applicant to Field HR Administrator
and Recruiter using Forward Applicant action.

o Indicate desired start date.

o Field HR will create and send the written offer.
Note: Candidate must log into system to accept the job offer.
Hiring Managers can assist by ensuring candidates understand and know
how to accept in the VTHR system. How to Accept a Job Offer (pdf)

HR ADMINISTRATOR — Manage Checklist & Add Applicant Social Security #

HR ADMINISTRATOR — Prepare Job Offer



http://humanresources.vermont.gov/sites/dhr/files/Documents/Online%20Resource%20Center/Recruitment/How%20to%20accept%20a%20job%20offer.pdf

VTHR Recruitment Roles and Hiring Teams
General Recruitment Information

HIRING MANAGER SECURITY ROLE SUMMARY

From the start of the ERP Expansion Project, we have developed the system and our business
process to give hiring mangers more access and control over their job openings and applicant
information.

We encourage all hiring managers to embrace the features and responsibilities associated to
the hiring manager role. If a hiring manager does not want to manage their recruitment in
the system, they can assign someone else to be the hiring manager proxy.

If a hiring manager or a proxy is on extended absence, the hiring manager responsibility can
be managed by someone else in the department with the hiring manager security role. This
individual should be added to the Interested Parties section of the Hiring Team page, which
can be done by the original hiring manager, Recruitment Services or an HR Administrator.

If a hiring manager discovers that they need the hiring manager security role or is looking to
assign a proxy, they should contact Recruitment via email at DHR.Recruitment @state.vt.us.
Please include the subject line “Recruitment Security Request.” Users should also include their
Employee ID (and proxy’s Employee ID if it is a proxy request ) in the e-mail.

Hiring Manager Recruitment Responsibilities in VTHR

e Create Job Opening
o Select Business Unit, Job Family, and Position Number
o Confirm Job Opening Details
o Enter Hiring Team information
o Enter Notes in Posting Information
e Manage Interviews
o Document scheduled interviews in VTHR
e Forward Applicant
o Use system to communicate final decision to DHR Field
e Send rejection letters
o Template letters can easily be sent via-email
o Two versions: interviewed, not interviewed




APPROVING AUTHORITY SECURITY ROLE SUMMARY

When a hiring manager initiates a job opening in VTHR, it goes to the approving authority for
approval. The approving authority will receive an e-mail indicating a job is waiting for
approval. They must then log into VTHR to view the job opening information and approve
that it is ok to recruit for the vacancy. Remember, the approving authority is verifying that it
is okay to fill a vacancy — they are not approving the actually job posting.

Currently, most approving authorities are at the Commissioner or Deputy Commissioner
level. Approving authorities who wish to assign this responsibility to a proxy must sign a
waiver indicating who will be handing the approval responsibility in their place. At this time,
this waiver should be submitted to the DHR Commissioner’s Office, and an e-mail should be
sent to Recruitment (DHR.Recruitment@state.vt.us) A specific business process will be

determined in the near future.

DELEGATION OF APPROVAL

If an individual in the job opening approval path (Approving Authority, HR Administrator, or
Recruiter) will be unavailable to approve job openings, they can assign a temporary delegate.
Most often, this will be due to vacations and other short-term absences. The delegate will
receive all workflow e-mail and be able to approve job openings during the specified time
period. To learn how to delegate approvals, please refer to the UPK tutorial: Recruitment-
Submit Delegate Request.

HIRING TEAM IN VTHR

In VTHR, “Hiring Team” refers to a tab/section in the job opening details. Individuals
identified on this page will have access to the job opening. Only individuals with proper
security access can be identified on this page. There are four types of “members” on the
Hiring Team. Each must be added manually:

1. Recruiter
a. Click “Add Recruiter Team”. Select the checkbox to indicate “Primary”
recruiter. The primary recruiter will receive workflow e-mail, but the entire
recruitment team can access the job.
2. Hiring Manager
a. The hiring manager must enter their name in this section. If a proxy is
initiating the job opening, the proxy must enter the name of the actual hiring
manager.
b. There should only be ONE hiring manager per job opening.
c. SOV will not utilize “Hiring Manager Teams.”


mailto:DHR.Recruitment@state.vt.us

3. Interview Team

a. If supervisors, managers, or other individuals who already have general hiring
manager security access wish to have access to the posting, they can be
added to the Interview Team. They will then be able to access the job opening
and applicants. If an individual does not have the hiring manager security role,
they cannot be added to this section.

4. When it comes to sharing applications and resumes, hiring managers may need to
share “the old fashioned way” by printing or e-mailing documents to other member
of the interview team. We will NOT be giving individuals on the interview panel hiring
manager security access for the sole purpose of viewing applicant information.

5. Interested Parties

a. Field HR Administrator(s) who need access to the job opening. More than one
HR Administration can be listed, but only one will be considered the
“approver” in the workflow. The “approver” is identified in the approval path
on the Approvals tab.

b. If supervisors, managers, or other individuals who already have the hiring
manager security role wish to have access to the posting, they can be added
to Interested Parties. They will not receive e-mail workflow —they are simply
able to search for and access the job opening and applicants.

Bottom Line Regarding Hiring Team: It is the combination of having the hiring manager

security role AND being identified on the Hiring Team page that gives an individual access to
the job opening.



Applicant Guide

Applicant Guide (pdf)

Part 1: Create Username and Password

1. Click Register Here.

Home |

Favo'rtes i Ma\n'Menu > Careers

2 New Window ‘_;) Help BEHm
Careers

Enter your user name and password to login. If you have not yet registered, Register Here.

asic Job Search
User Name:
Password:

Keywords: ‘
Posted: LastMonth v

| Search |Advanced Search Search Tips | Login | |oginHelp Register Now

Latest Job Postings

There are no latest job postings.

Apply Without Selecting Job

Additional resources for applicants
are posted on our website,
WWWw.careers.vermont.gov

including:

Important Tips & FAQ (pdf)

Login Issues / Spinning Wheel (pdf)

2. Create a unique username and password. Read the Terms & Agreements and click /
Agree. Be sure to remember your username and password — you will need them in

the future!

“avorites - Main Menu > Careers

& Newwindow (D Help 5 htp

Register

Enter your new user name and password.

Enter Registration Information

*User Name:

[pepperpotis

‘ *Password: ‘

*Confirm Password: |

Terms and Agreements

To create and use a Careers Home Page Account, Users mustfirst read and agree to the
described terms. Please read the following:

When you select "l Agree,” you accept the terms for creating and using a Careers Home
Page Account. This will allow you to create your account

Ifyou do not agree, please use the link "Return to Previous Page.” You will not be able to
create a Careers Home Page Account.

TERMS FOR CREATING AND USING A CAREERS HOME PAGE ACCOUNT

The User understands and agrees that all personal information, applications,
attachments and draft applications will be stored within the State of Vermont's system.

The User agrees that all personal information, applications, attachments and draft
applications the User creates will be used by the State of Vermont for recruitment
purposes. User further understands the State considers the described information to be
confidential, and does notintendto disclose it. The State of Vermont may produce the
information when required by law, judicial authority, other valid autharity, or when the State
believes it reasonably necessary.

The User agrees Useris an adult and has |egal standing to accept the described terms.
[#l1Agree

| Register Return to Previous Page

Part 2: Apply for a Position

MuliChannel Corsole |  Add to Favorites | Sign out



http://www.careers.vermont.gov/
http://humanresources.vermont.gov/sites/dhr/files/Documents/Careers/DHR-Application_Important_Tips_%26_FAQ.pdf
http://humanresources.vermont.gov/sites/dhr/files/Documents/Recruitment/VTHR.pdf
http://humanresources.vermont.gov/sites/dhr/files/Documents/Careers/DHR-Applicant_Guide.pdf

1. Click on any Job Title to view the full posting.

B While our system allows you to apply for multiple jobs at the same time, we

recommend only applying for one job at a time. This will allow you to attach
different resumes or cover letters to each application.
2. On the Job Description page, click Apply Now.

B The Job Description page contains information about the job, including pay,
location, minimum qualifications, and deadlines. You also have the option of e-
mailing the posting to a friend and/or saving the job so you can easily find it at a
later time.

m]

If you decide not to apply to the position, simply click Return to Previous Page to
return to your search results.

Worklist MultiChannel Console Add to Favorites | Sign out
Favarites Main Menu > Careers
@ Help = hitp

Job Description

Job Title: Benefits Programs Specialist

Job ID: 612785

Location: Burlington

FulliPart Time:

RegularTemporary: Regular Shift:

Posting Date: 1210312012 Hourly Rate:  17.300000

Position Number: Pay Grade: 20

Department: The State of Vermont Applugatmn

Deadline:

| Email to Friend_ | Save Job | Apply Mow | Return to Previous Page




Choose a Resume

There are two different ways to include a resume and/or cover letter with your job
application.

ORACLE’

Worklist MultiChannel Console |  Add to Favorites | Sign out
“avorites Main Menu > Careers

@Newwmdow @Help Ehﬁp
Apply Now

Choose Resume

Resume, Cover Letter, References and Other Documents

Please combine all documents into one file (Ward, PDF, etc.) when uploading your resume.

If you select "Copy and paste resume text”, copy and paste all documents into the same textbox.
In either case, this information will anly be attached to the specific job to which you are applying.

Resume Options

How would you like to proceed?

4] Upload a new resume

() Copy and paste resume text

() Apply without using a resume

| Continue | patym to Previous Page

Option 1: Upload a new resume

m]

Click Upload a new resume

B Click Continue. A dialogue box will appear. Click Browse. Find the file on your

computer, select and open the file, and click Upload.

Important: You can only upload ONE FILE at this point. We recommend users combine all
documents into one file (Word, PDF, etc.) when uploading.

Option 2: Copy and paste resume text

[m]

Click Copy and paste resume text

O Use the editor to build your resume. When finished, click Continue.

My Profile



The first time you create a State of Vermont application, you must complete the My Profile

page. This information will be stored on you record. This page will not appear on future

applications. You can update your My Profile information from the Career Home page.
OoRACLE

| Worklist | MultiChannel Gonscle | Add to Favorites | Sign out

Favorites | Main Menu  : Careers
- : -

2 New Window @Help hrlp -

Careers Home Job Search My Saved Jobs My Saved Searches My Career Tools Logout
My Profile

Please provide your name and other contact details in order to continue with the application. Changes
made to your contact details on this page will be updated for all jobs you have applied to in the past.

| sawe | Return to Previous Page

m

Member Information

User Name: pepperpotts
Password: Change Password

Preferred Method of Contact: Mot Specified -

Name Format: English -

Name Prefix: v

*First Name: |

Middle Name: |

*Last Name: |

Name Suffix: hd

Email Addresses

*Primary Email Type:  Select.. =

*Email Address: Remove Email

Add Another Email Address

Primary Phone Type: Select... -

Phone Number: Extension: Remove Phone

Add Another Phone Number

|ﬂ| Return to Previous Page

Note: A valid e-mail address is REQUIRED! E-mail is the primary means of communication
during our application process. Without a valid e-mail address, you will not receive
important information about your application status.

Pre-Application Questionnaire




Before applying for a position with the State of Vermont, you may be required to complete a
Pre-application Questionnaire. These questions are REQUIRED and are used to determine
whether you are qualified to apply for the position. The Pre-application Questionnaire will
be assessed and the results will appear immediately. If your answers indicate you are not
eligible to submit an application, you will not be permitted to continue the application
process.

Complete Application: Important Information

The State of Vermont Online Application has multiple sections. The section highlighted in
the image below will help you navigate the online application. It is critical that you complete
all sections of the application before clicking Submit. Click the Next button to move to the
next section of the application. You can save your progress at any time by clicking the Save
button. If you fail to complete the entire application and answer all questions on the
Questionnaire page, your application may be considered incomplete and may be disqualified
from further consideration. Do not click the Submit button until you have completed all

sections of the online application.

Apply Now
Complete Application
Posting Title Remove
i}
Note: Please Save the application before adding/removing a Job to avoid losing any changes made.
Add Another Job to Application
Cover_Letter_and_Resume.docx Use a Different Resume Click the Next
button to move to
You can save your the next section of
progress at any Peter Parker the application.
time by clicking 120 Main Street
the Save button. Apt.1
Burlington, VT 05401
Edit Profile
Previous Submit Save Cancel Careers Home Next ) Print Application Details
1 2 3 < 5

IEducation & Work Experiencel l—.‘:cmcma] Info "'Jue;z;c:mwa;re"Reference;IIReferral Infor “WBI‘C‘HI




Complete Application: Education and Experience

1. Indicate your highest level of education from the dropdown menu.

ORACLE

Faworites | Main Memnu : Careers

Apply Now

Complete Application
Jobs you applied for

Posting Trtks

Benefits Programs Specialist

Mote: Please Save the application before adding/remaoving a Job to svoid losing any changss made.
| Add Another Job to Application |

Pepper's Resume |-L_19e 3 Differant Resuma

Pepper Potts

122 Main Strest

Basrlington, VT 05401
Edit Profile

‘| Previpus | Submit | | Save | | Gancel | Caresrs Home Mext [*| Frint Application Detsils

Education & Work Experience  Additional Info.  CQuwsstionnaire  References Referral Information

Indlcate your higihest kel of education by selecting 3 vaiue from e drop-down list Dlow.
Education History

Highest Education Level: A-Naot Indicated -

Enfier your esmplgyment isiony In Bils section. Complete Biks section even I you are submiRting 3 resume.

Weork Experience
You have not added any employment information to your new application.

|+]2dd Work Experience

Ti 2dd Degress ko your 2pikation, salec he Add Dagrees myperiing baiow.
= Degrees

You have not sdded any Degress to your spplication

&Jm@m

‘| Previous | Submit | | Sawve | | Gancel | Careers Home IW




Add New Application

: 2. Click Add Work Experience.
Add Employment History
m]

Fill in all fields with relevant information about

SavefRename, [smSavekaddMorns| [sCmestan| notum to Previous Page your current/previous employment.
e O To add more jobs, click Save & Add More.
=Start Date: =
End Date: | 5 B When done, click Save & Return.

*Employer:
*Ending Job Title: |

Telephone: [

Supervisor Name/ (2]
Job Dutiess

Reason for
Leaving:
hgress

Country: United States -

Address 1: [

Address Z: [

Address 3: [

City: [

State: -

Postal: [

County: [

Save & Return Save & Add More Cancsl Return to Previous Fage
Add Degrees 3. Click Add Degrees.

“Degree —  a B Fill'in all fields with specific information about
*Date hequired: 1213172012 W your education.

Major Code: s

Country: usa B |pited States Note: For Degree, Major, State, and School Code,

. you will need to click on the magnifying glass

" symbol and select your response.
School Code: a
School Description: |
Hinority Institution O To add more jobs, click Apply & Add More.
Major Description: | .
_ B When done, click OK.

Minor Code: 4,

Minor Description: |

Average Grade:

= us Federal
GPA:

] Graduated
OK Gancel Apphy and Add Another

4) When you are done adding information to the Education & Experience section, click Next.

Complete Application: Additional Info.




1) If you would like to indicate Veterans’ Preference Status, read the top section of this
page and select/enter the appropriate information in the highlighted fields. If you are
NOT indicating Veterans’ Preference, skip this section and scroll down the page.

[ previous Submit Save Cancel Careers Home Next [ Print Application Details

Education & Work Experience  Additional Info. Questionnaire References Referral Information

Preferences

If you wish to clsim Vetersns' Preference. please read the questions below to determine the answ er that best fits
your situstion. Make the appropriste s election in the Veterans' Freference drop dow n box.

WVETERAN
Have you served on active duty in the United States Armed Forces for st lesst 90 days and been dis charged

under Honorable or other acceptable conditions 7

VETERAN/DISABILITY
Have you served on active duly in the United States Armed Forces for at least 80 days and been dis charged
under Honorable or other acceptable conditions AND have 3 5 ervice-connected dis sbilty of 10% or more?

SFOUSEDISABLED VETERAN

Are you a spouse of a totally disabled velersn w ith a s ervice-connected dis sbilty? (Mote: the vetersn must have
served on active duty in the United States Armed Forces for at least 90 days and been dis charged under
Honorsble or other scceptable conditions )

UNIM& RRIED WIDOW /WIDOWER OF VETERAN
Are you en unmarried w idow or w idow er of a veteran? [Note: the veteran must have served on active duty in the

United States Armed Forces for at lesst 90 days and been dis charged under Honorsble or other scceptable

conditions )

Veterans Preference: Mone -

Uniformed Service: v

Wilitary Service Start Date: 5] End Date: &

2) Toindicate job training or courses you have completed, click Add Job Training.
3) To indicate professional licenses or certifications, click Add Licenses & Certifications.
4) To indicate language skills, click Add Language Skills.

f you have any relevant training courses you w ant us to know sbout, enter them in this section.

Job Training

You have not added any training information to your application.

[#]Add Job Training

To add Licenses & Certifications to your application, s elect the Add Licens es & Certifications hyperlink below .

v Licenses & Certifications

You have not added any Licenses & Cerifications to your application

[+] Add Licenses & Certifications

To add Lenguage Skilk to your application, s elect the Add Langusge Skilk hyperlink below .

+ Language Skills

You have not added any Language Skills to your application

Add Language Skills

[l previous = Submit | |  Save | | Cancel Careers Home Hext L[] Print Application Details

Important Tip!



O On both the Licenses & Certification page and the Language Skills page, you must

click on the magnifying glass to search for your selection.

Click OK or Apply and Add Another.

[m]

Add Licenses & Certifications

*License: || th
*lssue Date: |12f31"2012 EJ
Country: | JQ&
State: | @

[ Renewal Required
[IRenewal In Progress

[ ] License Verified
Expiration Date: | EJ
License/Certification @
Number:
Issued By: @
OK | Cancel  ApplyandAdd Another

Add Language SkKills

*Language: | J%
*Evaluation Date: [12/31/2012 ]
Reading Proficiency: A
Speaking Proficiency: -
Writing Proficiency: hd

[ native Language

[] Able To Translate

[[] Able To Teach

0K Cancel  ApplyandAdd Another

5) When you are done adding information to the Additional Info section, click Next.

Complete Application: Questionnaire




It is CRITICAL for applicants to answer all questions on the Questionnaire page.
SCROLL the entire page to confirm you have answered all of the questions

accurately. If you fail to complete this page and answer all questions, your
application will be incomplete and may be disqualified from further consideration.

1)

O Some jobs may ask you to provide a written short answer response. All
open-ended questions are at the bottom of the page.
Cancel Careers Home Mext [ Print Application Detsits

4 Previous Submit Save

Education & Work Experience  Additional Info. @

Please provide your answers 1o e following questions related to Tis application. PLEASE NOTE: Any question with an
astertsk (<) 15 REQUIRED. I jou fall 1o answer 20y o Mass raguined questions, jour 2pplication will be Incompikete 3nd may

e disguaiified from furmer consideration

* Are you 18 years of age or older?
O ves
O Me

* Does your spouse, roommate, domestic partner, civil union partner, any relative of any of
the foregeing, or any relative of yours work for the State of Vermont?

O es
O Ne

* Are you authorized to work in the United States

O ves

O Me
* Have you ever worked, or applied for work, for the State of Vermont under another or
different name?

O ves

O Me

Open Ended Questions
* Explain Convictions. If you answered "Yes™ to either of the questions above regarding
law violations (conviction of felony in past fifteen years andfor any violation of any law

in past five years), please explain below.
4

Word Gount|  Total Words:

Cancel Careers Home Next

4 Previous Submit Save

2) Check to be sure you answered all questions. Click Next.

Complete Application: References




1) Click Add Reference.

2) Enter information for your references. Click Save & Return or Save & Add More.
3) When done with the References page, click Next.

Apply Now

Cnmplete Application
Jobs you applied for

[Posting Tite

Benefits Programs Specialist

Mote: Plesse Save the application before adding/removing 3 Job to svoid kesing any changes mads.
Add Another Job to Application

Peppers Resume Use 5 Different Resums

Pepper Pottz

123 Main Street
Buriington, VT 05401
Edit Profile

4] Previous Submit Save Carears Home Mext [*) Frint Application Detaits

Education & Work Experience  Additional Info. Questionnaire Refe

Refemal Information

T 34 references 1 jour Spplication, select e Add Retrences Iink below.

References
You have not added any references to your application.

|+ Add Reference

(4] Previous Submit Bave Cancal Gareers Home [¥] erint Application

Add Hew A
Add Reference

Save & Return Save & Add More Cancel Return to Previous Page

Enter Reference Details

*Reference Type:  Professional -

*Reference Name: |

*Title: [

Employer: |
Telephone: ]
Country: United States
Address 1: |
Address 2: |
Address 3: [
City [

-

| Bawe & Return  Sawve & Add More Cancel

Return to Previous Page

“Required Fleld

Complete Application: Referral Information




1) Tell us how you learned about this job opening by selecting options from the
dropdown menu.

2) Indicate whether or not you were previously employed with the State of
Vermont.

3) This is the final full page of the online application. To proceed to the Submit
Online Application page, click Submit.

4 Previous Bubmit Bave Cancel Carsers Home Mext Frint Application Detsils

Education & Work Experience  Additional Info. Quectionnaire References Referral Information

10n ks page plesse fell L5 how you Tirst Tund out 300Ut T2 J0b jou ane 3palying for. Plesse use e SuaSounce Tr addrionl
getall. ITy0u were refimed 10 e Joi from anoier S0unce, j0u 6N enter detals In e Specifc Retermal Source

How did you learn of the job:
Subfource:

Specific Referral Source:

*Are you a former employee: No hd

| Previous Submit Save Cancel Carsers Home Next Pr=|r_t¢: lication




Submit Online Application

1) Complete Identification

2)

3)

Details section. This section
is OPTIONAL. Any
information provided will
NOT be seen by the hiring
manager/supervisor. This
information is for reporting
purposes only.

Review the Terms and
Agreements. Select | agree
to these terms.

Click Submit. You will not be

able to edit your application

once you click submit!

Submit Online Application

The State of Yermont is an Equal Opportunity Employer. Applicants are considered for employment
without regard to race, sex, color, refigion, gender identity, national onigin, place of birth, age,
ancestry, physical or mental disability, sexusl orientation, or any other facter prohibited by law.

To help the State comphy with federal and state Equal Employment Opportunity record keeping and
other legal requirements, we ask you to complete the following information.

Completion of this information iz voluntary; not completing it will have no negative impact on your
application or employment. We stronghy encourage and sppreciate your participation. The
information you provide is confidential and will be kept separate from your other applicant
information. |t will be used for data reporting requirements, and will not be considered in
employment decisions.

*Gender; Unknown W

Date of Birth W

Ethnic Group

Add Ethnic Group
1 decline to provide my self identification details.

Direct Deposit

All employees of the State of Vermont are reguired to receive their pay by Direct Deposit. As 3
condition of employment, you shall take the necessary steps to receive payment by electronic
deposit. {For more information, see Section 101 of Act #4 of the Legislative Acts of 2009, and
Personnel Policy 12.11 - Direct Deposit).

Tax Compliance

When an applicant for State employment is determined to be 3 finalist for 3 position, s/he will b=
provided 3 document to attest that ='he is in good standing with respect to all Vermont taxes due as
of that date. The applicant’s tax compliance will be verified with the Vermont Tax Department prior to
any offer of employment. {For further information, s=e 32 V.5.A. Section 2113{i) and Personnel
Policy 12.12 - Tax Compliance).

‘Submission of Application

By submitting this application, | certify that all information | entered is comect and complete to the
best of my knowledge. | understand that the State of Varmont may verify information, and that
untruthful or misleading answars are cause for rejection of this application, or dismissal if employed
with the State of Vermaont.

*ou will be notified by e-mail when we have received the application.
i@ agree to these terms

711 do not agree to these terms

Submit | | Canecel

Return to Previous Page

Congratulations! You have successfully submitted your application.

Click on Careers Home to return to your personal Career Home page.

ORACLE

Favarites
i

Careers Home Job Search

Mainvl'v'lenu » Careers

My Saved Jobs

My Applications

™ You have successfully submitted your job application.

My Applications

My Saved Searches

My Career Tools Logout

Display applications from: Within Last Week

Application

Benefits Programs Specialist

Applications In Progress

Status

Applied

+ | Refresh |

[“First [4]Previous | Next [v]Last [

Application Date

12/31/2012 2:00PM




You can review your applications by logging into the Careers Home page and clicking on
the Accepted/Unaccepted Applications link in the My Careers Tools section.

When looking at your job application status, Unaccepted means you started an
application for a particular job opening, but did not finish the application process.
Accepted is simply the confirmation that your application was submitted for a particular
job. This is not confirmation that your application is complete or that you meet the
minimum qualifications for the job, just that you clicked “Submit”.

There is a record of all applications that you initiate. Your Career Tools will show the
following statuses of your application:

e Not Submitted or Not Applied means that you started and saved an application,
but did not submit the application.

e Failed Pr means that you started to apply for a job, but did not meet the
prescreening requirements to be eligible to continue with the application.

e Applied means that you submitted your application.

The status of your application is not changed once you have applied. The review of your
application will involve 2 steps:

1. The Recruitment Services Office will screen your application to determine if you
meet the minimum qualifications.

a. If you do not meet the minimum qualifications, you will receive an email
from Recruitment Services notifying you of this result.

b. If you do meet the minimum qualifications, your application will be
forwarded (routed) to the hiring manager.

2. The Hiring Manager will review all applications that are forwarded and decide
who to interview. The Hiring Manager is responsible for all follow up
communications to applicants who have been forwarded for consideration. The
Hiring Manager is expected to send an email to notify applicants if they have not
been selected for an interview.



Create a Job Opening (Field HR)

Posting Description Template

Classified/Competitive Jobs

Job postings in VTHR will be more concise, user friendly and visually appealing. Each Job Opening
will have at least five sections:

Section 1: General Information

Information includes job title, job opening number, eligible applicants, hiring manger and contact
information. This section would also be used explain special circumstance — for example, Limited
Service, Interim, shift/hours, etc. (This section was called ‘Who May Apply’ in 8.8)

v' Add the Job Title and Job Opening number in bold. (see example)
v Include an active e-mail link to contact the Hiring Manager/Hiring Contact.

Section 2: Overview or General Job Description
If the overview is a well written, detail description of the job, it can replace the standard General Job
Description. Using an Overview instead of the General Job Description is strongly encouraged.

v Include an active link to the Job Specification page on the DHR Website.

Section 3: Minimum Qualification
Only the Education & Experience section will be featured. If applicants wish to read all KSA’s, they
can follow the link to the full job specification.

Section 4: Submission of Application
v' This is a new section, added for legal reasons. The ‘Visible’ setting should be Internal Only.
Section 5: EEO Statement

Additional Sections to Include

Preferred Qualifications
If a Hiring Manager wants a Candidate List with points, the job opening must have preferred
gualifications. This should be a short, ‘to the point’ list, four or five items at most.

v' Use the bullet feature to list preferred qualifications.

Commercial Drivers License
Include this posting description is a job requires a Commercial Drivers License.



Job Posting Sample

[Job information in the header will default from VTHR]

General Information

This position, (Financial Specialist I, Job Opening #612818), is open to all State employees and external applicants.

If you would like more information about this position, please contact Jim Smith at jim.smith@state.vt.us.

Resumes will not be accepted via e-mail. You must apply online to be considered.

Overview

The Department of Labor's administrative team is seeking an experienced financial professional to complete technical
work in the maintenance of accounting and financial records. Work may involve performing a variety of routine
accounting and bookkeeping tasks for smaller or limited fiscal programs, participating in the work of a unit within a
centralized accounting operation, or acting as an assistant to a professional accountant involved in the supervision of a
phase of a large fiscal operation. Duties are performed under the general supervision of an administrative supervisor.

To read the full job specification for this position, please visit the DHR Job Specifications page.

Preferred Qualifications

Experience using pivot tables in Microsoft Excel.
Associate's degree or higher.

Supervisory experience.

Excellent customer service skills.

Minimum Qualifications
EDUCATION AND EXPERIENCE:

Education: High school graduation or equivalent, and
Experience: One year of experience in accounting, bookkeeping or clerical work involving accounting or financial records

OR

One year of college level study in accounting, business administration or a related field. One year of full-time study is
defined as 30 semester hours or 45 quarter hours

Submission of Application

Should you submit an application for this job opening, you certify that all information entered is correct and complete to
the best of your knowledge. By submitting an application, you acknowledge and understand that the State of Vermont
may verify information, and that untruthful or misleading answers are cause for rejection of this application, and/or
dismissal if employed with the State of Vermont.

Equal Employment Opportunity

The State of Vermont is an Equal Opportunity Employer. Applications from women, individuals with disabilities, veterans,
and people from diverse cultural backgrounds are encouraged.


mailto:jim.smith@state.vt.us
http://humanresources.vermont.gov/services/classification/job_specifications?code=089020

Other Job Families

While most jobs will be posted using the Classified/Competitive Job Family template, there are three
other templates available: Exempt, Temporary, and Internship.

Non-Classified/Exempt

e General Job Information
e Overview

e Preferred Qualifications

e Submission of Application
e EEO Statement

Temporary

e General Job Information

e Overview or General Job Description
e  Minimum Qualifications

e Preferred Qualifications

e Submission of Application

e EEO Statement

Internship

e General Job Information
e Overview

e Preferred Qualifications
e EEO Statement

Recruitment_Create Job Opening pt.3 - Field HR

Procedure



Favorites . Main Menu

Personalize Content | Lavout

Top Menu Features Description [ =] 3¢

Qur menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages ruch faster.

Workiist

ultiChannel Consol

Add to Favorites.

| sign out

@He\p

Step

Action

Click the Main Menu button.

Click the Recruiting menu.

| 3 Recruiting

Click the Pending Approvals menu.

| [=| Pending Approvals




. T Mchfee
ORACLE : -
Home | AddtoFavorites |  Signout
Favovm:es MavaEﬂu > Recrertmg > Pending Approvals
2 New Window @ Help D/ Customize Page =) hitp
Pending Approvals
Pending Approvals Customize | View All| First K1 12072 B ast
IDHbr  Sender Received Subject

512705 Jim Smith 09/06/2012  [job Approval:State Epideminiogist

612723 Jim Smith 09/06/2012 Job Approval:PH Chemist Il

SelectAll Deselectay  Select Ml -
Step Action

Select the Job Opening that needs approval.

For this example:
Click the 612705 option.

o]

Click the Job Approval:PH Chemist 11 link.
Job Approval:PH Chemist ||




@ McAfee | - |

Home | AddtoFavorites |  Signout
Favovm:es MavaEﬂu > Recrertmg > Pending Approvals

@ Help Bntp |~
Find Job Opening

Job Opening

& Erint Job Opening

Posting Title: PH Chemistll Job Opening ID: 612723 =
Job Opening Status: 006 Pending Approval Job Type: Standard

Job Title: PH Chemist Il Job Code: 416100

Position Number: 740001 PH ChemistIl

Business Unit: 03420 Health

Job Family: 000003 Classified/Compelitive

Em @ffcfeaie New Previous Job Opening |Next Job Opening |Jaob Opening List

Job Opening Details Hiring Team Posting Information Qualifications Screening Approvals
Opening Information

Job Opening Type: Standard Requisition

Created By: @, Jim Smith
Created: 09/06/2012
*Openings to Fill: Limited -

Target Openings: 1
Available Openings: 1

Establishment ID: VT @, state of Vermont
Business Unit: 03420 @, Health

Company: ,WiOA State of Vermont
Department: 3420021210 |, Hs Lab-Chemistry
Location: 05401 @, Burlington

Recruiting Location: 372, Burington

Add Additional Locations

Step

Action

Click the Posting Information link.
Posting Infarmation |

Click the Job Postings link.
PH Chemist I

..OR
If a Job Title does not appear under the Job Postings section, click the Add Job Postings link.

Do not add another job posting if one has already been created!

Click the Add Job Postings link.
Add Job Postings

If the Hiring Manager provided information by adding an "Other" section, it will appear in the first
box.

To "build" a job posting, you need to add job description boxes. The order in which you add boxes
does not matter -- sections will appear in the correct order on the actual job posting.




Step

Action

10. This UPK will demonstrate how to build different types of posting descriptions. To build an actual
job posting, you should follow the "Create a Job Opening: Posting Description Template"
guide to make sure you have included all the necessary sections.

11. First, we will demonstrate how to add a basic section. We will use EEO for our example.

WA 1
Favorites | Main Menu > Recrgrtlng > Pending Approvals e
(@DHelp Bhttp |~
Job Opening
Posting Information
Posting Title: |F’H Chemist Il
*Visible: h ﬁl
D:Z:ZI:Z: R - GNCC | BR&:EODE8EO [
Format Font Size B I U = 2
=T=NRTREE = A~ |
[#]Add Posting Descriptions -
4 [ I, r
Step Action

12. Click the Visible list.

13. Click the Internal and External list item.
||Interna| and External |

14. Click the Description Type list.

15. Click the Equal Employment Opportunity list item.

}Equal Employment Opportunity




Step

Fa\mvntes Mavaenu > Recr&rtlng > Pending Approvals

Job Opening

Posting Information

Posting Title: |PH Chemist Il

Job Descriptions @

i Format

Fort,

[ [sn[ Tlis z us

= E A A

Job Postings €

Find First -\ 10f1
*Visible: Internal and External - o
Description Type: -

Description ID: =]

Description: Bal4BE 2 B 0B8E 0] &

[#]Add Posting Desceriptions

<

@ Help Bntp 4|

Action

16.

Click the Description ID list:




@ McAfee | - |

Home | AddtoFavorites |  Signout
Favovm:es MavaEﬂu > Recrertmg > Pending Approvals

@Help Bntp [~
Job Opening
Posting Information
Posting Title: |F’H Chemist Il

visible: Internal and External - o
I
Description 1D: t]
Description: All Postings ‘ SEEOE 8 & Q] €
. e | B I U e 3

= = = | A A'J =

[#]Add Posting Descriptions -
O 0 v

Step Action

17. Click the All Postings list item.
[41l Postings

18. Move down to continue.
Click the Scrollbar.

19. Next, we will demonstrate how to build the General Information section. This section contains
special formatting and e-mail links.

20. Click the Add Posting Descriptions.
|[+] Add Posting Descriptions |

21. Click the Visible list.

22. Click the Internal and External list item.
|| Internal and External

23. Click the Description Type list.




Step

Action

24,

Click the General Information list item.

=TTty

General Infarmation

25.

Click the Description ID list.

26.

Click the AHS All Applicants list item.

[AHS Al Applicants |

27.

Once you select the Description 1D, text will automatically appear.

Click in the textbox and manually add the Job Title and the Job Opening Number.

*Visible:
*Description Type:
Description 1D:

Description:

Home | Workist |

Favnvntes Mavaenu 5 Recruiting > Browse Job Openings
|+]AQ0 FOSUNG UeSCrpuons

Internal and External hd i)
General Information h
AHS All Applicants -
BRadEB s Ba SOEEAO \d

S Y S v P s

This position, |5x eI I RRIGAeT T E PAFEY |, is open to all State employees and

external applicants.

Ifyou would like more information about this position, please contact ****.
Resumes will not be accepted via e-mail. You must apply online to be considered.

AHS BACKGROUND CHECKS: Candidates must pass any level of background investigation
applicable to the position. In accordance with AHS Policy 4.02, Hiring Standards, Vermont
andior national criminal record checks, as well as DMV and adult and child abuse registry
checks, as appropriate to the position under recruitment, will be conducted on candidates,
‘with the exception of those who are current classified state employees seeking transfer,
promotion or demotion into an AHS classified position or are persons exercising re-
employment (RIF) rights.

[#] Add Posting Descriptions

n

Job Posting Destinations €& Custemize | Find | E1 First Bl 4-20r2 I Last b |
*Destination *Pasting Type g:zwa OPEN | et Dt Remove Date :’;:;:;9 (D
Internet Exemal = 091620125 09172012 1|
- Pir— [rerrryr Mo e -
O i | v
Step Action

28.

Highlight Job Title and Job Opening Number text.

cants.

NFH Chemist |l (Job Opening #612723)8




Favovm:es MavaEﬂu > Recrertmg > Browse Job Openings

[#]Add Posting Descriptions

*Visible: Internal and External -

Type: General Information -
Description ID: AHS All Applicants -
Description:

Gald4BBler BEEDBBE O

Fn[ [ s [J[B]2 @ o)

=l AT

This position, FEIEES
external applicants

II (Job Opening #6127

is open to all State employees and

If you would like more information aboutthis position, please contact ****,
Resumes will not be accepted via e-mail. You must apply online to be considered.

AHS BACKGROUND CHECKS: Candidates must pass any level of background investigation
applicable to the position. In accordance with AHS Policy 4.02, Hiring Standards, Vermont
and/or national criminal record checks, as well as DMV and adult and child abuse registry
checks, as appropriate to the position under recruitment, will be conducted on candidates,
with the exception of those who are current classified state employees seeking transfer,
promaotion or demotion into an AHS classified position or are persons exercising re-
employment (RIF) rights.

[#]Add Posting Descriptions

Job Posting Destinations

MutiChann:

Step

Action

29.

Click the Bold link.




@ McAfee | - |

Home | Workist | MuliChannel Console | Addto Favorites |
Favovm:es MavaEﬂu > Reguiting > Browse Job Openings

[#]Add Posting Descriptions

*Visible: Internal and External - o
*Description Type: General Information -
Description ID: AHS All Applicants -
Description: B RAld BB e BelSOEe s o 4

i romat[Womad [ foe] [ se | [SJ[B 2 U e
Ee ==

This position, RS ETE SRR ENTEE S FIFE)] |, is open to all State employees and

external applicants

= E A AT .

If you would like more information aboutthis position, please contact ****
Resumes will not be accepted via e-mail. You must apply online to be considered.

AHS BACKGROUND CHECKS: Candidates must pass any level of background investigation
applicable to the position. In accordance with AHS Policy 4.02, Hiring Standards, Vermont
and/or national criminal record checks, as well as DMV and adult and child abuse registry
checks, as appropriate to the position under recruitment, will be conducted on candidates,
with the exception of those who are current classified state employees seeking transfer,
promaotion or demotion into an AHS classified position or are persons exercising re-
employment (RIF) rights.

n

[#]Add Posting Descriptions

Job Posting Destinations @ Customize | Find | B | #8 st F 42072 10 Lo -

Step

Action

30.

Replace the "***" characters with the Hiring Manager's name and contact information.

LT

31.

When you type an e-mail address, it will automatically change to an e-mail link.
fim.smithg@state vius

32.

Click Add Posting Descriptions.
[+]Add Posting Descriptions

33.

Next, we will demonstrate how to build the Overview section.

All job posting should include an Overview or General Job Description. In this section, be sure to
include a link to the DHR Job Specification page.




Favovm:es MavaEﬂu > Recrertmg > Pending Approvals

[#]Add Posting Descriptions

[#]Add Posting Descriptions

Job Posting Destinations @ Customize | Find | B | 3 Fret T 1 0pq O Last

*Visible: M [0}
*Description Type: v
Description 1D: v
Descripton: B Ra 4 BB WESODE&EE 0 3
: Fomat Font| || sesl |7/ B 7 U e
T = e E | A AT |

@ McAfee | - |

Home | AddtoFavorites |

m

Step Action
34. Click the Visible list.
35. Click the Internal and External list item.
" Internal and External
36. Click the Description Type list.
37. Click the Overview list item.
[Overview
38. Click the Description ID list.
39. Click the All Postings list item.
|41l Postings |
40. This screen is where you would write the Overview.




ORACLE’

W McAfee

Favovm:es MavaEﬂu > Recrertmg > Pending Approvals

[#]Add Posting Descriptions

*Visible: Internal and External -
ion Type: Qverview -
Description ID: All Postings -
Description: iBRaldBERBle BETEEEB O

galvors Bl Lleal Llae )
i[]= :

Eis = |ar A

This is where you write the nveMew\

Toview the full job descrpition, visit the IS page

[#]Add Posting Descriptions

Job Posting Destinations @ Customize | Find | B3 | 3 et K g 0e1 I Lact

Home |

Add to Favorites |

Sign out

m

Step

Action

41.

Create a link to the full job specification.

Highlight the text you want to appear as the link.

[} lob Specifications




Favovm:es MavaEﬂu > Recrertmg > Pending Approvals

[#]Add Posting Descriptions

*Visible: Internal and External - i
*Description Type: Oveniew -
Description ID: All Postings -
pescrption: i BERA4 BB B -EDE8E 0 2

roma[voma [JFn|  [lseo] [l 2 e
E==

This is where you write the nveMew\

iE | A Avl |

Toview the full job descrpition, visit the IFTIETTERTENE page

[#]Add Posting Descriptions

Job Posting Destinations @ Customize | Find | B | 3 Firet T 1 0p1 O Last

Addto Favorites | Sign out

m

Step

Action

42.

Click the Link link.
&

43.

Click in the URL field.

|www.vem10rrt.guv| |

44,

Copy and paste the URL from the specific Job Specification page

For this example, we will just use:
Www.vermont.gov

45.

Click the Target link.

gt |

46.

Click the Target list.

| anot set> |~ |

47.

Click the New Window (_blank) list item.




Step

Action

48.

Click the OK link.

49.

The job posting now contains an active link to an external Web page.

50.

Continue building the job opening by clicking Add Posting Descriptions for each section of the

job posting.

Please review the Create Job Posting - Posting Information Guide for complete instructions and

formatting guidelines.

51.

Move left to continue.

Click the Scrollbar.

52.

Do not fill out the Posting Destinations section. Recruitment Services will complete this step.

53.

Click the OK button.

W McAfee | - |

Home | AddtoFavortes |  Signout
Favnvntes Mavaenu + Recruiting > Pending Approvals

(@ Help B nitp

Find Job Opening

Job Opening

&3 Print Job Openin

Posting Title: PH Chemist Il Job Opening ID: 612723

«Job Opening Status: 006 Pending Approval Job Type: Standard

Job Title: PH Chemistll Job Code: 416100

Position Humber: 740001 PH Chemistll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Em Eﬁw Previous Job Opening |NextJob Opening |Job Opening List

Job Opening Details Hiring Team Qualifications Screening Approvals

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the
posting you wish to delete.

Postings Primary Posting Title

PH Chemistll i}

[+] &dd Job Posiings

Job Opening Details Hiring Team Posting Information Qualifications Screening
Approvals

Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details

B sawe [Ef Create New  Previous Job Opening |Next Job Opening |Job Opening List




Step

Action

54, Click the Approvals link.

55. Only the person identified in the approval path should click the Approve button.
If you see a dropdown menu instead of an Approve button, do not click All Approve. Clicking All
Approve will terminate the approval path.

56. If necessary, enter notes in the Comments Text section.

57. Click the Approve button.

58. Click the View/Hide Comments link.
|| ew/Hide Comments |

59. Click the Home link.

60.

End of Procedure.




VTHR Recruitment
Manual
for
Hiring Managers

Click here to access the Hiring Manager Manual
on the DHR Website



http://humanresources.vermont.gov/sites/dhr/files/Documents/Online%20Resource%20Center/Recruitment/Hiring%20Manager%20Manual.pdf
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Hiring Managers
Hiring Manager Manual

Recruitment_Create Job Opening pt.1 - Hiring Manager
Procedure

@McAfee B i

Home Workiist MutiChannel Console |  Addto Favortes | Sign out

Favorites - Main Menu

Personalize Cantent | Layout

(@ Help

Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
nowe sUppans type ahead
which makes finding
pages much faster.

Step Action

61. Click the Main Menu button.

62. Click the Recruiting menu.
| (1 Recruiting *|

63. Click the Create New Job Opening menu.
| |=| Create New Job Opening |
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ORACLE Training Guide

USER PRODUCTIVITY KIT Hiring Managers
. T McAfee
ORACLE - =
Home | AddtoFavortes | Sign out
Favorites | Main Menu > Recruitng > Create New Job Opening
Help [ hitp
Create New Job Opening
Enter Primary Job Opening Information
Select a Job Opening Type, Job Famiy and any other information you require to create a Job Opening. Select
Centinue once you have entered all required information.
Jab Opening Type: Standard Requisition -
Business Unit: The State of Vermont -
Jab Family: -
Position: - h
Job Code: M
Posting Title:
Continue

64. Click the Business Unit list.
The State of Vermont -

65. Select the correct Business Unit.

For this example:
Click the Health list item.
[Health |

66. Click the Job Family look up list.

[~]

67. Select the desired job opening template, based on the type of position.

For this example:
Click the Classified/Competitive list item.
|Classified/Competitive |

Page 42
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Step

Action

68.

Click the Position Number look up button.

Favorites - Main Menu > Recruitng > Create New Job Opening

Look Up

Look Up Position Number

Search by:  Position Nurmber = begins with|

LookUp | Gancel |sdvanced Lonkun

Search Results

Only the first 300 results of a possible 486 can be displayed

Wiew 100 First [] 1200 ot 200 (3] Last

Position Number Description Job Code
PH Chemist Il 416100
Public Health Analyst Il 027100
Executive Staff Azsistant 005000
Program Semvices Clerk 001200
Public Health Nurse | 406300
PH Micrabiologist il 416700
Adrinistrative Az sistant 8 050200
Epidermialogy Surveillance Spec 420100
Fublic Health Statistics Manag 045600

Step

Action

69.

Find the Position Number.
You can also just type the Position Number.

For this example:
Click the 740001 link.

740001

Page 43
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R PRODUCTIVITY KIT Hiring Managers

P McAfee | - |

Home | Workist | MufiChannel Console | AddtoFavortes |  Sign out

Favorites - Main Menu > Recruitng > Create New Job Opening
Help [ hitp
Create New Job Opening
Enter Primary Job Opening Information
Select a Job Opening Type, Job Family and any other information you require to create a Job Opening. Select
Centinue once you have entered all required information.
Opening Information €
Job Opening Type: Standard Requisition -
Business Unit: Health -
Job Family: Classified/Competitive -
Position Number: 740001 Y
Job Code: 418100 Y
Posting Title: [FH Chemist
| Continue
Step Action

70.

Click the Continue button.

71.

Most of the information about the position will populate automatically based on Position
Number.

Review Job Opening Details to ensure all information is correct.
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Hiring Managers

Workiist
Favorites ~ Main Menu > Recruitng > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: PH Chemist Il

Job Opening Status: 005 Draft

Job Title: PH Chemistll Job Code: 416100
Position Number: 740001 PH Chemistll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

| Save & Submit SaveasDraft | Cancel | Previous Step  Next Step

WIS EEBEETEM ( Hiing Team | Posting Information || Qualifications | Screening

Opening Information

“Template ID: | 10152 classifiediCompetitive
Job Opening Type: Standard Requisition

Created By: [ smsmit

Created: [ooroeiz01z

“Openings to Fill: Limited -

Target Openings: 1
Available Openings: 1

Establishment ID: W% state of vermont
Business Unit: 03420 @, Health

Company: vt @ state of Vermont
Department: 3420021210 @, Hs Lab-Chemistry
Location: [05401 1@ Buriington

Recruiting Location: T2 Burlington

Add Additional Locations

MultiChannel Consol

dd to Favorites

(@DHelp Entp +

1

Step Action

72. Move down to continue.

Click the Scrollbar.
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Favorites ~ Main Menu > Recruitng > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: PH Chemist Il

Job Opening Status: 005 Draft

Job Title: PH Chemistll Job Code: 416100
Position Number: 740001 PH Chemistll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Save & Submit Saveas Draft  Cancel Previous Step  Next Step

WIS EEBEETEM ( Hiing Team | Posting Information || Qualifications | Screening

“Template ID: | 10152 classifiediCompetitive
Job Opening Type: Standard Requisition

Created By: [ @ Elizabeth Mack
Created: [ooroeiz01z

“Openings to Fill: Limited -

Target Openings: 1
Available Openings: 1

Establishment ID: W% state of vermont
Business Unit: 03420 @, Health

Company: vt @ state of Vermont
Department: 3420021210 @, HS Lab-Chemistry
Location: 05401 A, Buriington

Recruiting Location: T2 Burlington

Add Additional Locations

Add to Favorites

(@DHelp Entp +

1

Step Action

73. Click the Hiring Team link.
| Hiring Team |

74, Click the Add Recruiter Team link.
| Add RecruiterTeam|
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ORACLE' A - |

Home | Workist | MufiChannel Console | AddtoFavorites |  Sign out
Favorites . Main Menu > Recruiting > Create New Job Opening

(DHelp B nttp
Add Team

Select Team ID Description
] 1001 Recruiter Team
oK Cancel

Step Action

75. Click the Select option.

&

76. Click the OK button.
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MutiChanns
Favorites ~ Main Menu > Recruiting

Create New Job Opening

Create New Job Opening
Job Opening

Posting Title: PH Chemist ||

Job Opening Status: 005 Draft

Job Title: PH Chemistll Job Code: 416100
Position Number: 740001 PH Chemistll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

| Save & Submit | Saveas Draft | Cancel | Previous Step  Mext Step

" Job Opening Details m Pasting Information | Qualifications | Sereening

Assignments €

To assign a Recruter to the Job Opening select the Add Recruiters hyperink. To add a Recruiter Team,
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyperink
ruites

Name Recruiter 1D Primary

[Sally Hall @, i}

Etizabeth Mack @ @

[Teresa Gray @ i} Il

Add Recruiters Add Recruiter Team

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperlink. To add a Hiring
Manager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager
Team hyperiink

Hiring Manager €
Mo Hiring Managers have been added to this Job Opening

Add Hiring Managers

Add Hiring Manager Team

To assign an Interviewer o the Job Opening select the Add Interviewers hyperiink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.

Step Action

77. Identify your Recruiter.

Click the Primary option.
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ORACLE" W McAfee | - |

Home | Workist | MultiChannelConsole | AddicFavortes |  Sign out
Favgrites . Main Menu > Recruiting > Create New Job Opening

Create New Job Opening
Job Opening

Posting Title: PH Chemist ||

Job Opening Status: 005 Draft

Job Title: PH Chemistll Job Code: 416100
Position Number: 740001 PH Chemistll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

| Save & Submit | Saveas Draft | Cancel | Previous Step  Mext Step

" Job Opening Details m Pasting Information | Qualifications | Sereening

Assignments €

To assign a Recruter to the Job Opening select the Add Recruiters hyperink. To add a Recruiter Team,
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyperink
ruites

*Name Recruiter 1D Primary

[Sally Hall @, i}

|Elizabeth Mack Q@ i}

[Teresa Gray @ i} Il

Add Recruiters

Add Recruiter Team
To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperlink. To add a Hiring
Manager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager
Team hyperlink.
Hiring Manager €
Mo Hiring Managers have been added to this Job Opening

Add Hiring Managers

Add Hiring Manager Team

To assign an Interviewer o the Job Opening select the Add Interviewers hyperiink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.

Step Action

78. Move down to continue.

Click the Scrollbar.
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vdd fo Favorites
Favorites  Main Menu > Recruitng > Create New Job Opening

To assign a Recruiter to the Job Opening select the Add Recruiters hyperink. To add a Recruiter Team,
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyperiink

*Name Recruiter 1D Primary

Sally Hall [} il |
[Elizabetn Mack Q i}
[Teresa Gray Y i}

Add Recruiters

Add Recruiter Team

To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperiink. To add a Hiring
Manager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager
Team hyperink.

Hiring Manager €

No Hiring Managers have been added to this Job Opening

Add Hiring Managers

Add Hiring Manager Team

To assign an Interviewer o the Job Opening select the Add Inferviewers hyperink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.

Interviewers
Mo Interviewers have been added to this Job Opening

Add Interviewers

Add Interviewer Team

To add an interested party to the Job Opening select the Add Interested Parties hyperlink. To add a group of
interested parties select the Add Interested Parties Team hyperlink.
Interested Party €

Mo Interested Parfies have been added to this Job Opening

Add Interested Parties Add Interested Parties Team

Joh Opening Details Hiring Team Posting Information Qualificaions ~ Screening
| Save & Submit | Saveas Draft | Cancel | Previous Step  Next Step

Step Action

79. Click the Add Hiring Managers link.
| Add Hiring Managers |

80. Click the Hiring Managers look up button.
@,
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Favorites ~ Main Menu > Recruiting > Create New Job Opening

Look Up

Look Up Manager ID

Empl 1D begins with = |

FirstName:  beginswith ~ |
LastName:  beginswith + [Smith

Display Name: begins with + |

LookUp || Glear || Gancel |Basic Lookug

-LM"“PW‘*U Jtake a long ime. Enter valuss above hefors requesting
ookup

Training Guide
Hiring Managers

Step

Action

81.

Enter the Hiring Manager's Empl ID or Last Name.

For this example:
Click in the Last Name field.

| Smith |

82.

Click the Look Up link.

83.

For this example:
Click the Jim Smith link.
| Jim|  Smith Jim Smith
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cAf
Kist | MuliChannel Console Sign out
Favorites ~ Main Menu > Recruitng > Create New Job Opening
BUSINESS UL UsaZ0  Heam s
Job Family: 000003  Classified/Competitive
| Save &Submit | Saveas Draft | Cancel | Previous Step  NextStep
Job Opening Details 'i i iEIE . Posting Information ~ Qualifications ~ Screening
Assignments @ M
To assign a Recruiter to the Job Opening select the Add Recruiters hyperink. To add a Recruiter Team,
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyperfink
“Nlame Recruiter 1D Primary
[sally Hal @, i}
[Elizabeth Mack @ i)
[Teresa Gray @ i}
Add Recruiters A0d Recruiter Team
To assign a Hirng 1anager to the Job Opening select the AGd Hiring Wanagers hyperiink. To 3dd a Hiring E
Manager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager
Team hyperink.
Hiring Managers @
“Nlame Manager ID Primary
[Jim Smith @ o
Add Hiting Managers Add Hifing Manager Team
To assign an Interviewer to the Job Opening select the Add Interviewers hyperlink. To add a team of
Interviewers select the Add Interviewer Team hyperlink
Interviewers @
No Intenviewers have been added to this Job Opening L
Add Interviewers Ad Intervewer Team
To add an interested party to the Job Opening select the Add Interested Parties hyperlink. To add a group of
interested parties seloct the Add Interested Parties Team hyperlink
Interested Party €
Mo Interested Parties have been added to this Job Opening
il il =

Step Action

84. Move down to continue.

Click the Scrollbar.

85. Click the Add Interested Parties link.
Add Interested Paries
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ORACLE" W McAfee | - |

Home | Workist | MultiChannelConsole | AddioFavortes |  Sign out
Favorites . Main Menu > Recruiting > Create New Job Opening

containing one or more recruters, to the Job Opening select the Add Recruiter Team hyperiink
ites

Recruiters |
*Name Recruiter 1D Primary

Sally Hall [} il |

[Elizabetn Mack @ i)

[Teresa Gray a i

Add Recruiters

Add Recruiter Team
To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperiink. To add a Hiring

Manager Team containing one of more hiring managers to the Job Opening Select the Add Hiring Manager
Team hyperink

Hiring Managers @
“Name Manager ID Primary
[Timothy Berry @,

jif

Add Hiring Managers Add Hiring Manager Team

To assign an Interviewer o the Job Opening select the Add Inferviewers hyperink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.

Interviewers
Mo Interviewers have been added to this Job Opening

Add Interviewers

Add Interviewer Team

To add an interested party to the Job Opening select the Add interested Parties hyperlink. To add a group of
interested parfies select the Add Interested Parties Team hyperink.
Interested Party €

“Name Empl 1D
[ @, i}

Add Interested Parties

Add Interested Parfies Team

Job Opening Details Hiring Team Posting Information Qualifications Screening

| Save & Submit SaveasDraft | Cancel |

Previous Step  Mext Step

Step Action

86. Click the Interested Party look up button.
@,
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ORACLE"

Favorites - Main Menu > Recruitng > Create New Job Opening

Look Up

Look Up Empl ID

Empl 1D begins with = |

FirstName:  beginswith ~ |

LastName:  besginswith + [|

Display Name: begins with + |

Step Action

87. Enter the desired information into the Last Name field.

For this example:

Enter "potts".

88. Click the Look Up button.

89. Click the Pepper Potts link.
[Pepper  |Potts Pepper Potts |
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ORACLE" W McAfee | - |

Home | Workist | MultiChannelConsole | AddioFavortes |  Sign out
Favorites . Main Menu > Recruiting > Create New Job Opening

containing one or more recruters, to the Job Opening select the Add Recruiter Team hyperiink
ites

Recruiters |
*Name Recruiter 1D Primary

Sally Hall [} il |

[Elizabetn Mack @ i)

[Teresa Gray a i

Add Recruiters

Add Recruiter Team
To assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperiink. To add a Hiring

Manager Team containing one of more hiring managers to the Job Opening Select the Add Hiring Manager
Team hyperink

Hiring Managers €
“Name Manager ID Primary

[lim Smith @,

jif

Add Hiring Managers Add Hiring Manager Team

To assign an Interviewer o the Job Opening select the Add Inferviewers hyperink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.

Interviewers
Mo Interviewers have been added to this Job Opening

Add Interviewers

Add Interviewer Team

To add an interested party to the Job Opening select the Add interested Parties hyperiink. To add a group of
interested parfies select the Add Interested Parties Team hyperink.
Interested Party €

“Name Empl ID

Pepper Potts @, i}

Add Interested Parties

Add Interested Parfies Team

Job Opening Details Hiring Team Posting Information Qualifications Screening

| Save & Submit SaveasDraft | Cancel |

Previous Step  Mext Step

Step Action

90. Move to the top of the page.

Click the Scrollbar.
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cAf
Kist | MuliChannel Console Sign out
Favorites ~ Main Menu > Recruitng > Create New Job Opening
BUSINESS UL UsaZ0  Heam s
Job Family: 000003  Classified/Competitive
| Save &Submit | Saveas Draft | Cancel | Previous Step  NextStep
Job Opening Details 'i i iEIE . Posting Information ~ Qualifications ~ Screening
Assignments @ M
To assign a Recruiter to the Job Opening select the Add Recruiters hyperink. To add a Recruiter Team,
containing one or more recruiters, to the Job Opening select the Add Recruiter Team hyperfink
“Nlame Recruiter 1D Primary
[sally Hal @, i}
[Elizabeth Mack @ i)
[Teresa Gray @ i}
Add Recruiters A0d Recruiter Team
To assign a Hirng 1anager to the Job Opening select the AGd Hiring Wanagers hyperiink. To 3dd a Hiring E
Manager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager
Team hyperink.
Hiring Managers @
“Nlame Manager ID Primary
[Jim Smitn @ o
Add Hiting Managers Add Hifing Manager Team
To assign an Interviewer to the Job Opening select the Add Interviewers hyperlink. To add a team of
Interviewers select the Add Interviewer Team hyperlink
Interviewers @
No Intenviewers have been added to this Job Opening L
Add Interviewers Ad Intervewer Team
To add an interested party to the Job Opening select the Add Interested Parties hyperlink. To add a group of
interested parties seloct the Add Interested Parties Team hyperlink
Interested Party €
Mo Interested Parties have been added to this Job Opening
il il =

Step Action

91. Click the Posting Information tab.
I' Posting Information I

92. Click the Add Job Postings link.
|Add Job Postings |
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Home | AddtoFavortes | Signout
Favorites . Main Menu > Recuiting > Pending Approvals

@Help Entp +
Job Opening
Posting Information
Posting Title:  [PH Chemistll

Find First K 1071 O Lost

“Visible: - lﬁl
*Description Type: T
Description ID: M
Description: @R al4 B @ 8 %

[#]Add Posting Descri -
[

Step Action
93. Click the Visible list.
94. Click the Not Visible list item.
[riot visible ]
95. Click the Description Type list.
96. Click the Other Information list item.
|Other Information
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Training Guide
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Favorites . Main Menu > Recruiting > Pending Approvals e L
@D Help Entp +
Job Opening
Posting Information
Posting Title:  [PH Chemistll
“Visible: Not Visible - lif
“Description Type: | Other Information -
Description ID: t]
Description: @R al4E@® Ha =286 0) h
Cramst =Rl [fse| B 7 ou sl =
PEE £ E = = .E)‘l-'ﬂ'l =
[#]Add Posting Dy -
« | i 3
Step Action
97. You can enter additional information about the job posting in the text box. Include anything
Field DHR or Recruitment needs to know.
For example: shift information, open until filled requests, advertising preferences, etc.
98. Move down the page.
Click the scrollbar.
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Favorites - Main Menu > Recruitng > Pending Approvals

Description:

B0 A A EE e e S DEa&ko
i Fomet|[Moma |~ Faw|  |*Jsee| || B I U e |

First shift
Please post open until filled.

We would like to advertise on Career Builder.

[#]Add Posting D

Customize | Fing | 1 | 3
Posting Duration

Job Posting Destinations €
Relative Open

*Destination *Posting Type Date Post Date Remove Date (Days)
- - - Gl Rl
[#]Add Posting Destinations
OK | Cancel | Preview

« n

T McAfee

Home |

Add o Favories |

Training Guide
Hiring Managers

Sign out

Step

Action

99.

Click the OK button.
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5 P McAfee |
ORACLE -

Home | AddtoFavortes | Signout
Favorites . Main Menu > Recuiting > Pending Approvals

(DHelp B nttp
Find Job Opening

Job Opening

&} Print Job Opening

Posting Title: PH Chemistll Job Opening ID: 612723
Job Opening Status: 008 Pending Approval Job Type: Standard
Job Title: PH Chemist I Job Code: 416100
Position Number: 740001  PH Chemistll
Business Unit: 03420 Health
Job Family: 000003  Classified/Competitive

Save & Submit | Save as Draft | Cancel Previous Step  Next Step

Job Opening Details || Hiring Team  [GCERLIEELEN  Qualifications || Screening

Select Add Job Postings to add a new posting. To delete an existing posting select the delete icon against the
posting you wish to delete.

Postings Primary Posting Title

PH Chemistll i}

fidd Job Bosiings

Job Opening Details Hiring Team Posting ion Qualifications Screening
Approvals

Manage | Find | Activity & pening Details

B save [EfcreateNew  Previous Job Opening |Next Job Opening |Job Opening List

Step Action

100. Click the Save & Submit link.
 Save & Submit

101. Click the Approvals link.

Approvals

102. This is the Approvals Page.

Below is the approval path. You will be able to view the current status of a pending Job
Opening on this page.

Each party can also write comments in the Comments Text box.

103. Click in the Comments Text field.
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USER PRODUCTIVITY KIT

Workist | MuliChannel Console

Favorites ~ Main Menu > Recruitng > Create New Job Opening

Create New Job Opening

Job Opening
&} Print Jab Openin

Posting Title: PH Chemist Il Job Opening ID:  §12723
Job Opening Status: 006 Pending Approval
Job Title: PH Chemist |l Job Code: 416100
Position Number: 740001 PHChemistll
Business Unit: 03420 Health
Job Family: 000003  Classified/Competitive

Save Previgus Step  Next Step

Job Opening Details [ Hiring Team | Posting Information | Qualifications | Screening

Supervisor/Recruiter Grp Aprv
<= Job Opening:Pending

Route to SupervisoriRecruiter

Training Guide
Hiring Managers

| Addto Favories

(@Help Entp +

Pending Not Routed Not Routed
Ty BillPar Pepper Pofts Wulliple Approvers
O Fengiisnager posn superisor 07 B SEEEEE  rearr Y B peton |
Comments Text: Please post for 10 business days
Job Opening Details Hiring Team Posting ion Qualifications Screening
Approvals
Save Ctnm Rinuk D4nm -
< I v

Step

Action

104.

Enter the desired information into the Comments Text field.

For this example:
Enter "Please post for 10 business days."
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Worklist

Favorites ~ Main Menu > Recruitng > Create New Job Opening

Create New Job Opening
Job Opening

&} Print Job Opening

Posting Title: PH Chemist Il Job Opening ID:  §12723
Job Opening Status: 006 Pending Approval
Job Title: PH Chemist |l Job Code: 416100
Position Number: 740001 PHChemistll
Business Unit: 03420 Health
Job Family: 000003  Classified/Competitive

Save

Previous Step  Next Step

Job Opening Details [ Hiring Team | Posting Information | Qualifications | Screening

SupervisoriRecruiter Grp Aprv
= Job Opening:Pending

Route to Supervisor/Recruiter
Pending Not Routed Not Routed
Bill Parr g Pepper Potts g Multiple Approvers
O Hiring Manager Posn Supervisor - State of Vermont - Field HR - Recruiter Group =

Comments Text: Please post for 10 business days.

Job Opening Details Hiring Team Posting ion Qualifications Screening
Approvals
Save D, Lim Ctmm Rimwk C4mm

(@Help Entp +

.\ i

Step Action

105. Click the Home link.

106.
End of Procedure.
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Recruitment_Create Job Opening pt.2 - Appointing Authority

Procedure

The purpose of the Appointing Authority’s review and approval of the job opening is to authorize
filling the position. This approval is required to proceed with the creation of the job opening. The
Appointing Authority is not reviewing the completed job posting, just the initial request to recruit.

Home | AddtoFavortes | Signout
Favorites : Main Menu

@Hheip

Top Menu Features Description =) 1

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the tap left.

Breadcrumbs visually
display your navigation
path and give you access
1o the contents of
subfolders.

Menu Search, located
under the hain Menu,
now supports 1ype ahead
which makes finding
pages much faster.

Step Action
1. Click the Main Menu button.
2. Click the Recruiting menu.
| (3 Recruiting *|
3. Click the Pending Approvals menu.
| E| Pending Approvals |

Page 63



ORACLE Training Guide
USER PRODUCTIVITY KIT Hiring Managers

ORACLE' A — -

Home | AddtoFavortes | Signout
Favorites | Main Menu > Recuiting > Pending Approvals

&0 New Window (ZIHelp [& Customize Page 5 hiip

Pending Approvals

Pending Approvals Customize | Vicv: A First EI 42072 I Last
1D Nbr. Sender Received Subject

[C] 812717 JimSmith 08/29/2012  Job ApprovatHeslth District Office Clerk

[F] 612723 Jim Smith 09/06/2012 | Job ApprovalPH Chermist I

SelectAl Deselectay  Select -]

Step Action

4, Select the Job Opening that needs approval.

For this example:
Click the box next to the 612723 option.

o]

5. Click the Job Approval:PH Chemist 11 link.
Job Approval:PH Chemist I

Page 64



OoRACLE
USER PRODUCTIVITY KIT

Training Guide
Hiring Managers

Favorites ~ Main Menu > Recruitng > Pending Approvals

Find Job Opening

Job Opening

&} Print Job Opening

Posting Title: PH Chemist |l Job Opening ID: 512723

Job Opening Status: 008 Pending Approval Job Type: Standard

Job Title: PH Chemist I Job Code: 416100

Position Number: 740001  PH Chemistl

Business Unit: 03420 Health

Job Family: 000003  Classified/Competitive

& save [Ef Create New  Previous Job Opening [Next Job Opening |.Job Opening List

WIS EFBEET  Hiing Team | Posting Information | Qualifications | Screening

Approvals

‘Opening Information

Job Opening Type: Standard Requisition

Created By: G, Jim Smith
Created: [ogroeizoz |

+Openings to Fill: Limited v

Target Openings: 1
Available Openings: 1

Establishment ID: vt @, state of Vermont
Business Unit: 03420 @, Health

Company: M state orvermont
Department: [3420021210 @, Hs Lan-Chemisty
Location: [05401 @, Bunington

Recruiting Location: 379 Buriingten

Add Additional Locations

Add o Favorites |

(DHelp B nttp

]

Step Action

6. Click the Approvals link.

Approvals

7. Click the Approve button.

8. Click the Home link.

End of Procedure.
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Recruitment_Review Applicant Information

Procedure

P McAfee | - | it

Home | AddtoFavortes | Signout

Favorites - Main Menu

(@Help

Top Menu Features Description =) I

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the tap left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the hain Menu,
now supports 1ype ahead
which makes finding
pages much faster.

Step Action

1. Click the Main Menu button.

2. Click the Recruiting menu.
| (1 Recruiting '|

3. Click the Browse Job Openings menu.
| [=| Browse Job Openings |
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ORACLE"

P McAfee | - |

Home | AddtoFavortes | Sign out
Favorites  Mai Menu > Recruiing > Browse Job Openings
Help [ hitp
Browse Job Openings
ViewDrafis  Find Job Openings

Job Openings

Display:  Job Assignedtome Open = Active within View All - a,

Job Openings Status: Open Customize | Find | View A1l E | 8 First K 42072 I Lot

- 5 Target Available -

Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:

PH Wicrobiologistlll 612866 Standard  Burlington 1 1 0113112013

District Office Clerk| 612864 Standard  Home Based 1 1 013012013

SelectAll  DeselectAll  SelectAction - Go

Create New Job | Find Job Openings Find Job Postings View Drafis
Step Action

Click the PH Microbiologist 111 link.
[PH Microbiologist 11l

IMPORTANT TIP!

Hold down the [Ctrl] key when you click on an attachment. Using the [Ctrl] key will
disable the pop-up blocker and allow you to open the file.
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Find Job Opening

Favorites - Main Menu > Recruiting > Browse Job Openings

Job Opening

Posting Title:

Job Opening Status:
Job Title:

Position Humber:
Business Unit:

Job Family:

PH Microbiologist IIl

010-Open

PH Microbiologist Il

740007 PH Microbiologist IIl
03420  Health

000003 Classified/Competitive

& Print Job Opening
Job Opening ID: 612866

Job Type: Standard
Job Code: 416700

& save

[ Create New

Previous Job Opening [Next Job Opening |Job Opening List

Display: Al

Manage Applicar Find Applicants || Activity & Attachments

Job Opening Details

View Applicants  Screen Applicants
Manage Applicants

Select  Applicant Hame 1D

Interview Schedule

First K1 1-20r2 O Last

Type  Disposi Resume =

@mﬁ 52852 Bd  050-Routed = JAEAE013 Select Action -
Testhont? 62364 Ex | 050-Routed 2 J20A20T Selctadion. v
SelectAll  DeselectAll  “Group Action:  Select Group Action. B

Manage i | Find | Activity & | Details

View Applicants Screen Applicants  Interview Schedule

& save [E Create New

Previous Job Opening |Mext Job Opening |Job Opening List

Action

6. Press the [Ctrl] key and click the Resume button.
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Favorites | Main M

Home
enu > Recruiting > Browse Job Openings

Add to Favorites

Find Job OB{ @ hetps/ha

Job Ope}

@O > [E] https//hemdei2 peoplesotstatentus

N
V_6e2622fc-aleb-48e8-b033-Odf1 bl Ty o B [E=REER

/HRTST2/ » G “fl X HE Bing

£ -

Posting Title:

¢ Favorites | & https://hcmdev2.peoplesoft.statevtus/cs/HRTS...

Job Title:
Position Hum
Business Unit}
Job Family:

& save

Select All

Manage Apg
View Applica

Alex Brown

123 Street ~ s Vermont 05446 ~ abrown@wmail.com

Human Resources EXecUTIVE

Organizational Development = Best Practices = Strategic Flanning

An Human with proven expertise in policy and proceduire,
recruiting and hiring practices, p retention I isses,
managerial support, union avoidance, labor relations and negotiations. Background includes: A 13%
tumover reduction, award of a six year compensation package and a reduction in worker's
compensation expenses. Willing to travel and relocate. Senior Professional in Human Resources

Certification, SHRM.
+  Policy D + Policy Admini + Employee Relations
¢ Benefit Programs # Contract ati + itrati
+ Worker's Compensation ¢ PeerReview # Complaint Resol
CAREER ACCOMPLISHMENTS
PETERS MATERIALS CORPORATION, 1999-Present
- Designed and i a region-wid i ‘behavior-based i and skill

n

(@DHelp Entp +

Step Action

Click the

e

Close button.
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Favorites - Main Menu > Recruiting > Browse Job Openings

Find Job Opening

Job Opening
& Print Job Opening
Posting Title: PH Microbiologist Ill Job Opening ID: 612866
Job Opening Status: 010-Open -Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Humber: 740007 PH Microbiologist IIl
Business Unit: 03420  Health
Job Family: 000003 Classified/Competitive
Em Create Mew  Previous Job Opening |Mext Job Opening |Job Opening List

[ENEREYTeL B Find Applicants || Activity & Attachments [ Job Opening Details

View Applicants ~ Screen Applicants  Interview Schedule
Manage Applicants

Display: Al -

Select  ApplicantHame D Type Resume HL";“ -

T 62862 Bt  050-Routed = ZCZ:ZBCPMZCB Select Adtion
Testhont? 62364 Ed | D50-Routed B 2042013 Select Adton
Selectéll Deselectdll  *GroupAction:  SeleciGroupActen.. = | Go|

Manage i | Find | Activity & | ing Details

View Applicants Screen Applicants  Interview Schedule

B save Create New  Previous Job Opening INext Job Opening |Jab Opening List

Step Action

8. Click the Application Icon object.
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5 TMcAfee
ORACLE — -
Home | AddtoFavorites | Sign out
Favorites | Main Menu » Recrufting > Browse Job Openings
(@DHelp Entp +
Find Job 05 (& Applicant Profile - Windows Internet Explorer T McAfee =) (=B [
Job Op! OOv |g‘| https://hcmdev2.peoplesoftstatevtus/psp/HRTST2 + “fl X HEBmg » '|
Posting Title: || ¢ Faverites | @ pplicant Profile |
Job Opening |
Job Title: ORACLE"
5 Home | AddtoFavortes | Sign out
Position Hum | £5yorites - Main Menu
Business Unif
DHelp Entp +
Job Family: =P v
Es: - . 3
== Application Details

Appiicant Name:  TestApp01 Testapp01

& Print Application Details

Applicant ID: 62862 |
|mBave@-Gontinues| [sSavegaSubmits| [meGanscelm|

Resume Text

Resume Title:

1_Resume_only.pdf
Language Code:  English

Resume Text

Select All

Manage A\

View Awlb_

137eM ||
P e

e

Step Action

9. Move down to continue.

Click the Scrollbar.
10.

Print Application Details

There are two different ways to Print Application Details.
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Kist | MultiChannel C
Favorites - Man Menu > Recruting > Browse Job Openings
@DHelp Entp +
Find Job Opening
Job Opening i .t profie - Windows Intemet Explarer |E=
N

| @) https;//hemdev2.peoplesoft state:vt.us/psp/HRTST2 v 4| % Bin, o~
oty ;| SR @) ez kA YR (oL ‘
Job Opening Statud |© 4 Favorites 5 &) Oracle PeopleSoft Enterpr... (=] Suggested Sites v ] Web Slice Gallery
Job Title: : -

Position Humber: | || € ApPlicant Profile
Business Unit:

Job Family: ORACLE'

| Workiist | MutiiChannel Console | Addto Favorites |  Sign out
Favgrites - Main Menu

Esae Ecion

@Help Bnp =~

Application Details

Applicant Name:  TestApp01 TestApp01

&) Print Application Details

Applicant ID: 62862
|mBavegGantinues| [mbavedSubmite| mEancelm|
Resume Text

Resume Title:

1_Resume_Only.pdf
Language Code:  English

Resume Text

Manage Applical
View Applicants

Step Action

11. Click the Print Application Details link.

Print Application Details
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Favorites - Main Menu > Recruiting > Browse Job Openings

Find Job Opening
JOb OPeNiNig e profie - Windoms Intermet Explorer [N )

=4 -
Posting Tit: a@- E‘https‘f/hcmdeul._penplesnftstalz.vt us/psp/HRTST2 = £ ‘&,‘ X| (= sing . . o~

Job Opening Statud |° i Favorites © 7 ] Oracle PeopleSoft Enterpr... [=} Suggested Sites v g Web Slice Gallery =
Job Title: T =
Position Number:
Business Unit:

& Applicant Profile

| workist | MuttiChannel Console | AddtoFavorites |  Sign out
Favgrites - Main Menu

Application Details Refumn to Previous Page _Printthis Page HI
~ General Information

Display Name: TestApp01 TestApp01
Applicant ID: 62862
Applicant Type: External Applicant
Applicant Status 010-Active
Job Opening ID:
Resume Title: 1_Resume_Only.pdf
Language Code: ENG
Resume Text:

Select All

w Contact Information

Hame Prefix:

First Name: TestApp01
Middle Name:

Tactinnnd

Favorites - Main Menu > Recruitng > Browse Job Openings

Find Job Opening
Job Openi

& Applicant Profile - Windows Intemet Explorer

Job Opening Statu: i Favorites 55 ] Oracle PeopleSoft Enterpr... [=] Suggested Sites v &] Web Slice Gallery v

Position Number: | || & Applicant Profile

Business Unit:

Job Fa ORACLE

| Workist | MuliChannel Console | AddtoFavorites |  Sign out

Favorites -~ Main Menu
Esae S| T -

lanage Applican Application Details Refurn to Previous Page _ Printthis Page HI

E
View Applicants 5 1

Display Name: TestApp01 TestAppa1
Manage Appiicant | PRI 62862

Applicant Type: External Applicant

Applicant Status ~ 010-Active

Job Opening ID:

Resume Title: 1_Resume_Only.pdf

Language Code: ENG

Resume Text:

Select All

w Contact Information

Name Prefix:
First Name: TestApp01

Testinnnd
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Step

Action

12.

Click the Print button.
Print this Page

13.

Select Printer.

Click the Print button.

Pririt

ORACLE"

T McAfee

Favorites

Find Job Opening

Main Menu > Recruiting > Browse Jab Openings

rkiist |

MultiChannel Console

Add o Favories |

(@DHelp Dntp +

Job Openinf

Posting Title:

@ Applicant Profile - Windows Intemet Explorer

[Thcaree PR

-
] = Jpspl] = <.
GO -__E hitps://hcmdevZ.peoplesoft.statevt.us/psp/HRTST2 %_\ 5[ x |L@ Bing

-]

Job Opening Statu
Job Title:

Position Humber:
Business Unit:
Job Family:

Esave EAcion|,

Manage Applican l
View Applicants
Manage Applican! |

© o Favorites i @] Oracle PeopleSoft Enterpr... (=] Suggested Sites v & Web Slice Gallery +

@ Applicant Profile

ORACLE’

Favorites - Main Menu

Application Details

~ General Information
Display Name:
Applicant ID:
Applicant Type:
Applicant Status

Job Opening ID:

~ Resume Text

TestApp01 TestApp01
62862

External Applicant
010-Active

Home | Workist | MultiChannel Console

Return to Previous Page Print this Page

Resume Title:
Language Code:
Resume Text:

1_Resume_Only.pdf
ENG

~ Contact Information

| AddtoFavorites |

Name Prefix:
First Name: TestApp01
Manage Applical " o
-~ N Middle Name:
View Applicants i
1 act Nama: Tastinnnd

Sign out

S

Step

Action

14.

Click the Return to Previous Page link.
[Return to Previous Page|
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ORACLE" W McAfee | - |

Home | Workist | MultiChannelConsole | AddioFavortes |  Sign out
Favorites . Main Menu > Recruitng > Browse Job Openings

@DHelp Entp +
Find Job Opening

Job Openin [ @ Applicant Profile - Windows Internet Explorer O McAfee B =R
-
» [ @) https//hemdev2 peoplesoft statet.us/psp/HRTST2 = & |45 % Bin o~
Posting Title: GG-@ i e o als] |»@_9 ‘
Job Opening Statug |- - Favorites )3 [ Oracle PeopleSoft Enterpr... |5 Suggested Sites v 2] Web Slice Gallery =
Job Title: g g

Position Humber: | || € ApPlicant Profile
Business Unit:

Job Family: ORACLE'

Worklist |  MuliChannel Console |  Addto Favorites | Sign c

Bone o, Favorites  Main Menu .
=== = @Help Bnp =~

Manage Applican
view appiicants ||| APPlication Details
Manage Applicant |

m

Applicant Name:  TestApp01 TestApp01 & Print Application Details
I Applicant ID: 62862
il [SavedGontinues| |mSavedSubmite| [mGancels|

Resume Text
.‘ Resume Title: 1_Resume_Only.paf
Selectall  Desf)|  L@nguage Code: English
Resume Text
Manage Applical

View Applicants

100pM ||
P e

= e

Step Action

15. Click the Close button.

=%

16. You can also Print Application Details by using the Take Action menu.

This menu will take you directly to the printer-friendly version of the application.
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Find Job Opening

Favorites - Main Menu > Recruiting > Browse Job Openings

Job Opening

Posting Title:

Job Opening Status:
Job Title:

Position Humber:
Business Unit:

Job Family:

PH Microbiologist IIl

010-Open

PH Microbiologist Il

740007 PH Microbiologist IIl
03420  Health

000003 Classified/Competitive

& Print Job Opening
612856
Standard
416700

Job Opening ID:
Job Type:
Job Code:

& save

[ Create New

Previous Job Opening [Next Job Opening |Job Opening List

Display: Al

View Applicants  Screen Applicants
Manage Applicants

Manage Applicar Find Applicants || Activity & Attachments.

Job Opening Details

Interview Schedule

First K 1-20r2 O Last

. Last
Select  Applicant Hame 1D Type Resume Updated
TestApp01 » = 1 "

TestApp0d 62862 Ext 050-Routed B e Select Action -
Testipp02 020042013 Add Applicantto New List
festhpnlz 5 B Add Applicantto Saved List

62864 Ext | 050-Routed = ool
Testipp02 230P1 Create Intervizw Evaluation

— Manage Interviews
SelectAll  DeselectAll  *Group Action:  Select Group Action. ~ |eo| Prepare For Hire
Prepare Job Offer
Print Application Details
Manage Applis | Find | Activity & Details
View Applicants Screen Applicants  Interview Schedule
S save [Ef Create New

Previous Job Opening |Mext Job Opening |Job Opening List

Step Action

17. Click the Print Application Details list item.

|Print Application Details
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Favorites - Main Menu > Recruiting > Browse Job Openings

(DHelp Dntp +

Find Job Opening
Job Openinag ot profle - Windows Intemet Explarer =
N
Posting Tit: 6@ - @‘https‘f/hcmdeul.penplesnftstate.vt us/psp/HRTST2 = £ ‘&,‘ x | @ Bing £ -]

-Job Opening Statu
Job Title:

Position Number:
Business Unit:

Job Family: ORACLE'

: o Favorites | 3 ] Oracle PeopleSoft Enterpr... ] Suggested Sites v 2] Web Slice Gallery +

@ Applicant Profile

| Workiist | MutiChannel Console | Addto Favorites |  Sign out

Hsme Moo Favorites - Main Menu

Application Details Refurn to Previous Page _ Printthis Page EI

~ General Information L
Display Name: TestApp01 TestApp01

Applicant ID: 62862

Applicant Type: External Applicant

Applicant Status 010-Active

Job Opening ID:

Resume Title: 1_Resume_Only.pdf

Language Code: ENG

Resume Text:

w Contact Information

Name Prefix:
First Name: TestApp01 J
Manage Applical i PR L4
) ’ Middle Name:
View Applicants .
| act Nama: Tactsnnnt

Step Action

18. Click the Print button.
Print this Page

19. Select Printer.

Click the Print button.
Print
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ORACLE" W McAfee | - |

Home | Workist | MultiChannelConsole | AddicFavortes |  Sign out
Favorites . Main Menu > Recruitng > Browse Job Openings

(@DHelp Dntp +
Find Job Opening

Job Openin [ @ Applicant Profile - Windows Intemnet Explorer T McAfoe B =TI
-
@ [@] https//hemdev2 peoplescitstatevtus/psp/HRTST2 « G 43 | % | [ 8in o~
Posting Title: GG-@ e e oe als] |»@_9 ‘
Job Opening Statud | o Favorites 5 2] Oracle PeopleSoft Enterpr... (=] Suggested Sites v | Web Slice Gallery +
Job Title: ¢ d

Position Humber: | || € ApPlicant Profile
Business Unit:

Job Family: ORACLE'

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu

Esave EAcion|,

Manage Applican | Application Details Refurn to Previous Page  Print this Page H
~ General Information
View Applicants ||

m

Display Name: TestApp01 TestApp01

1anage Appiican | RPN 62862

Applicant Type: External Applicant
I Applicant Status 010-Active
Job Opening ID:
|| = Resume Text
A | Resume Title: 1_Resume_Only.pdf

Language Code: ENG
|| resume Text:

w Contact Information

Name Prefix:
First Name: TestApp01
Manage Applical i PR L4
) ’ Middle Name:
View Applicants .
| act Nama: Tactsnnnt

1a0pM ||
P e

S

Step Action

20. Click the Return to Previous Page link.
[Return to Previous Page]

21. To print multiple applications at the same time, use the VT Detailed Application Report.

To learn more, please view the "Run Detailed Application Report" UPK.

22.
End of Procedure.
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Recruitment_Run Detailed Application Report

Procedure

Step Action

The VT Detailed Application Report is a method of retrieving a candidate's State of
Vermont Application for a specific job opening. This report is a PDF file.

The report can pull the application for any candidate who was “Routed” on a Candidate

List for a specific job opening. The report will not retrieve applications for candidates who
were not routed.

TMcAfee | - |

Home. Workist MuliChannel Console |  Addto Favortes | Sign out
Favorites - Main Menu

Personalize Content | Layout

(@ Help
Top Menu Features Description =

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster
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Step Action

2. Click the Main Menu button.

3. Click the Recruiting menu.
| (3 Recruiting *|

4, Click the Reports menu.
| 1 Repaorts >|

5. Click the VT Detailed Application menu.
| E| VT Detailed Application |

W McAfee -

Home | ‘Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites = Main Menu > Recuiting > Reports > VT Detaied Appication

Enewwindow (DHeip B np
VT Detailed Application
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): |300

Search by: Run Control ID begins with

[Clcase sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

Step Action

6. Click in the Run Control ID field.
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Step Action
7. The first time you use Reports, you will need to create a Run Control ID. A Run Control ID

can be as simple as your first name and last initial.

For this example, we will create the Run Control ID "elliem".

Enter the desired information into the Run Control ID field. Enter "elliem".

Click the Add a New Value tab.

|/ Add a New Valug |

10. Click the Add link.
Add

‘S McAfee

Home | Workist | MufiChannel Console | Addto Favortes |  Sign out

Favojites  Main Menu » Recruting » Reports > VT Detaied Appication
0 New Window (2 Help [& Customize Page & hip
Run Control ID: _elliem Report Manager  Process Monitor *RUM
Language: English  +
*Job Opening ID @, Routed After
sopicants 2, Example: 092412 02 45PM
Please leave blank for all

|5l save [CP Returnto Search | =] Nofify = Add Update/Display
Step Action
11. Enter the desired information into the Job Opening ID field. Enter "612856".
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Step Action
12. To retrieve applications for all routed candidates, enter Job Opening ID, but leave Routed

After and Applicant ID fields blank

If you want to retrieve the application of a specific individual, enter their Applicant ID in
the appropriate field.

If you want to limit your results to recent applications, enter a date in the Routed After
field.

13. Click the Run button.

TMcAfee | - |

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu » Recruting > Reports > VT Detaied Appication
@ NewWindow () Help [& Customize Page & http
Process Scheduler Request
User ID: ELLIEM Run Control ID: elliem
Server Name: SIS s Run Date;|03/11/2013 ]
Recurrence: - Run Time: [ 12:44PM | Resetto Current DalefTime
Time Zone: [
Select Deseription Process Name Process Type “Type *Format Distribution
VTAPPLIC VTAPPLIC SQR Report Web ~ PDF ~ Distribution
oK Cancel
Step Action
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T McAfee

ORACLE" -

Home | workist | MutiChannelConsole | Addto Favortes |  Sign out

Favortes - Main Menu > Recruting > Reports > VT Detalled Application

VT Runctl VTAPPLIC

Enewwindow (DHelp [ Customize Page i nip

Run Control ID: _elliem Report Wanager  Process Monior | RUN- |
Language: English  ~ Process Instance:494247
~JobOpeningiD| 612856 %,  RoutedAfter|
popicantn [, Example: 09124112 02 48PM
Please leave blank for all
|5 save | |Gt RetumtoSearch | [ Notify | @l [Estipdster

Step Action

15. Click the Process Monitor link.
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T -
ORACLE" @ McAfee | -

Home | Workist | MuttiChannelConsole | Add to Favorites
Favortes - Main Menu > Recruting > Reports > VT Detalled Application

Eewwindow (D Help & Customize Page i hitp
Pr

Li ServerList

iew Process Request For

User ID: [ELLIEM @, Type: - Last [=] ] 1 Days - | Refresh
Server: ~ | Hame: [ @, Instance: | to |
Run - Distribution -

Save On Refresh
Status: Status:

Process List

Customize | Find |

Select Instance Seq. Process Type :_;"’"%“ User  Run DateTime Run Status W Details.
[ |494247 SOR Report VTAPPLIC ELLIEM 031112013 4:12:44PM EDT Queued A Details
[ |494248 SOR Report VTAPPLIC ELLIEM |03/11/2013 4:06:23PW EDT Success Posted | Details
[] |494245 SOR Report VTAPPLIC ELLIEM 031112013 4:02:30PW EDT Success Posted Details
[ |494243 SOR Report VTAPPLIC ELLIEM |03(11/2013 3:56:09PM EDT Success Posted | Detalls

Go backto VT Detailed Application

Save | (=] Notity |

Process List| Server List

Step

Action

16.

The most recent reports are on the top of the Process List. Note the date and time stamp.

T -
ORACLE" @ McAfee | -

Home | Workist | MuttiChannelConsole | Add to Favorites
Favortes - Main Menu > Recruting > Reports > VT Detalled Application

0 New Window (2 Help [& Customize Page [ hiip
[ SenerList |

iew Process Request For

User ID: [ELLIEM @, Type: ~  Last - 1 Days - | Refresh
Server: ~ Hame: [ @, Instance: | to |
Run - Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | Fist K 14014 O
Select Instance Seq. Process Type :;"’"%“ User Run Date/Time Run Status ﬁw Details
[ 494247 SOR Report VTAPPLIC ELLIEM |03/11/2013 4:12:44PM EDT Queued NiA Details
[ 404248 SOR Report VTAPPLIC|ELLIEM |03(11/2013 4:06:23PM EDT Success  Posted | Details
[ 494245 SR Report VTAPPLIC ELLIEM |03(11/2013 4:02:30PM EDT Success  Posted  Details
[ 494243 SOR Report VTAPPLIC ELLIEM |03/11/2013 3:56:00PM EDT Success  Posted  Details

Go back to VT Detailed Application
|5 save | |[=] hotity. |

Process List| Server List
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Step Action

17. Click the Refresh button.

18. Click the Details link.

ORACLE Ghichree 1.

Home | ‘Workist | MuttiChannelConsole | Addto Favorites |  Sign out
Favortes = Main Menu » Recrufting > Reports > VT Detailed Application

B Newwindow (D Help [ Customize Page [ np
Process Detail

Instance: 494247 Type: SQR Report
Name: VTAPPLIC Description: VTAPPLIC
Run Status: Success Distribution Status: Posted

L —

Run Control ID: elliem Hold Request
Location: Server Queue Request
Server: PSUNX - Cancel Request
© Delete Request
Recurrence: Restart Request
RS e
Request Created On: 03/11/2013 4:12:50PM EDT Parameters Transfer
Run Anytime After: 03/11/2013 4:12:44PM EDT Message Log
Began Process At: 03/11/2013 4:13:12PM EDT Batch Timings
Ended Process At: 03/11/2013 4:13:25PM EDT View Log/Trace
—]
OK Cancel

Step Action

19. Click the View Log/Trace link.
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ORACLE’

Favortes - Main Menu > Recruting > Reports > VT Detalled Application
Enewwindow (2 Help & Customize Page i hitp

View Log/Trace
ReportiD: 181317 Process Instance: 494247 Message Log

Name: VTAPPLIC Process Type: SQR Report

Run Status: Success

VTAPPLIC
Disribution Details
Distribution Node: - HRPRD Expiration Date: [0
File List
Name File Size (bytes) Datetime Created
SOR VTAPPLIC 484247109 2,300 03/11/2013 4:13:25.831710PM EDT
Viapplic_494247.PDF 82584 031112013 4:13:25.831710PM EDT
viapplic_494247.out 2,480 0311112013 4:13:25 831710PM EDT
Distribute To
Distribution ID Type *Distribution 1D
User ELLEW
. Retum

Step Action

20. Find the PDF file.

Click the vtapplic_494247.PDF link.
Mapplic 494247.PDF
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Favortes - Main Menu > Recruting > Reports > VT Detalled Application
& New window () Help & Customize Page [ nitp

@ httpsi/ha T2/181317 /vtapplic_494247.PDF - Windows Internet Explorer T Mchfoe B =lE s
TS &) s 1o (psreports/HRTST2/181317/vtapplic 494247.PDF - 8 6] x|[E ang s

| ik Favorites - 5 ] Oracle PeopleSoft Enterpr... [=] Suggested Sites = & Web Slice Gallery +

| @ netps: peoplesoftstatet us/psreports... | |
I
STATE OF VERMONT DETAILED APPLICATION
Applicant ID: 62862 tRouted Date: 02/01/2013
TestApp01, TestApp01 Job Opening ID: 612856
123 Main Street, Colchester, VT 05446 Financial Administrator IT

802/828-2845 (Business)
1lie. k@state.vt.us (B

EMPLOYMENT

Taste Tester 05/20/2011 --
Ben & Jerry's / Phone:

Ending Pay Rate: $.00/Monthly

This was the best job in the world. I had to quit because of brain freeze.

Counselor 02/01/2009 -- 02/01/2011
Saint Michael's College / Phone:
Ending Pay Rate: $.00/Monthly

Save a copy (Shift+Ctrl=5)| A

ﬁ @ H = C] b [ i ] SO :

Step Action

21. Click the Save button.

=

22.
Click the Save button.

Save
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Favortes - Main Menu > Recruting > Reports > VT Detalled Application
& New window () Help & Customize Page [ hitp

@ httpsi/ha T2/181317 vtapplic_494247.PDF - Windows Internet Explorer T Mchfoe = R
TS &) bt 1o {psreports/HRTST2/181317/viapplic 494247.PDF - 8[| x|[E zng s

| ik Favorites 55 ] Oracle PeopleSoft Enterpr... [=) Suggested Sites = & Web Slice Gallery +

| @ netps: peoplesoftstatet us/psreports... | |

STATE OF VERMONT DETAILED APPLICATION

Applicant ID: 62862 tRouted Date: 02/01/2013
TestApp01, TestApp01 Job Opening ID: 612856
123 Main Street, Colchester, VT 05446 Financial Administrator IT
802/828-2845 (Business)

1lie. k@state.vt.us (B

EMPLOYMENT

Taste Tester 05/20/2011 --
Ben & Jerry's / Phone:

Ending Pay Rate: $.00/Monthly

This was the best job in the world. I had to quit because of brain freeze.
Counselor 02/01/2009 -- 02/01/2011
Saint Michael's College / Phone:

Ending Pay Rate: $.00/Monthly

ﬁ@"l\ﬁ o o [l

EDUCATION

414 PM
3/11/2013

) ()

Step Action

23. Click the Close button.

==
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Add to Fa

Favortes - Main Menu > Recruting > Reports > VT Detalled Application
Enewwindow (2 Help & Customize Page i hitp

View Log/Trace
ReportiD: 181317 Process Instance: 494247 Message Log

Name: VTAPPLIC Process Type: SQR Report

Run Status: Success

VTAPPLIC

Distribution Details

Distribution Node: HRPRD Expiration Date:

Name File Size (bytes) Datetime Created

SQR VTAPPLIC 494247.l0g 2,300 03/11/2013 4:13:25.831710PM EDT
viapplic 494247 PDF 82,584 03H1/2013 4:13:25.831710PM EDT
viapplic 494247 out 2480 03/11/2013 4:13:26.831710PM EDT
Distribute To

Distribution ID Type *Distribution 1D

User ELLIEM
| Rewmn |

Step Action

24, Click the Home link.

25.
End of Procedure.
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Recruitment_Schedule An Interview

Procedure

P McAfee | - | it

Home | AddtoFavortes | Signout

Favorites - Main Menu

(@Help

Top Menu Features Description =) 1

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the tap left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the hain Menu,
now supports 1ype ahead
which makes finding
pages much faster.

Step Action

1. Click the Main Menu button.

2. Click the Recruiting menu.
| (3 Recruiting '|

3. Click the Browse Job Openings menu.
| [=| Browse Job Openings |
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T McAfee

Home | AddtoFavortes | Sign out
Favorites ~ Man Menu > Recruiting > Browse Job Openings
(@Help E ntip
Browse Job Openings
ViewDrafts  Find Job Openings
Job Openings
Display: JobAssignedtome v Active within View All
-Job Openings Status: Open Customize | Fi Al B 3 st K 12072 O st
- . Target Available -
Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:
PH Microbiologistlll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612884 Standard  Home Based 1 1 01/30/2013
SelectAll  DeselectAll Select Action - 6o
| Create New Job | Find Job Openings Find Jub Postings View Drafls
Step Action

Select the Job Opening.

For this example:

Click the PH Microbiologist 111 link.
[PH Microbiologist I
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Favorites - Main Menu > Recruiting > Browse Job Openings

Find Job Opening

@DHelp Entp +

Job Opening

& Print Job Opening
Posting Title: PH Microbiologist Ill Job Opening ID: ~ §12723
Job Opening Status: 010-Open -Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Humber: 740007 PH Microbiologist IIl
Business Unit: 03420  Health
Job Family: 000003 Classified/Competitive

& save Create New  Previous Job Opening |Next Job Opening |Job Opening List

Manage Applicar Find Applicants || Activity & Attachments | Job Opening Details
View Applicants ~ Screen Applicants Interview Schedule

Manage Applicants

Display: Al -

First K 12012 O Last

Select Applicant Hame 1] Type Resume HL::B(&d

%ﬂ%' 67134 Ed  050-Route =] 33’;%213 Select Action -
%‘1‘% 67135 Ext  050-Route = ?‘n”l?f,gm Select Adtion -
SelectAll  DeselectAll  *Group Action: Select Group Action. - |§\

Manage Applis | Find | Activity & | Details
View Applicants Screen Applicants  Interview Schedule

& save [EfCreateNew  Previous Jub Opening |Mext Job Opening |Job Opening List

Step Action

5. Click the Take Action list.
Select Action... -

6. Click the Manage Interviews list item.
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P McAfee | - |

Home | AddtoFavortes | Signout
Favorites . Main Menu > Recruitng > Browse Job Openings

(@Help B Customize Page 3 hitp
Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule o update an existing schedule. Choose the Delete icon to remove
i Use the Add hyperlink to add interviewers not defined

within the Job Opening.

&} Print Job Opening

Posting Title: PH Micrabiologist Il Job Opening ID: 612723
Job Opening Status:  010-Open Job Type: Standard
Job Title: PH Micrabiologist I Job Code: 416700
Position Number: 740007 PH Microbiologist lil

Business Unit: 03420 Health

Job Family: 000003 ClassifiediCompetitive

Submit | |SaveforLater| | Cancel | Renn to Previous Page

¥ TestApp01 TestApp01

Submit | | SaveforLater| | Cancel  Reurn to Previous Page

View/Print All Interviews Expand All Collapse All

#* Refresh

Step Action

7. Click the Expand section button.
[

8. Click the Expand section button.
[

9. Click the Interview Status list.
| Lnconfirmed - |

10. Click the Confirmed list item.
[Confirmed |

11. Click the Interview Type list.

-]

12. Click the Panel list item.
[Panel |
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Step Action

13. Click the Calendar Icon button.

14, Click the Interview Date list.

15. Click in the Start Time field.

16. Enter the desired information into the Start Time field. Enter "10:00".

17. Click in the End Time field.

[ ]

18.
Enter the desired information into the End Time field. Enter "11:00".
19. Click the Notify Applicant option.
20. Scroll down the page to see more information.
Click the Scroll Bar scrollbar box.
21.
The Hiring Manager will automatically appear in the Interview Schedule box.
Additional Features (Optional)
Users can add members to the Interview Team by clicking Add Interviewer.
you can send e-mail confirmations and Outlook calendar appointments to members of the
Interview Team by clicking the Notify Interview Team checkbox.
22. Additional Features (Optional)
Hiring Managers can include information about the venue and/or location. This information
will appear in the confirmation e-mail.
23. Scroll down the page to see more information.
Click the Scroll Bar scrollbar box.
24. Additional Features (Optional)

Hiring Managers can add attachments to the e-mail confirmation.
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Step Action
25. Return to the top of the page.

Click the Scroll bar scrollbar box.

26. Click the Submit button.
Submit
217. Once the Hiring Manager clicks Submit, the error message shown above will appear.

Do not worry! The interview information did save and the appointment was
created/updated.

To navigate back to the Job Opening, click Browse Job Openings in the breadcrumb
navigation.

ORACLE’

Favorites ~ Main Menu > Recruiting > Browse Job Openings

Message

You are not authorized to access this component, (40,203

You have not heen granted security authorization for the component you are
attemping to access. You may have access o the designated component and
page, but notin the specified action mode (such as Correction or
Update/Display). Contact your system administrator.

=

Step Action

28. Click the Browse Job Openings link.
Browse Job Openings
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Home | AddtoFavorites |  Sign out
Favorites - Main Menu > Recrutting > Browse Job Openings
(@ Help E hitp
Browse Job Openings
View Drafts Find Job Openings
Job Openings:
Display: Job Assignedto me  ~ Active within View All
Job Openings Status: Open Customize | Find | View A1 | 2F Fist K 42012 O (ast
’ . . Target Available .
Select  Job Opening IDHbre  Type Location Openings  Openings  Motdob Created
PH Microbiologistlll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612864 Standard  Home Based 1 1 013012013
SelectAl  DeselectAll  SelectAction.. - 6o
 Creale NewJob | Eind Job Openings Find Job Postings View Drafts
Step Action

29.

Select the Job Opening.

For this example:
Click the PH Microbiologist 111 link.
PH Microbiologist Ill
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Favorites - Main Menu > Recrutting » Browse Jab Openings
Help

Find Job Opening

Job Opening

& Print Job Opening

Posting Title: PH Microbiologist Ill Job Opening ID: 612866

Job Opening Status: 010-Open -Job Type: Standard

Job Title: PH Microbiologist Il Job Code: 416700
Position Number: 740007 PH Microbiologist IIl

Business Unit: 03420  Health

Job Family: 000003 Classified/Competitive

EM reate New  Previous Job Opening |MextJob Opening |Job Opening List

(ENER Y e, Bl | Find Applicants | Activity & Attachments

View Applicants  Screen Applicants  Interview Schedule

Job Opening Details

Manage Applicants

Display: Al -
Applicants. First K1 1-20r2 O Last
- - - Last 5
Select Applicant Hame {1} Type Resume Updated *Take Action
TestApp01 » = 020512013 |
Testhppoi 62862 Edt  0B0-Inhw B cmEr Select Action -
Testhpp2 = 0210412013 | —
Tectonis 62864 Bt 050-Routed ) 3080 Select Action -
SelectAll  DeselectAll  “Group Action:  Select Group Action. ~ |eo
Manage | Eing | Activity & 1 Details
View Applicants  Screen Applicants  Interview Schedule U
Esave [EfCreate New  Previous Job Opening |NextJob Opening |Jab Opening List
Step Action

30.

The applicant's disposition will now be 060-Interview.

31. Helpful Tip

You can schedule and update multiple interviews on the same screen by using the Group
Action feature.
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ORACLE' A — - |

Home | AddtoFavortes | Signout
Favgrites . Main Menu > Reauitng » Browse Job Openings

@DHelp Entp +
Find Job Opening
Job Opening

[& You have successfully scheduled an interview for TestApp01 Test4pp01 for the job PH
Microbiologist|

&} Print Job Opening

Posting Title: PH Wicrobiologist IIl Job Opening ID: 612723

Job Opening Status: 010-Open Job Type: Standard

Job Title: PH Microbiologist lll Job Code: 416700

Position Number: 740007 PH Micrabiologist il

Business Unit: 03420 Health

-Job Family: 000003 Classified/Competitive

B save [EfCreate New  Previous Job Opening |NextJob Opening |Jab Opening List =
Manage Applicants Find Applicants | Activity & Attachments * Job Opening Details

View Screen i Interview Schedule

Manage Applicants:

Display: All -

Customize | Find [ View A1 B [ 3 Fist Kl 4012 O Loat

Select  Applicant Hame  ID Type Dispositi Resume

t?):‘at!d *Take Action
TestApo01 X = L
Testioo0t 67134 Ed_ 060-Intw ) 1050an | Selectaction
TestApo02 = 04162013
] e 67135 Ext  050-Route = 0avan | Selecthction =
SelectAll  DeselectAll  “Group Action:  Select Group Action - |col i
Manage | Eind Appli | Activity & | Job Opening Details
View Appli Screen Appli Interview Schedule <
<

(I

Step Action

32. Click the Select option.

33. Click the Select option.

ol

34. Click the Group Action list.
| Select Group Action... |L]

35. Click the Manage Interview option.
| Manage Interviews |

36. Click the Go button.

37. Expand the row for each applicant. For each interview, follow steps outlined in this tutorial.

Once you have entered the interview information for each applicant, click Submit.
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Step

Action

38.

End of Procedure.
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Recruitment_Update Interview Status

Procedure

P McAfee | - | it

Home | AddtoFavortes | Signout

Favorites - Main Menu

(@Help

Top Menu Features Description =) 1

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the tap left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the hain Menu,
now supports 1ype ahead
which makes finding
pages much faster.

Step Action

1. Click the Main Menu button.

2. Click the Recruiting menu.
| (3 Recruiting '|

3. Click the Browse Job Openings menu.
| [=| Browse Job Openings |
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T McAfee

Home | AddtoFavortes | Sign out
Favorites ~ Man Menu > Recruiting > Browse Job Openings
(@Help E ntip
Browse Job Openings
ViewDrafts  Find Job Openings
Job Openings
Display: JobAssignedtome v Active within View All
-Job Openings Status: Open Customize | Fi Al B 3 st K 12072 O st
- . Target Available -
Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:
PH Microbiologistlll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612884 Standard  Home Based 1 1 01/30/2013
SelectAll  DeselectAll Select Action - 6o
| Create New Job | Find Job Openings Find Jub Postings View Drafls
Step Action

Select the Job Opening.

For this example:

Click the PH Microbiologist 111 link.
[PH Microbiologist I
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Favorites - Main Menu > Recruiting > Browse Job Openings

Find Job Opening

@DHelp Entp +

Job Opening

& Print Job Opening
Posting Title: PH Microbiologist Ill Job Opening ID: 612866
Job Opening Status: 010-Open -Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Number: 740007 PH Microbiologist IIl
Business Unit: 03420  Health
Job Family: 000003 Classified/Competitive

& save

Create New  Previous Job Opening [Next Job Opening |Job Opening List

Manage Applicar Find Applicants || Activity & Attachments | Job Opening Details

View Applicants  Screen Applicants  Interview Schedule

Manage Applicants

Display: Al -
Applicants. First K1 1-20r2 O Last
- - - 5 Last
Select Applicant Hame {1} Type Resume Updated
TestApp01 y = 020042013 o
Testhppoi 62862 Edt  0B0-Inhw B e Select Action -
TestApp02 = 02/04/2013
TostAnp0? 62864 Edt  050-Routed B 230Pm Select Action -
SelectAll  DeselectAll  “Group Action:  Select Group Action. ~ |eo
Manage Appli | Eind | Activity & | ing Details
View Applicants  Screen Applicants  Interview Schedule
Esave [EfCreate New  Previous Job Opening [Next Job Opening |Job Opening List

Step Action

5. Click the Take Action list.
| Select Action... -

6. Click the Manage Interviews list item.
[Manage Interviews |
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P McAfee | - |

Home | AddtoFavortes | Signout
Favorites . Main Menu > Recruitng > Browse Job Openings

(@Help B Customize Page 3 hitp
Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule o update an existing schedule. Choose the Delete icon to remove
i Use the Add hyperlink to add interviewers not defined

within the Job Opening.

&} Print Job Opening

Posting Title: PH Micrabiologist Il Job Opening ID: 612866
Job Opening Status:  010-Open Job Type: Standard
Job Title: PH Micrabiologist I Job Code: 416700
Position Number: 740007 PH Microbiologist lil

Business Unit: 03420 Health

Job Family: 000003 ClassifiediCompetitive

Submit | |SaveforLater| | Cancel | Renn to Previous Page

¥ TestApp01 TestApp01

Submit | | SaveforLater| | Cancel  Reurn to Previous Page

View/Print All Interviews Expand All Collapse All

#* Refresh

Step Action

7. Click the Expand section button.
[

8. Click the Aplicant Appointment Status list.

Mone n

9. Click the Accepted list item.
Accepted

10. Click the Interview Status list.

[=]

11. Click the Completed list item.
| Completed |

12. Click the Save for Later button.

Save for Later:
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Step Action

13. Click the Return to Previous Page link.

Feturn to Previous Page

T McAfee | - |

Home | AddtoFavortes | Signout

Favorites - Main Menu > Recruiting > Browse Job Openings

(@DHelp Entp =+

m

[Hiring Managers will not see applicant information on this page.]

Step Action

14. Click the Browse Job Openings link.
|Brnw5& Job Gpening5|
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G McAfee | - |
Home | AddtoFavortes | Signout
Favorites - Main Menu > Recrutting » Browse Jab Openings
(@Help E ntip
Browse Job Openings
ViewDrafts  Find Job Openings
Job Openings
Display:  Job Assignedtome Active within View All
Job Openings Status: Open Customize | Fi Al By st K 4.2 02 D' Last
- - Target Available -
Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:
PH Microbiologistlll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612864 Standard  Home Based 1 1 01/30/2013
SelectAll  DeselectAll Select Action - [mGos]
| Create New Job | Find Job Openings Find Jub Postings View Drafls
Step Action

15.

Select the Job Opening.

For this example:

PH Microbiologist [l

Click the PH Microbiologist 111 link.
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Favorites - Main Menu > Recrutting » Browse Jab Openings

Find Job Opening

Job Opening

& PrintJob Opening

Posting Title: PH Wicrobiologist 1l Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Humber: 740007 PH icrobiologist Il

Business Unit: 03420 Health

Job Family: 000003 Classifisd/Competitive

& save ET* Create New

Previous Job Opening [Next Job Opening |Job Opening List

Manage Applicar Find Applicants || Activity & Attachments [ Job Opening Details

View Applicants ~ Screen Applicants  Interview Schedule
Manage Applicants

Display: Al -

First K1 1-20r2 O Last

Select Applicant Hame 1] Type Resume i HL::E(ed

E s 62862 Ext  0B0-Intaw =] 3?;2;”;013 “SelectAction.. v
Jestoot? 52864 Bt 020-Appl = gﬁggﬁnm Select Adtion -
SelectAll  DeselectAll  *Group Action:  Select Group Action. B

Manage Applis | Find | Activity & | Details

View Applicants Screen Applicants  Interview Schedule

& save [EF create New

Previous Job Opening |Mext Job Opening |Job Opening List

<

([

m

Step

Action

16.

Click the Home link.

17.

End of Procedure.
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Recruitment_Forward Applicant

Procedure

P McAfee | - | it

Home | AddtoFavortes | Signout

Favorites - Main Menu

(@Help

Top Menu Features Description =) 1

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the tap left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the hain Menu,
now supports 1ype ahead
which makes finding
pages much faster.

Step Action

1. Click the Main Menu button.

2. Click the Recruiting menu.
| (3 Recruiting '|

3. Click the Browse Job Openings menu.
| [=| Browse Job Openings |
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T McAfee

Home | AddtoFavortes | Sign out
Favorites ~ Man Menu > Recruiting > Browse Job Openings
(@Help E ntip
Browse Job Openings
ViewDrafts  Find Job Openings
Job Openings
Display: JobAssignedtome v Active within View All
-Job Openings Status: Open Customize | Fi Al B 3 st K 12072 O st
- . Target Available -
Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:
PH Microbiologistlll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612884 Standard  Home Based 1 1 01/30/2013
SelectAll  DeselectAll Select Action - 6o
| Create New Job | Find Job Openings Find Jub Postings View Drafls
Step Action

Select the Job Opening.

For this example:

Click the PH Microbiologist 111 link.
[PH Microbiologist I
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Favorites - Main Menu > Recruiting > Browse Job Openings

@DHelp Entp +

Find Job Opening

Job Opening

& Print Job Opening

Posting Title: PH Wicrobiologist Il Job Opening ID: 512866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Humber: 740007 PH Microbiologist Il

Business Unit: 03420 Health

Job Family: 000003  Classified/Competitive

Esae

Create New  Previous Job Opening [Next Job Opening |Job Opening List

Manage Applicar Find Applicants || Activity & Attachments | Job Opening Details

View Applicants ~ Screen Applicants  Interview Schedule
Manage Applicants

Display: Al -

First K1 1-20r2 O Last

Select  Applicant Hame 1D Type

Resume e
Enies 62862 Ext | 0GO-nbw =3 g:?;g;ﬁuﬂ “SelectAction.. v
Jestoot? 62864 Ext  050-Routed B J20A20T Selctadion. v
SelectAll  DeselectAll  *Group Action:  Select Group Action. B
Manage Applis | Find | Activity & | Details
View Applicants Screen Applicants  Interview Schedule
& save [EF create New

Previous Job Opening |Mext Job Opening |Job Opening List

Step Action

5. Click the Take Action list.
| Select Action... -

6. Click the Forward Applicant list item.
Forward Appli
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T McAfee | - |

Home | Workist | MuliChannelConsole | AddtoFavortes | Sign out
Favorites . Main Menu > Recruitng > Browse Job Openings

EINew Window (ZHelp & Customize Page Ehttp +

Forward Applicant

Enter email address of the person to whom you are sending this information. Select the “Send”
button when you are finished. Choose the “Preview” button to preview the email

Preview | Send | Cancel

customize | View Al B Fist L qor4 O Lost

AApplicant Hame D
Testappi TestAppo1 52862
Recipient Information
“To: [E]
Find
ce: &=
Find
Bec: &=

Sender Information

From: Elizabeth Mack

i

*Subject: [

— [ o
Step Action
Click in the To field.

Enter the desired information into the To: field. Enter "pepper.potts@state.vt.us".

Enter the desired information into the Cc: field. Enter "sally.hall@state.vt.us".

10. Click in the Subiject field.

11. Enter the desired information into the Subject field. Enter "Prepare Offer Letter".
12. Click in the Message field.
13. Enter a brief message to explain why you are forwarding the applicant(s).

If you are making a request for HR to prepare a job offer, include a tentative Start Date for
the new employee whenever possible.

14. Click the Send button.

15.
End of Procedure.
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Favorites - Main Menu » Careers

Careers

Enter your user name and password ta login. If you have not yet registered, Reaister Here.

Basic Job Search

Keywords: | User Name: [testapp01
Posted:  Last Month - Password:

|- Seareh | Agvanced Search Search Tips

i LoginHelp Register Now

Job Posting Information

[€] First [4] Previous | Mext [¥] Last [+

Latest Job Postings

Date Job Title Job ID Location

02/06/2013 Information Technology Special 6512869 Montpelier
02/04/2013 Assistant To Sgt At Arms 612867 Montpelier
02/01/2013 test 612856 Montpelier
013112013 PH Microbiologist lll 612866 Burlington
01/30/2013 Civil Engineer| 612863 Montpelier

SelectAll Deselect All
| Save Selected Jobs | | Applyfor Selected Jobs

Apply Without Selecting Job

Worklist

Add to Favorites

ENew Window () Help E

Step

Action

Click the Login button.
Login |
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Favorites - Main Menu » Careers

CareersHome {JobSearch My SavedJobs My Saved Searches My CareerTools Logout

Careers Home

Welcome TestApp01

Basic Job Search My Career Tools

Keywoms:‘ 46 Accepted/Unaccepted Applications
Posted: Last Month -

0 Additional Attachments
1 Saved Resumes
1.Job Offer

My Profile

|- 8eareh | sdvanced Search Search Tips

MNotification Information

[0 First [4] Previous | Next [¥] Last [+

Select From Subject Received

Inteniew Schedule:PH Wicrobiologistlll -
State of Vermont lﬁixlfﬁ f“md”‘e PH Wicrabiolagistil = |5 e 1013 155pM
Recruiting Team Job Offer

02/06/2013 10:01AM

SelectAll Deselectal | Delete |

Job Posting Information

4] First [4] Previous |Next [¥] Last V]

MultiChann:

Training Guide
Hiring Managers

EINew Window (D Help Ente 4

Latest Job Postings L4
Select Date Job Title Job ID Location
02/06/2013 Information Technology Special 612869 Montpelier
02/04/2013 Assistant To Sat At Arms 612867 Montpelier
02/01/2013 test 612856 Montpelier
] 01315201 PH i if st Il A128R6 Burlinaton -
Step Action

Click the Job Offer link.
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Favorites - Main Menu » Careers

0 New Window (2) Help
Caleers Homg Job Search My Saved Jobs My Saved Searches My Career Tools Logout

Job Offer

Posting Title: PH Microbiologist Ill
Job Opening ID: 612866

Offer Date: 02/06/2013

Offer Expiration Date: 02/16/2013

Congratulations! We are delighted to extend this offer of employment to you

Please review each of the documents carefully before responding to this offer. Any documents marked as Action Required ¥ must be
completed and returned. You may scan the completed forms and upload them below, or complete the forms and bring them with you on your
first day of work

Ifyou have any questions, contact your hiring manager/supenisor for assistance

b Offer Documen Related Links || Notes

Document Description Attached File View

2013-02-06- B

Offer Letter 09,59 51.00000010130ffer_TestApp01_020613 docx

Acknowledgments

| acknowledge that | have reviewed and understand the job offer details for the position listed.

Step Action

3. Press the [Ctrl] key and click the View button.
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% e .
[ E 5 | 12 -jiA (o] | AaBbeeDc | AaBbceDc AaBbCi AaBbCc
Paste [B £ T -abe x, x Aav|[®- A- R ‘ THormal | Mo Spaci.. Headingl Heading 2
Clipboard & Font ir) Paragraph £} Styles

Change

T Styles

&

34 Find -
Il

|
25 Replace
l§ Select ~
Editing.

6 February 2013

TestApp01 TestApp0l
123 Main Street
Colchester, Vermont 05446

Dear Test App01.

I am pleased to offer you the PH Microbiologist III position ( Job Opening #612866 ) with
the Health.

This position is Pay Grade 22 and you will be at Step 1. The base salary for this position is
19 86 USD Hourly.

To formally accept or decline this offer of employment, please log in to your user account.
On the Career Home page, you will see a recent notification titled Job Offer. Please review
all related documents, and click 4ccept or Decline. This offer will expire on 2013-02-16.

As discussed. if you accept this offer. your start will be 2013-02-21. Please report to

Pagelofl | Words: 169 | i |

AERIEIE]

Action

Review the offer letter.

Click the Close button.
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Home | Workist | MuliChannel Console | Addto Favortes |

Favorites  Main Menu > Careers
Please review each of the documents carefully before responding to this offer. Any documents marked as Action Required ¥ must be

completed and returned. You may scan the completed forms and upload them below, or complete the forms and bring them with you on your
first day of work

I you have any questions, contact your hiring manager/supenisor for assistance
J:.n ST Related Links || Notes

Document Description Attached File View
2013-02-08- B

Offer Letter 09.59.51.00000010130ffer_TestApp01_020613 docx

Acknowledgments

| acknowledge that | have reviewed and understand the job offer details for the position listed.

.|

Comments.

| Accept | | Reject | | Sawe |

Completed Documents

Description Filename Attachment Date Time
I
SelectAll  DeselectAl | Upload Document | Send Document | | Delete Document

n

Step Action

5. ick the acknowledgement checkbox option.

6. Click the Accept button.

7. Click the OK button.

8. Click the OK button.

9. Click the Careers Home link.

> Careers

10.
End of Procedure.
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Recruitment_Reject Applicant & Send Correspondence

Procedure

T McAfee - W

Home | AddtoFavortes | Signout

Favorites - Main Menu

(@Help

Top Menu Features Description =) 1

Our menu has changed!

The menu is now located across the top of the page.
Click on Main Menu to get started.

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the tap left.

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders.

Menu Search, located
under the hain Menu,
now supports 1ype ahead
which makes finding
pages much faster.

Step Action

1. Click the Main Menu button.

2. Click the Recruiting menu.
| (3 Recruiting '|

3. Click the Browse Job Openings menu.
| [=| Browse Job Openings |

Page 116



OoRACLE
USER PRODUCTIVITY KIT

ORACLE"

Training Guide
Hiring Managers

T McAfee

Home | AddtoFavortes | Sign out
Favorites ~ Man Menu > Recruiting > Browse Job Openings
(@Help E ntip
Browse Job Openings
ViewDrafts  Find Job Openings
Job Openings
Display: JobAssignedtome v Active within View All
-Job Openings Status: Open Customize | Fi Al B 3 st K 12072 O st
- . Target Available -
Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:
PH Microbiologistlll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612884 Standard  Home Based 1 1 01/30/2013
SelectAll  DeselectAll Select Action - 6o
| Create New Job | Find Job Openings Find Jub Postings View Drafls
Step Action

Select the Job Opening.

For this example:

Click the PH Microbiologist 111 link.
[PH Microbiologist I

Page 117



OoRACLE
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icAfee

Previous Job Opening [Next Job Opening |Job Opening List

Manage Applicar Find Applicants || Activity & Attachments

Job Opening Details

View Applicants ~ Screen Applicants  Interview Schedule

Manage Applicants

All -

Applicant Hame 1D

First K1 1-20r2 O Last

Esave Ecione [EfCreate New

- pa— =

%ﬂ% 62864 Ext  100-Hold =] Efggftgﬂ Select Action -
%‘1‘% 62862 Ext  Accepted ] ggggﬁgws Select Action -
SelectAll  DeselectAll  *Group Action: Select Group Action. - |§\

Manage | Find | Activity & | Details

View Applicants Screen Applicants  Interview Schedule

Previous Job Opening |Mext Job Opening |Job Opening List

<

| workist utiChannel Console | Add to Favorites
Favorites . Main Menu > Recruitng > Browse Job Openings
(@Help Entp +

Find Job Opening

Job Opening

& PrintJob Opening

Posting Title: PH Wicrobiologist 1l Job Opening ID: 612866

Job Opening Status: 010-Open Job Type: Standard

Job Title: PH Microbiologist Il Job Code: 416700

Position Humber: 740007 PH Microbiologist

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Esae Poione Efcreateiew

m

([

Step Action

Click the Take Action list.

Select Action...

Click the Reject Applicant list item.
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ORACLE"

W McAfee | - |
Home | Workist | MufiChannel Console | AddtoFavorites |  Sign out
Favorites . Main Menu > Recruitng > Browse Job Openings

&0 New Window (ZIHelp [& Customize Page 5 hiip
Manage I

Reject Applicant

Applicants Being Rejected
Applicant Hame:

62864 TestApp02 TestApp02

Select Status

Status Code: 110-Not Hired

Status Reason: (-]

Another Applicant Was Hired
Submit Suf Ineligible - Legal Questions
Ineligible - Min Quals

Offer Rejected

Requisition Cancelled

Cancel

Step Action

Click the Another Applicant was Hired list item.
|| Another Applicant Was Hired ”

8. Click the Submit & Send Correspondence button.
l Submit & Send Correspondence l
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P McAfee | - |

Home | Workist | MufiChannel Console | AddtoFavortes |  Sign out
Favorites . Main Menu > Recruitng > Browse Job Openings

) New V ] — B
0 New Window (ZHelp [ Customize Pag| caved ‘7

Send Correspondence ‘

Preview Send Cancel

Message Type and Method
“Contact Method: Email -

Letter: -

Recipient Information
To: Testapp02 Testapp02
ce: Ellie Mack@state .us L
Find E
Bee:

Include Interested Parties

Sender Information

From: Jim Smith

*Subject: [
“Access: Public -

Message: @@
Step Action
9. Click the Letter list.
10. There are two standard rejection letters:

Interviewed IR: Rejection letter to someone who was interviewed for the position.

Post Route RR1: Rejection letter to someone who was on the Routed Candidate List but
NOT interviewed.

For this example
Click the Rejection - Post Route RR1 list.

|| Rejection - Post Route RR1

11. Enter the desired information into the Subject field. Enter "SOV Application Status".

12. Click the Preview button.

Preview
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ORACLE’
rkist | MulliChay
Favgrites  Main Menu > Recruitng > Browse Job Openings
I New Window (BHelp [ Customize Page Elhtip |+
Send Correspondence
|-=-Preview:—||~—Send-||--Cancel- |

Message Type and Method

*Contact Method: Email

Letter: Rejection-Post Route RR1

Recipient Information

To: TestApp02 Test4pp2
ce Ellie. Mack@state v.us
Eind
Bee:

Include Interested Parties

Sender Information

From: Jim Smith

“Subject: |50V Application Status
*Access: Public

6 February 2013

TestApp02 TestApp02
123 Main Street
Colchester, Vermont 05446

Dear TestApp02,

Thanl. £

sith tho Séatn of

Step Action

13. Move down the page.
Click the Scrollbar.
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| Workist

Favorites ~ Main Menu > Recruiting > Browse Job Openings

6 February 2013

TestApp02 TestApp02
123 Main Street
Colchester, Vermont 05446

Dear TestApp02,

Thank you for expressing an interest in job opportunities with the State of
Vermont, specifically the PH Microbiologist III position (Job Opening
#612866), for which you recently applied.

T regret to inform you that you have not been selected for this position. We
have decided to pursue those candidates whose experience and training more
closely fit the specific requirements of this position.

‘We invite you to explore other job opportunities with the state of Vermont by
visiting our website: www.careers.vermont.gov. Once again, thank you for
vour interest. We wish you success in your job search.

Sincerely,
Jim Smith
Health

 Atachments |

No attachments have been added to this Correspondence

I

[¥]Add Attachment

Freview || Send || Cancel

Step Action

14. Click the Send button.
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MuliChann
Favorites . Main Menu > Recruiting > Browse Job Openings
Help E

Find Job Opening

Job Opening

& Print Job Opening

Posting Title: PH Wicrobiologist 11l Job Opening ID: 512866

Job Opening Status: 010-Open Job Type: Standard

Job Title: PH Microbiologist IIl Job Code: 416700

Position Humber: 740007 PH Microbiologist Il

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Esae Hcione

27 Create New  Previous Job Opening |Next Job Opening |Job Opening List

Manage Applicar Find Applicants || Activity & Attachments | Job Opening Details

View Applicants ~ Screen Applicants  Interview Schedule
Manage Applicants

Display: Al -

First K1 12012 O Last

Select  Applicant Hame 1D Type  Disposil Resume i u"‘;;;( -

%ﬂ% 62864 Ext  110-NoHire = Efggﬁg” “SelectAction.. v
%‘l‘% 62862 Ext  Accepted ) ggggﬁgws Select Adtion -
SelectAll  DeselectAll  *Group Action: Select Group Action. - |§\

Manage Appli | Find | Activity & | Details

View Applicants Screen Applicants  Interview Schedule

B save Ecione [EfCreate New  Previous Job Opening |NextJob Opening |Job Opening List

Step Action

15. Point to the 110-No Hire object.

16.
End of Procedure.
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Prepare Job Offer
Resource for Field DHR

Navigate to the Job Opening: Main Menu > Recruiting > Browse Job Openings or Find Job Openings

IMPORTANT!

Before you prepare an offer letter, confirm the Hiring Manager has indicated which candidates were
interviewed in the system. If they have done this, you will see candidates with the status 060-Interview.

Navigate to the Prepare Job Offer page
Identify the candidate selected for offer. The candidate should be in 060-Interview status.
Click “Prepare Job Offer” from the Take Action dropdown menu.

Manage Applicants Find Applicants Activity & Attachments Job Opening Details

View Applicants  Screen Applicants Interview Schedule
Manage Applicants

Display: All -

Customize | Find | view 21 | BV | 3 Frst B q2072 1 Last
N N . L Last N

Select Applicant Name ] Type Disposition Resume Application Updated *Take Action
TestApp0d b =0 02/05/2013 "

& TestApp0d 62862 Bt  OB0-Intw ) 1551 Select Action... -
T 1210412013 Add Applicant to New List |
1eSADDYL - =h Add Applicant to Saved Ly

(] TestApp02 b2864 Bt 020-Appl = 2:30PM o

Change Applicant Statug
Create Interview Evaluat
Forward Applicant

Link Applicant to Job
Manage Applicant Chec
Manage Interviews
Pre-Employment Check
Manage Applicants | Find Applicants | Activity & Attachments | Job Opening Details Prepare For Hire

Viiew Applicants Screen Applicants  Interview Schedule Prepare Job Offer

SelectAll DeselectAll  *GroupAction:  Select Group Action... > G0 Click the Prepare

Job Offer menu.

Fani] 4] auull Deld
Reject Applicant
Route Applicant

Select Action...

Send Correspondence

Withdraw From Hire

Bsae Ecione [Efcreate New  Previous Job Opening |Mext Job Opening |Job Opening List

Before you begin, you should note....

v" The Job Opening ID

Is the position Limited or Temporary (if so, end date)
Salary info of current employees

Is there a Hire-into-Range?

Has Tax Compliance been completed?

Is Restoration applicable?

Verify that you have SSN and DOB

Start date

AN N NI N NN

’\‘:\ State of Vermont | Division for Workforce Recruitment, Development & Wellness

- 439 Industrial Lane | Berlin, VT 05641
VERMONT |

www.careers.vermont.gov | 802-828-6700



http://www.careers.vermont.gov/

This is the Prepare Job Offer page.

Manage Applicant: Elizabeth Mack

Prepare Job Offer

Applicant Name: Elizabeth Mack Date Entered: ~ 06/17/2013
ID: 6418

& Print Job Opening
Posting Title: Assistant Purchasing Agent Job Opening ID:  §12957
Job Opening Status: 010-Open Job Type: Standard
Job Title: Assistant Purchasing Agent Job Code: 020000
Position Number: 061076  Assistant Purchasing Agent
Business Unit: 01150 Buildings & Gen Sen-Govtal
Job Family: 000003  Classified/Competitive

Save for Later | | submit | | Post | [ Add Revieed Offer | | Unpost| [ Delete Offer | [ Cancel | Return to Previous Page

Offer Details
Job Opening: 612957

Business Unit: 01150
Position Number: 061076 @,

Job Code: 020000
Offer Date: D6M7/2013 Il
Commencement Date: £
*Offer Expiration Date: 062712013 El
Hiring Manager: 05133
Recruiter: 26947 @,

Assistant Purchasing Agent

Assistant

Purchasing

Agent

Assistant Purchasing Agent

Debarah Damore

Elizabeth Mack

Created By: [Elizabeth Mack

Applicant
Applicant Type: Employee -
Preferred Contact: Mot Specified -

Registerad
Motify

Status
*Status: 010-Extend

Reason:

Offer Letter

Letter:

Generate Letter  Email Applicant  Upload Letter

- Date Printed: B

* Recommended Salary Range

Job Offer Components
*Component *Dffer Amount

Currency Frequency

| - ~ O

Add Offer Compaonent

Attachments

e —

Job Offer Documents

Related Links | Motes

Source:

Applicant Specific Document -

Add Attachment

Added By:

Last Updated By:

Add Another Comment

Frevious Comment Mext Comment

| saveforLater | | Submit | [ Post | [ AddRevieed Offer| [ Unpost| | Delete Offer | [ Cancel | Retum to Previous Page




Steps to Prepare Job Offer

1.

In Commencement Date field, enter start date. This is a required field — if the true start date is TBD,
you can update the actual offer letter to say “to be determined.”
Note the Offer Expiration field. The system will default to 10 days, but you can change it if you wish.
The offer expiration date must be before the commencement date.
Scroll to the Offer Letter section. Select a letter from the Letter dropdown menu.
a. HRS_OFF_LETTER_OF1 — Letter for internal candidates
b. HRS_OFF_LETTER_OF2 — Letter for external candidates
c. DO NOT enter a date in the Date Printed field. The date will populate automatically later in
the process of creating the offer letter.
Click the expand section arrow next to Recommended Salary Range. You should see the pay range
for the particular job, including minimum hourly rate.
Enter information using the dropdown menus under Job Offer Components.
a. Component = Base Salary
b. Offer Amount = Enter the hourly rate. Most jobs will be Step 1, which should be displayed
above in the Recommended Salary Range section.
c. Currency = USD
d. Frequency = Hourly

ORACLE’
Home | ‘orkist | MutiChann
Favovr'rtes Ma invMenu > Recruiting > Browse Job Openings
U S S e s
Recruiter: @,
Created By: |Eliza:-'=th Mack |
Applicant
Applicant Type: External Applicant - [/] Reqistered
Preferred Contact: Mot Specified - Notify
*Status: 010-Extend -
Reason: -
Offer Letter
Letter: HRS_OFF_LETTER_OF1 - DatePrinted: | |

Generate Letter  Email Applicant  Upload Letter

+ Recommended Salary Range

Minimum Midpoint Maximum
Step 1
Hourly 19.860000 25.440000 31.010000
Daily 158.880000 203.520000 248.080000
Monthly 3442 400 4409600 5375.070
Annual 41308.800 52915.200 64500.800

Job Offer Components

*Component [Offer Amount urrency Frequency
Base Salary - = - - i

Add Offer Component

AL Yool Yl ( Related Links || Motes |

Source: Applicant Specific Document - Add Attachment




6. You are ready to submit the basic information for this job offer. Scroll to the bottom of the page and

click Submit. Once you click submit, the applicant’s status will officially change to Offer, but the
applicant will NOT receive a letter or e-mail yet.

The next several steps will explain how to generate the actual offer letter that will be posted in the
applicant’s account. There are two way to attach an offer letter.

**Method 1 — Generate Letter from VTHR and Upload Revised Version**

7. Navigate back to the Offer Letter section. You will notice the links are now active.

8. HOLD DOWN THE CONTROL KEY and click Generate Letter. Be patient. It may take several seconds
for the document to open.

**If you don’t hold down the control key, follow the steps listed under Method 2**

Applicant Type: External Applicant -~ [/ Registered
Preferred Contact: Mot Specified - Notify

*Status: 010-Extend -
Reason: | - |
Offer Letter

Letter  Hold CTRL | HRS_OFF_LETTER_OF1 -] DatePrinted: | |
I Generate Letterl Email Applicant  Upload Letter

» Recommended Salary Range

Job Offer Components

*Component *0ffer Amount Currency Frequency

Base Salary 19.860000%3 USD Hourly

9. When prompted by Microsoft Work, click Open.

Manage Applicant: TestApp01 TestApp01
Disposition | @ https:lfh(mdevzpeuplesnﬂ.siats.vl‘usfpi(fHRTSTZJ?(md:viewat(a(h&usErﬁIe:ZOlE‘rGZ—Oﬁ»DQ.S.| =@ ® |
Applicant Name: (;)Q [ ] https://ncmdev2 peoplesc statevtus/psc/HRTST2 » & 49 | X | [ fing o~
10 i g Favorites 5% &1 g3 of .41.0000001012HRS_OFF LET.Af from hemdev2p.| = | )| %]
Posting Title: I? hitps://hcmdev2.peoplesq [ File Download =
Job Opening Statu -
Job Title: If IE indicates your downl Do you want to open or save this file? Bar and selecting

Position Number: "Download File...".
Business Unit: =

MName: 2013-02-06-09.57.41.0000001012HRS_OFF_LET.rtf

Job Family: Please close this window — Type: Rich Text Format
ob Famil: From: hcmdevz2.peoplesoft.state.vt.us

| sae | Ri

| [ o J[ sae |Gl ]

[¥] Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially

| @ ham your computter. I you do not tnust the source, do not open or fl
save this fle. What's the rigk?

|wSaveford-ater| |]

Offer Details |



10. Edit the offer letter as needed.

11. When you are done editing the letter, save the document to your computer. Close Microsoft Word.
12. On the Prepare Offer Letter Page, click on the Upload Letter link. Locate document on your PC.

Once you have uploaded the revised offer letter, it is necessary to remove the original version of the letter
that was generated by the system. To do this, follow the steps below:

13. Scroll to the bottom of the page and click Edit Offer.
14. Delete the original offer letter by clicking the trashcan icon.
15. Option: Select the “Action Required” checkbox. This will require applicants to view the document

before they are able to accept the offer. If you do not want this option, leave the box unchecked.
16. Click Submit. Page will refresh.

ORACLE " McAR

Home | Worklist

| MultiChannel Console

Main Menu > Recruiting > Find Job Openings

M i e LIGRT LG, [V 1 e g -w

Generate Letter Email Applicant  Upload Letter

Recommended Salary Range

||

Job Offer Components
*Component *Offer Amount Currency Frequency
Base Salary - | 19.850000@ UsD - Hourly hd El

Add Offer Component

Job Offer Documents [T E T IR LI VT G0

Document Description Attached File Action Required

View
|offer Letter |2|:|13-|:|3-11-1:.2u:u.:':.u:u:n:u:u:n:u1|:-3:'HR8_CFF_LET.rn | E3
|01TerLetter |2EI1C~;-EIS-11-14.21.:'EI.EIEIEIEIEIEI1EIS'SCffar_Tasti.r:pD1_02| B m
Source: Applicant Specific Document ¢ Add Attachment
Comments
(Bl
Added By:
Last Updated By:
Add Another Comment Previous Comment Mext Comment

|wEave forl-ater, m Post| [Add Revised Offers| [npost [-DeleteOffers| [~ Eaneels| Retum to Previous Page

**Method 2 — Upload Existing Document from PC**

1. Navigate back to the Offer Letter section. You will notice the links are now active.
2. Click Upload Letter. Locate the existing offer letter document on your PC.
3. Click Post. The Page will refresh.



Once you have uploaded the offer letter and the page refreshes, you are ready to post the offer. “Post”
means that the offer letter itself will be sent to the applicant’s account so they can log into VTHR to view
and accept the offer.

17. Click the Notify Applicant checkbox.

ORACLE

Home | Worklist

Fav-:lr'rtes MainvMenu » Recruiting > Browse Job Openings
Job Family: 000003 Classified/Competitive

| Save | Retum to Previous Page

[ saveforLater| [ submit | Post | | Add Revieed Ofer | [ Unpost| [ Delete Offer | | Gancel | Return to Previous Page

B

Job Opening: 612866 PH Microbiologist lll
Business Unit: 03420
Position Humber: FH

Micrabiologist Il
Job Code: PH Micrabiologist I
Offer Date:
Commencement Date:
*Offer Expiration Date: 02/16/2013
Hiring Manager: l:l Jim Smith
Recruiter: [ ] Elizabeth Mack
Created By: [Elizabeth Mack |

Applicant Type: External Applicant - Registered
Preferred Contact: Mot Specified - Notify

Status
*Status: 010-Extend

|

Reason:

Offer Letter

Letter: [HRS_OFF_LETTER_OF1 - Date Printed: [02/06/2013

Generate Letter Email Applicant Upload Letter

1

18. Click Post. The system will warn you about to posting the offer. Click OK.

(Note: If you used Method 2 to attach the offer letter, the system will warn that you are about to submit an
offer in which no letter was generated. It is giving you this warning because the “Generate Letter” tool
wasn’t used. As long as you successfully uploaded a document, the candidate will still get an offer letter!)

19. Click Submit. A message will state the offer has been posted. Click OK.
20. Click Return to Previous Page. You will see that the applicant’s disposition is now 070-Offer.



Recruitment_DHR_Prepare Job Offer

Procedure

TMchfer y - |

Home | AddtoFavortes | Signout
Favorites  Main Menu

®He|p

Top Menu Features Description (=] (=] [x]

Our menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favarites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which rmakes finding
pages much faster.

Step Action

17. Click the Main Menu button.

18. Click the Recruiting menu.
| (3 Recruiting '* |

19. Click the Browse Job Openings menu.
| [=] Browse Job Openings |




Favovntes Mavaanu > Re(rgmng

Job Openings

> Browse Job Openings

Browse Job Openings

View Drafts Find Job Openings

Display: Job Assignedto me

Find Job Openings

- Open - Active within View All - )
Job Openings Status: Open Customize | Find | \iew 21l | u First &1 1-2 012
. . ) Target Available .
Select  Job Opening IDNbrv Type Location Opemngs  Opemings  Motdob Created
PH Microbiologistlll 612866 Standard  Burlington 1 1 01/31/2013
District Office Clerk| 612864 |Standard Home Based 1 1 01/30/2013
Select All Deselect All Select Action - |-Go-|
| Create New Job |

Find Job Postings View Drafts

(@DHelp E nitp

Step

Action

20.

Select the Job Opening.

For this example:

Click the PH Microbiologist 111 link.

PH Microbiologist Il

Favovntes Mavaanu > Re(rgmng >

Job Opening

Browse Job Open

& PrintJob Opening

Posting Title: PH Microbiologist lIl Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist lll Job Code: 416700
Position Number: 740007 PH Microbiologist lll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

BEsae ®cione

Create New

Previous Job Opening |Next Job Opening |Job Opening List

Man:

Applica

Find Applicants || Activity & Attachments || Job Opening Details |

View Applicants  Screen Applicants

Interview Schedule

Esave Wcione [E creste New

Manage ADDI
Display: Al -
Customize | Find | view 2 | B | 38 Frst Kl 42072
) — - Last )
Select  Applicant lame 1D Type Disposition Resume | Application 85 | “Take Action
Testipp01 . = 020050013 -
Ao 62862 Bx  060-Intvw B Vsson  selectadion -
TestApp02 = 02042013
TestApp02 62854 B 020-Appl B e Select Action
SelectAll DeselectAll “GroupAction:  SelectGroupAcion. = | Gol
Manage Applicants | Find Applicants | Activity & | Job Opening Details
View Applicants Screen Applicants Interview Schedule

Previous Job Opening |Mext.Job Opening |Job Opening List




Step

Action

21.

Click the Take Action list.
| Select Action... -

22.

Click the Prepare Job Offer menu.
|Prepare Job Offer |

ORACLE’
Home | workist |
Favovm:es MavaEﬂu > Recrgrtmg > Browse Job Openings
(@Hep BHnup =«
M Applicant: TestApp01 TestApp01
Prepare Job Offer
Applicant Name: TestApp01 TestApp01 Date Entered:  02/04/2013
1D: 62862
& Print Job Opening
Posting Title: PH Microbialogist Il Job Opening ID: 612866 E
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Number: 740007 PH Microbiologist Il
Business Unit: 03420  Health
Job Family: 000003  Classified/Competitive
Offer
| Save forLater | | Submit | | Post | | AddRevised Offer| | Lnpost| | DeleteOffer | | Cancel | Return to Previous Page
Offer Details
Job Opening: 612866 PH Wicrobiologist Il
Business Unit: 03420
Position Number: 740007 @ pH
Wic n
Job Code: 416700 PH Microbiologist Il
Offer Date: 02/06/2013 5
Commencement Date:
“Offer Expiration Date: 02/16/2013 [
Recruiter: @, Elizabeth Mack
Created By: ‘Elw:a beth Mack |
&
.
Step Action

23.

Enter the desired information into the Commencement Date field. Enter "02/21/13".




Favovntes ManvManu > Racryrmg > Browse Job Openings

Applicant: TestApp01 TestApp01

Prepare Job Offer

Applicant Name: TestApp01 TestApp01 Date Entered:  02/04/2013
1D: 62862

& Print Job Opening
Posting Title: PH Microbiologist lll Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Number: 740007 PH Microbiologist Il
Business Unit: 03420 Health
Job Family: 000003  Classified/Competitive

|- Save for Later | | Submit | [ Fost.| | AddRevised Offer | [ Lnpost| | Delete Offer | | Cancel | Retum to Previous Page

Offer Details
Job Opening: 612866 PH Micrabiologist
Business Unit: 03420

Position Number: 740007 @ pH
i

Job Code: 416700 PH MWicrebiologist
Ofier Date: 02/06/2013 [

CommencementDate: 02121113
[*Offer Expiration Date: 02116/2013

Hiring Manager: Jim Smith
Recruiter: Elizabeth Mack
Created By: |

(@DHelp E nitp

Step

Action

24.

Move down the page.

Click the Scrollbar.

Favovntes ManvMenu > Recryrtng > Browse Job Openings

L -
Recruiter: @
Created By: [Etizabetn mack |

Applicant Type: External Applicant ~ i
Preferred Contact: Mot Specified A

‘Status: 010-Extend -

Reason: -

Offer Letter

Letter: =] Date Printed: [

Generate Letter  Email Applicant  Upload Letter

» Recommended Salary Range
Job Offer Components
*Component *Offer Amount Currency Frequency

- R |

Add Offer Component

Attachments

e T Bl Related Links | Notes |

Source: Applicant Specific Document - Add Attachment

Added By:
Last Updated By:




Step Action

25. Click the Letter: menu.

26. Click the HRS_OFF _LETTER_OF1 list item.
|| HRS OFF LETTER OF1 |

27. Click the Expand section button.
[

28. Click the Component list.

| -

29. Enter the desired information into the Offer Amount field. Enter "19.86".

30. Click the Hourly list item.
| Hourly |

-
. ' McAfee
ORACLE -
Home | workist | MuliChannelConsole | AddtoFavortes |  Sign out
Favovntes Mavaenu + Recruiting > Browse Job Openings

FAR— L it 5
Recruiter: @
Created By: ‘Elw;a beth Macl |
Applicant

Applicant Type: External Applicant ~ [ Registered
Preferred Contact: Not Specified - Hotify

[ Status: 010-Extend -

Reason:

Offer Letter

Letter: HRS_OFF_LETTER_OF1 - Date Printed:
Generate Letter Email Applicant  Upload Letter

~ Recommended Salary Range

Minimum Midpoint Maximum
Hourly 19.860000 25.440000 31.010000
Daily 158.880000 203520000 243.080000
Monthly 3442400 4409 500 5375.070 3
Annual 41308.800 52915200 64500800
*Component *Offer Amount Currency Frequency
Base Salary - 19865 usD - i}

Add Offer Component

Job Offer Documents Related Links | Notes

Source: Applicant Specific Document - Add Atachment

1

Comments

Step Action

31. Move down the page.

Click the Scrollbar.




Favovntes Mavaanu > Ra(rgmng > Browse Job Openings

Minimum Midpoint Maximum
Hourly 19.860000 25.440000 31.010000
Daily 158.880000 203.520000 243.080000
Monthly 3442400 4409 600 5375.070
Annual 41308.800 52915.200 64500.800
Job Offer Components
“Component *Offer Amount Currency  Frequency
Base Salary - 1986/ |usD o

Add Offer Component

Attachments

[ Notes |

Job Offer Documents [T Ny

Source: Applicant Specific Document - Add Aftachment

Added By:
Last Updated By:

Add Another Comment Previous Comment Next Comment

| Save for Later | | Submit | | Fosi | | Add Revised Ofer| | Unpost| |- Delete Offer | | Cancel | Return to Previous Page

Step

Action

32.

Click the Submit button.

Favovntes Mavaenu s Recruiting > Browse Job Openings

M, Applicant: TestApp01 TestApp01

Disposition Details: Offer

[ You have successfully saved TestApp01 Testapp01's job offer.

Applicant Name: TestApp01 TestApp01 Date Entered:  02/04/2013
1D: 62862

& Print Job Opening
Posting Title: PH Microbiologist lll Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist Il Job Code: 416700
Position Number: 740007 PH Microbiologist Il
Business Unit: 03420 Health
Job Family: 000003  Classified/Competitive
| sae \ Return to Previous Page

|wBaveforiater| [«Submits| |wPost:| [wAddRevised @fier| [Jinpost| |-Delete-Offer| |-~Cancel..| Return to Previous Page

Offer Details
Job Opening: 612866 PH Microbiologist Il

Business Unit: 03420
Position Number: 740007 PH

i
Job Code: 416700 PH Microbiologist lll
Ofier Date: 02/06/2013

‘Commencement Date: 02/21/2013

"Offer Expiration Date: 02/16/2013

(@Help Enttp




Step

Action

33.

Move down the page.

Click the Scrollbar.

Favo_ntes Mam_Menu > Recrgmng > Browse Job Openings

|wSaveforlater| [~Submit| |~Post.| [-AddReyised Offer| |Lnpost| |-Delete-Offer| |Cancel..| Return to Previous Page

Offer Details

Job Opening: 612866 PH Wicrobiologist Il
Business Unit: 3420

Position Number: 740007 PH
n
Job Code: 416700 PH Microbiologist lll

Offer Date: 02/06/2013

‘Commencement Date:

Offer Expiration Date: 02/16/2013

Hirig Manager: L smsmin

Recruiter:

I

Elizabeth Mack
Created By: ‘Ehza beth Mack |

Applicant Type: External Applicant ~ Registered
Preferred Contact: Not Specified - HNotify

Status: 010-Extend -

Reason: -
Offer Letter

Letter: [HRS_OFF_LETTER_OF1 ~] Dateprintes: | |
Generate Letter Email Applicant Upload Letter

*Component *Offer Amount Currency Frequency

Base Salary 19.8600005F] USD Hourly

Step

Action

34.

Press the [Ctrl] key and click the Generate Letter link.

Generate | efte




Favovntes Mavaanu > Remdrtmg > Browse Job Openings

(@Help Entp +|
Applicant: TestApp01 TestApp01
DispoSItion [ @ nttpsu/hemdev2 peoplesoft.state.vt.us/psc/HRTST2 Temd =vi \.Ie:2013-02-06-09.5.| = @] %
applicant Hame: | () ().~ [ € hitps://hemdev? peoplesoftstatevtus/psc/HETST2 + G [ 64] x | [[E] 8ing 2~
- © o Favorites 5% &) 9 0%, of .41 0000001012HRS_OFF LET.rtf from hemdevzp. = =) 8| L
Posting Title: le hitps:// plesdf File Download =5 |
Job Opening Statu .
Job Title: IfIE indicates your downl Do you want to open or save this file? Bar and selecting
Position Number: Dovmload File. . P, MName: 2013-02-06-09.57.41.0000001012HRS_OFF_LET.rf
Business Unit: Please close this window — Type: Rich Text Format

Job Family: From: hcmdev2.peoplesoft.state.vt.us

[ sae | g [open [[ seve |[ o]

[¥] Anays ask before opening this type of fie

While files from the Intemet can be useful, some files can potentially
i ham your computer. If you do not trust the source., do net open or tl
save this file. What's the risk?

|mSaveford-ater| \]

Offer Details
Job Opening:

Business Unit:

Position Number]

Job Code:
Offer Date:

‘Commencement]

Offer Expiration Dem

Step

Action

35.

Press the [Ctrl] key and click the Open button.
| Gen |

or Press [Alt+O].

Home | Inset  Page Layout @
N 44 Find -
4 | Times New Roman 12 A | AaBbCeDc | AsBbCCDC AaBb( AaBbC - 11 hplmu
2 2
Pafte I U - ke x, X A.vHEP;- A.‘ TNormal | TMoSpaci.. Headingl Heading2 g::;‘f.‘ [§ select -
Clipboard & Font ] Paragraph ] Styles ] Editing
6 February 2013

TestApp01 TestApp01
123 Main Street
Colchester, Vermont 05446

Dear TestAppO1,

I am pleased to offer you the PH Microbiologist ITI position { Job Opening #612866 ) with
the Health.

This position is Pay Grade 22 and vou will be at Step 1. The base salary for this position is
19.86 USD Howly.

To formally accept or decline this offer of employment, please log in to your user account.
On the Career Home page, you will see a recent notification titled Job Offer. Please review
all related documents, and click Accept or Decline. This offer will expire on 2013-02-16.

As discussed. if you accept this offer. your start will be 2013-02-21. Please report to

Pagelofl | Wordsi169 <&

O [ | =




Step

Action

36.

Edit the letter and save the file to your computer.

Click the Office Button button.

37.

Click the Word Document menu.

Word Document
Save the file as a Word Document.

38.

Click the Save button.
Save

Offer_TestApp0L 020613 - Microsoft Word =S
| Home \ Tnsert Pagelayout  References  Mailings  Review  View @
e
* . T B =l B 34 Find ~
1y [LLimes New Romen 12 -|[a w2 | AaBbCcD: | AzBbCcDc AaBbCi AaBbCc P
5 S
Faste 7 B 7 U - e x X Aa- /@. A- = @v - THormal |7NoSpaci.. Headingl Heading? — Sg?:sﬂf I select -
Clipboard = Font 5 Paragraph ) Styles % | Editing |
6 February 2013

TestApp01 TestApp01
123 Main Street
Colchester, Vermont 05446

Dear TestApp01,

I am pleased to offer you the PH Microbiologist III pesition { Job Opening #612866 ) with
the Health.

This position is Pay Grade 22 and you will be at Step 1. The base salary for this position is
19.86 USD Howly.

To formally accept or decline this offer of employment. please log in to your user account.
On the Career Home page. you will see a recent notification titled Job Offer. Please review
all related documents, and click 4ccept or Dacline. This offer will expire on 2013-02-16.

As discussed, if you accept this offer, vour start will be 2013-02-21. Please report to

Page:1ofl | Words:169 | <& |

AFEREIENELRS

Step

Action

39.

Click the Close button.




Favovntes Mavaanu > Ra(rgmng > Browse Job Openings

Applicant: TestApp01 Test

PRY1

Disposition Details: Offer

[ You have successfully saved TestApp01 TestApp01's job offer.

Applicant Name: TestApp01 TestApp01 Date Entered:  02/04/2013
1D: 62862

& Print Job Opening
Posting Title: PH Microbiologist Il Job Opening ID: 612868
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbialogist lIl Job Code: 416700
Position Number: 740007 PH Microbiologist
Business Unit: 02420 Health
Job Family: 000003  Classified/Competitive

Save |  Return to Previous Page

fer

[-Eave fordater]| [-Submit.| [-Post | [AddRevised Offer | [Anpost] [ Delete Offer | [ Cancel.| Return to Previous Page

Offer Details

Job Opening: 612866 PH Wicrobiologist Il
Business Unit:
Position Number: 740007 PH

i
Job Code: 416700 PH Wicrobiologist
Offer Date: 02/06/2013

C Date:

‘Offer Expiration Date:

(@Help E nttp

Step

Action

40.

Move down the page.

Click the Scrollbar.

Favovntes Mavaenu > Recrgmng > Browse Job Openings

”Siﬂlns: 010-Extend -

Reason: -
Offer Letter

Letter: [HRS_OFF_LETTER_OF1 -] Date Printed: [0

Generate Letter  Email Applicant  Upload Letter
» Recommended Salary Range

Job Offer Components
*Component *Offer Amount Currency  Frequency

Base Salary 19.360000@ usD Hourly

Attachments

N Tl Related Links | Notes |

Document Description Attached File Action Required | View
Offer Lefter | |[2013-02-06-09.57 41.0000001012HRS_OFF_LETAf | 0O B
Source: ‘Apmicamsnecm: Document v| Add Attachment

=

Added By:
Last Updated By:

[-Bave fordater| [-Submit.| [Post | [AddRevised Offer | [Lnpost| [ Delete Ofer | [ Cancel.| Return to Previous Page




Step Action

41. Press the [Ctrl] key and click the Upload Letter link.

42, Click the Browse... button.

!

43, Select the modified letter.

Click the Open button.

44, Click the Upload button.

Lpload _

TMchAfer | - |

ORACLE"
Favovntes MEH’W'MEHU > Re(rgrtmg > Browse Job Openings
Reason: [ -

Letter: [HRS_OFF_LETTER_OF1 -] Date Printed: [02/06/2013

Home | ‘Workist | MultiChannel Console | AddtoFavorites |  Sign out

Generate Letter  Email Applicant  Upload Letter

¥ Recommended Salary Range
Job Offer Components

*Component *Offer Amount Currency  Frequency

Base Salary 19.8600005F USD Hourly

Job Offer Documents Related Links Notes

Action

Document Description Attached File Required View
[Offer Letter fler_TestApp01_02] ] B @
[Offer Letter SHRS_OFF_LET.t | | B o

£l

Added By:
Last Updated By:

[eave fordater] [~submit.| [-Post | [AddRevisedofer ] [unpost] [-DeleteOffer | [ Gancel | Retum lo Previous Page

Step Action

45, Move down the page.

Click the Scrollbar.




ORACLE’ -

Home | ‘Workist | MulliChannel Console | AddtoFavorites |  Sign out
Favorites | Main Menu > Recruiting > Find Job Openings

Generate Letter Email Applicant  Upload Letter

>

» Recommended Salary Range
Job Offer Components

*Component *Offer Amount Currency  Frequency
Base Salary 19.360000@ usD Hourly
Attachments

Job Offer Documents Related Links Notes

Document Description Attached File R?:::'rzd View

[Offer Letter ] {[2013-03-11-14.21.50.00000010360fer_TestApp01_02] = B O

[Offer Letter ] ([2013-03-11-14.20.54.0000001035HRS_OFF_LET.Af | O B @

Source: | Applicant Specific Document ~] Add o

&=

m

Added By:
Last Updated By:

|+Save forlater| [«Submiits| [~Post:| |-Add Revised Offers| [npest| |-Delete Offer.| |~Cancel..| Return to Previous Page

EditOffer |

Step Action

46. Click the Edit Offer button.
EditOffer |

47, Delete the original, unmodified offer letter.

Click the Delete Icon button.

(]

48, Click the OK button.

49, Click the Submit button.




Favovntes Mavaanu > Re(rgrtlng > Find Job Openings

Applicant: TestApp01 TestApp01

Disposition Details: Offer

[ You have successfully saved TestApp01 TestApp01's job offer.

Applicant Name: TestApp01 TestApp0i Date Entered:  02/04/2013
1D: 62862

& Print Job Opening

Posting Title: PH Microbiologist Il Job Opening ID: 612868
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbialogist lIl Job Code: 416700
Position Number: 740007 PH Microbiologist

Business Unit: 03420 Health

Job Family: 000003  Classified/Competitive

Save |  Retumn to Previous Page

fer

[-Eave fordater]| [-Submit.| [-Post | [AddRevised Offer | [Anpost] [ Delete Offer | [ Cancel.| Return to Previous Page

Offer Details

Job Opening: 612866
740007 PH

Job Code: 416700

Offer Date: 03/11/2013

PH Wicrobiologist
Business Unit:

Position Number:
i
PH Wicrobiologist

C Date: 03/24/2013

n}

‘Offer Expiration Date: 03/21/2013

(@Help E nitp

Step

Action

50.

Move down the page.

Click the Scrollbar.

Favovntes Mavaenu > Recrgmng > Browse Job Openings
Job Family: 000003  Classified/Competitive

Save \ Return to Previous Page

[sBaveforlater [LSubmit| [LPost.| [AddRevised Ofers| [npost| [ DeleteOffer.| [-Gancel..| Return to Previous Page

Offer Details

Job Opening: 612866 PH Microbiologist lll
Business Unit: 03420

740007 PH

Position Number:
i

Offer Date:
‘Commencement Date:
[*Offer Expiration Date:
Hiring Manager:
Recruiter:

Created By:

Job Code: 416700

02/06/2013
02/21/2013

1

PH Microbiologist Il

Jim Smith

Elizabeth Mack

‘Ehza beth Mack

Applicant Type: External Applicant ~
Preferred Contact: Not Specified -

‘Status: 010-Extend -
Reason -

Letter:

Offer Letter

[HRS_OFF_LETTER_OF1

~] Date Printed: |0

Generate Letter Email Applicant Upload Letter




Step

Action

51.

Click the Notify option.

52.

Click the Post button.
- Post

ORACLE’

Favovntes ManvMenu > Recryrtng > Browse Job Openings

Message

‘Waming! You are about to post this job offer for Applicantwho may not have
valid user profile (18177,2831)

Select Ok to continue or Cancel to go backto Offer.

aK

Step

Action

53.

Click the OK button.

54.

Click the Submit button.




ORACLE

Favovﬂtes Mmyeﬂn > Reaeﬂrlg > Browse Job Openings

Message

The onling job offer has been posted. (18177 2716)

Step Action
55. Click the OK button.
56. Click the Return to Previous Page link.

Return fo Previous Pag e]




Step

Favorites  Main Menu >

Re(rgrtmg > Browse Job Openings

Find Job Opening

(@Help Entp +|

Job Opening

&} Print Job Opening

Posting Title: PH Wicrobiologist lll Job Opening ID: 512866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbialogist lll Job Code: 416700
Position Number: 740007 PH Microbiologist lll

Business Unit: 03420  Health

Job Family: 000003  Classified/Competitive

Esae ®cione

Create New  Previous Job Opening |Next Job Opening |Job Opening List

Manage Applic:

View Applicants  Screen Applicants Interview Schedule

Find Applicants || Activity & Attachments |~ Job Opening Details

Display: All

Applicants

Customize | Find | V/
Last

Select  Applicant Hame 1D Type Disposition Resume

Application (S5 | “Take Action

%9% 62862 Ext  070-Offer =) g?;giﬁ“” Select Action -
%ﬂ% 62864 |Ext 020-Appl Fé. 3:2;8?.1;013 Select Action. -
SelectAll  DeselectAll  *Group Action:

Manage Applicants

First K1 12012 O Last

Select Group Action...

Manage i | Find | Activity & Att: | Job Opening Details
View Applicants Screen Applicants  Interview Schedule

Esave @cione [EcreateMew  Previous Job Opening |NextJob Opening |Job Opening List

m

Action

57.

Point to the 070-Offer link.

58.

End of Procedure.




Recruitment_DHR_Entering Applicants Social Security Number

Procedure

T Wchtee B P

Home | AddtoFavortes | Signout
Favorites - Main Menu

@Help

Top Menu Features Description [ =] %I

Qur menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Step Action

59. Click the Main Menu button.

60. Click the Recruiting menu.
| (3 Recruiting 4 |

61. Click the Browse Job Openings menu.
| [=| Browse Job Dpenings |




Favovntes Mavaanu > Re(rgmng > Browse Job Openings

Browse Job Openings

View Drafts Find Job Openings

Job Openings

Display: JobAssignedtome  ~ Open - Active within View All -

Fxd

Job Openings Status: Open

Customize | Find | view ~1 | E First Kl 12012
. . ) Target Available .
Select  Job Opening IDNbrv Type Location Opemngs  Opemings  Motdob Created
PH Microbiologistlll 612866 Standard  Burlington 1 1 01/31/2013
District Office Clerkl 612864 |Standard  Home Based 1 1 01/30/2013
Select All Deselect All Select Action - |-Go-|
| Create New Job | Eind Job Openings Find Job Postings View Drafts

(@DHelp E nitp

Step

Action

62.

Click the PH Microbiologist 111 link.

PH Microbiologist Il

Favovntes Mavaanu > Re(rgmng » Browse Jab Openings

Find Job Opening

@Drelp Entp +|

Job Opening

& Print Job Opening

Posting Title: PH Wicrobiologist IIl Job Opening ID: 512866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbialogist lll Job Code: 416700
Position Number: 740007 PH Microbiologist lll

Business Unit: 03420  Health

Job Family: 000003  Classified/Competitive

Esae ®cione

Create New  Previous Job Opening |[Next Job Opening |Job Opening List

Manage Applic:

View Applicants  Screen Applicants Interview Schedule

Find Applicants || Activity & Attachments | Job Opening Details

Manage Applicants

Display: Al -

Applicants Customize | Find | \ First &0 1-20f2
Select  ApplicantMame 1D Type [Disposition  Resume  Application h“p:“ eq TakeAction
TestApp02 = 020062013
o 62864 [Ext  110-MoHire = Yoaaa | SelectAction -
TestAppQ1 - En 020062013
Testann0l 62862 |Ext 060-Intvwy 23] Toasan Select Action -
Select All DeselectAll  *Group Action: Select Group Action... - \ﬂ|
Manage | Find | Activity & Att: | Job Opening Details
View Applicanis Screen Applicants  Interview Schedule

Esave ®cione [EcreateMew  Previous Job Opening INextJob Opening |Job Opening List

m




Step Action

63. Click the TestAppO1 TestAppO1 link.

TestApp01
TestApp01

ORACLE A —

Home | workist | MuliChannel Console | AddtoFavortes |  Sign out

Favovntes Mavaenu + Recruiting > Browse Job Openings
(@Help Hntp |
Manage Applicant: TestApp01 TestApp01
Name: TestApp01 TestApp01 Applicant Type: External Applicant
Applicant ID: 62862 POI Type: Unknown
Contact: None Status: 010-Active
Phone: 802/828-2845 Address: 123 Main Street
Email: ellie mack@state vtus Colchester, VT 05446 =
i B Take Action: Select Action ~ | Go Previous Applicant INext Applicant | Applicant List
L= el [ ContactNotes - Applicant Data '
Current Status Interview luati E
Applicant Activity
" " e Last "

Job Opening Disposition e Resume *Take Action
No Job Opening 11/05/2012 T Menlot A, <] o
Selected V10-NotHited |4 qgpy Select Action... M
Mo Job Opening 11/05/2012 Y —
Selected 110-Not Hired 1-38PM Select Action... hd
No Job Opening 11/06/2012 Y
Selected 110-Not Hired 1-36PM Select Action hd
Benefils Programs 09132012 Manlnd i =] E
Specialis-61p716 | 205Draf 12:47PN SelectAction -
Benefits Programs 11/05/2012 Y

ialist- 612716 110-Not Hired 1-38PM Select Action... -
Purchasing Agent - 09/19/2012 Meand o =] B

708 005 Draft 44-37AM Select Action hd L

Step Action

64. Click the Applicant Data link.
Applicant Data

65. Click the Eligibility & Identity link.
Eligibility & Identi

66. Click the Add National Identification link.

Add Mational [dentification




Favovﬂtes Mmyeﬂn > Reaeﬂrlg > Browse Job Openings

Manage Applicant: TestApp01 TestApp01

Add National Id

MNational Identification

*Country: I:lQ
i ) Type: @,
\

Primary ID

| ok | Cancel

(@Help E nitp

Step Action

67. Type 'USA' or

Click the Look up Country (Alt+5) button.

Favgﬁes Mmyenu > Recr!rmg > Browse Job Openings

lanklln
Look Up Country

Country: hegins with +
Description: begins with +

Basic Laokup

Search Results

|United States

list

MultiChannel Co




Step Action

68. Click the United States link.
[United States |

L - |

Home | Workist | MulliChannel Console | Addto Favorites |  Sign out
Favovm:es MavaEﬂu > Recruiting > Browse Job Openings

(O T =E
Manage Applicant: TestApp01 TestApp01
Add National Id

National Identification
*Country: bsa b
*National ID Type: PR @, social Security Number
National ID: ‘
Primary ID
oK Cancel |

Step Action

69. Enter the desired information into the National ID field. Enter "xxx-xx-xxxx".

70. Click the OK button.




@ hitps://hemdes2.peoplesoft state:vius/psp/HRTST2/EMPLOYEE/HRMS/c/HRS_HRI = i | +5 | x [I1=) Bing
-

i Favorites 53 ] Oracle PeopleSoft Enterpr... [=] Suggested Sites = | Web Slice Gallery =

‘ {& Browse Job Openings | |

Manage Applicant: TestApp01 TestApp01

Name: TestApp01 TestApp01 Applicant Type: External Applicant

Applicant ID: 62862 POI Type: Unknown

Contact: None Status: 010-Active

Phone: 802/828-2845 Address: 123 Main Street

Email: ellie. mack@state vus Colchester, VT 05446

f* @  Take Action: Select Action ~ | Go Previous Applicant [Next Applicant | Applicant List

Applicant Activity Contact Notes Amﬂ:zlnda

Applications & Resumes Contact Verification Eligibility & ldentity

Personal Information
Date of Birth: *Marital Status: Unknown -

*Gender: Unknown -

“Country “*National ID Type National ID Edit National Id
UsA @ PR @ [o0C0000 Edit National 10 m

[#] Add National Identification

i
No Citizenship has been added to this applicant's profile.

[#] Add Citizenship

m

Step

Action

71.

Point to the National 1D object.

72.

Click the Save button.

73.

End of Procedure.




Recruitment_ DHR_Manage Applicant Checklists

Procedure

T Wchtee B

Home | AddtoFavortes | Signout
Favorites - Main Menu

@Help

Top Menu Features Description [ =] %I

Qur menu has changed!

The menu is now located across the top of the page
Click on Main Menu to get started

Highlights

Recently Used pages
now appear under the
Favorites menu, located
at the top left

Breadcrumbs visually
display your navigation
path and give you access
to the contents of
subfolders

Menu Search, located
under the Main Menu,
now supports type ahead
which makes finding
pages much faster.

Step Action

74, Click the Main Menu button.

75. Click the Recruiting menu.
| (3 Recruiting 4 |

76. Click the Browse Job Openings menu.
| ﬁ Browse Job Openings |




Favovntes Mavaanu > Ra(rgmng > Browse Job Openings

Browse Job Openings

View Drafts Find Job Openings

Job Openings

Display: JobAssignedtome  ~ Open - Active within View All -

Fxd

Job Openings Status: Open

Customize | Find | view ~1 | E First Kl 12012
. . ) Target Available .
Select  Job Opening IDNbrv Type Location Opemngs  Opemings  Motdob Created
PH Microbiologistlll 612866 Standard  Burlington 1 1 01/31/2013
District Office Clerkl 612864 |Standard  Home Based 1 1 01/30/2013
Select All Deselect All Select Action - |-Go-|
| Create New Job | Eind Job Openings Find Job Postings View Drafts

(@DHelp E nitp

Step

Action

77.

Click the PH Microbiologist 111 link.
PH Microbiologist [

Favovntes Mavaanu > Ra(rgmng » Find Job Openings

Find Job Opening

Job Opening

& Print Job Opening

Posting Title: PH Microbiologist lIl Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbialogist lll Job Code: 416700
Position Number: 740007 PH Microbiologist lll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Esae ®cione

Create New  Previous Job Opening |[Next Job Opening |Job Opening List

Manage Applic Find Applicants || Aclivity & Atachments || Job Opening Details |

View Applicants  Screen Applicants Interview Schedule

Manage Applicants
Display: Al -
Applicants Customize | Find | View Al First Bl 4-2 of 2 L L ast
Select  Applicantlleme D Type Disposition  Resume  Application % . “TakeAction
TestApp01 T = 02052013 —E]
Tactinn0l 62862 Ext  0G0-Intw = Pt Select Action
TestApp02 = 0200402013 . _|
Tectinn0s 62864 Ext  020-Appl B 230 Select Action -
Select All DeselectAll  *Group Action: Select Group Action... - \E|
Manage | Find | Activity & Att: | Job Opening Details
View Applicanis Screen Applicants  Interview Schedule

Esave ®cione [EcreateMew  Previous Job Opening INextJob Opening |Job Opening List




Step Action

78. Click the Take Action list.
| Select Action... |:]

79. Click the Manage Applicant Checklists list item.
\Manage Applicant Checklists

Thee 1

ORACLE’

Favovm:es MavaEﬂu > Recrgrtmg > Find Job Openings

Home | Workist | MulliChannel Console | AddtoFavorites |  Sign out

) New Window ®He\p E,/CusmmlzePage Ehnp

Job Opening

Applicant Checklist

Applicant Name: TestApp01 TestApp01 Applicant ID: 62862
Applicant Type:  External Applicant Empl ID: 27943

Applicant Information

-
“Checklist Date: 0200512013 =

Checklist: @
Responsible ID: | @, Elizabeth Mack

Comment:
Customize | Find B fs B ara 1 oat
“ltem Code ;':;?.Tg “Status Date
@, (Invalid Vi ~  [02/05/2012 [ =]
Save Cancel Return to Previous Page

Step Action

80. Click the Look up Checklist button.




ORACLE’

Favovntes ManvManu > Racryrmg > Find Job Openings
Look Up

Look Up Checklist

Checklist Code: begins with = |

Description: begins with - ‘

LookUp | Glear | Gancel Basic Lookup

Search Results
fiew 100 First [§] 17 of 7 [}] Las

Checklist Code Deseription
Add ContingentWorker Instance
Add Employment Instance
Add Person of Interest Inst,
Erior Serice Credit
SOV Termination Checklist
YT Tax Compliance Checklist
Recruiting Pre-Emplvmnt Chidst

TMchfee | - |

| MuttiChannel Console | toFavortes |  Sign out

@He\p @f[}usmmlzePage hnp

Step

Action

81.

Click the Recruiting Pre-Emplymnt Chkilst link.
[vToooz2 Recruiting Pre-Emplyrint Chklst

82.

Enter or lookup your Employee 1D number.

Favorites = Main Menu > Reo’grtng > Find Job Openings

Job Opening

Applicant Checklist

Applicant Hame:  TestApp01 TestApp01 Applicant ID: 62862
Applicant Type:  External Applicant Empl ID: 27943

Applicant Information

“Checklist Date: 020052013 |

Checklist: (VT0002 @, Recruiting Pre-Emplymnt Chklst

Responsible ID: 125847 @, Elizabeth Mack

Comment: | 'EI

Checklist ltem

150111 O Last

*item Code *Status Date
VT Declare Tax 3
100/ [vTooo2|@, Sy e Unva\ldv‘: 02/05/2012 5

200/ |vTOOO3 Q Reference Check (Invalid Vi + 021051'2012@
300 [vToo0sa, Fror License (nvalidVi + [02/05/2013 1)
200/ [vTooos|@, ?ffmp‘”yma”m’“g (nvalidvi + [02/05/2013

S

500 [vTooos|@, ‘éi’;’;ﬁ”meg‘m (nvalidVi + [02/05/2013 )

save | Caneel |  Retumto Previous Page

Sign out

& New Window (DHelp [Bf Customize Page [ htip




Step Action

83. Enter basic information in the Comments field if necessary.

Click the Comment list item.

84. Click the Briefing Status list item.

(Invalid V; -

85. Click the Initiated list item.
[initiated |
86. Repeat this action to update the Briefing Status field for all necessary Checklist Items.

Return to this page to further update completed items.

Note: Whether or not a Checklist Item is actually required will vary by position, department, etc.

87. Click the Save button.
88. Click the Return to Previous Page link.

[Return to Previous Page]

89.
End of Procedure.




Recruitment_Applicant Accepts Job Offer

How to Accept a Job Offer (pdf)

Procedure

Favorites . Main Menu > Careers

Enewwindow (DHeip T

Careers

Enter your user name and password to login. If you have not yet registered, Reaister Here.

Basic Job Search

Keywords: | User Name: [testapp01

Posted:  LastMonth - Password: |esssssess

|- search | sgvanced searcn Search Tips | Login ‘ Login Help Register Now

Job Posting Information

4] First [4] Previous | Next [¥] Last W]

Latest Job Postings

Date Job Title Job 1D Location
02/06/2013 Information Technology Special 612869 Montpelier
020412013 Assistant To Sagt At Arms 612867 Montpelier

02/01/2013 test 612856 Iontpelier

01/31/2013 PH Microbiologist lll 612866 Burlington
01/30/2012 Civil Engineer | 612863 Montpelier

Select All Deselect All
| Save Selected Jobs | Apply for Selected Jobs |

Apply Without Selecting Job

Step Action

90. Click the Login button.



http://humanresources.vermont.gov/sites/dhr/files/Documents/Online%20Resource%20Center/Recruitment/How%20to%20accept%20a%20job%20offer.pdf

Favorites  Main Menu > Careers

CareersHome  Job Searchi My Saved Jobs My Saved My Career Tools  Logout

Careers Home

Welcome TestApp01

Basic Job Search My Career Tools
Keywords: | 46 Accepted/Unaccepted Applications
Posted: Last Month - 0 Additional Attachments
18aved Resumes
Seareh | advanced Search Search Tips 1 Job Offer
My Profile

HNotification Information

[ First [4] Previous | Next [¥] Last [

Select From Subject Received

Interview Schedule:PH - .
State of Vermont Intenview 1 02/05/2013 1:55PM
Recruiting Team Job Offer 02/06/2013 10:01AM

Select Al DeselsctAll |- Delete |

Job Posting Information

[ First [4] Previous |Next [¥] Last [#]

Latest Job Postings

Select  Date Job Titie Job ID Location
02/06/2013 Information Technology Special | 612869 Montpelier
02/04i2013  Assistant To Sqt At Arms 612867 Montpelier
02/01/2013  test 612856 Monipelier
IF1 01131201 PH Micr 1l F12866 Burinaton i

Step Action

91. Click the Job Offer link.

Favorites . Main Menu > Careers

Lareers Home Job Search My Saved Jobs My Saved Searches My Career Tools Logout

Job Offer

Posting Title: PH Microbiologist Il
Job Opening ID: 612866

Offer Date: 02/06/2013

Offer Expiration Date: 02M16/2013

Congratulations! We are delighted to extend this offer of employment to you

Please review each of the documents carefully before responding to this offer. Any documents marked as Action Requ\radﬁ must be
completed and returned. You may scan the completed forms and upload them below, or complete the forms and bring them with you on your
first day of work.

If you have any questions, contact your hiring manager/supervisor for assistance

RelatedLinks || Notes |

lob Offer Documen

Document Description Attached File View
2013-02-06- -
Offer Lefter 09.50.51.00000010130fer_TestApp01_020613.docx B

Acknowledgments

[C1 acknowledge that | have reviewed and understand the job offer details for the position listed




Step Action

92. Press the [Ctrl] key and click the View button.

Home | Insert

# Arial At

PIt EE]
aste

- 7
Clipboard &

I U -abe x, X A.vHW-A-‘

o 44 Find -
| AaBbCcDr || AaBbCcDc AaBbCi AaBbCe e
o ~ac Rep
TH I | TNo 5 .. Headingl Heading2 - ange
ormal o Spaci eading eading 2 || CHANGE || [0t -
Editing

Paragraph E] Styles E]

Font 2]

I
6 February 2013

TestApp01 TestApp01
123 Main Street
Colchester, Vermont 05446

Dear TestAppO1,

I am pleased to offer you the PH Microbiologist ITI position { Job Opening #612866 ) with
the Health.

This position is Pay Grade 22 and vou will be at Step 1. The base salary for this position is
19.86 USD Howly.

To formally accept or decline this offer of employment, please log in to your user account.
On the Career Home page, you will see a recent notification titled Job Offer. Please review
all related documents, and click Accept or Decline. This offer will expire on 2013-02-16.

As discussed. if you accept this offer. your start will be 2013-02-21. Please report to
Page:1ofl | Wordsi169 | o5 | EEE (=)

= O [wpr= e

Step Action

93. Review the offer letter.

Click the Close button.

=




ORACLE' L -

Home | ‘Workist | MuliChannel Console | Addto Favorites |

Favorites  Main Menu > Careers

Please review each of the documents carefully before respanding to this offer. Ay documents marked as Action Required 5 must e
completed and returned. You may scan the completed forms and upload them below, or complete the forms and bring them with you on your
first day of work.

If you have any questions, contact your hiring manager/supervisor for assistance

Job Offer Documents Related Links Motes

Document Description Attached File View

Offer Letter 2013-02:00- B

09.58.51.00000010130ffer_TestApp01_020613 docx

Acknowledgments
acknowledge that | have reviewed and understand the job offer details for the position listed

[Ed]

\Nxem] | Reject | | Sae |

Completed Documents

Sign out

m

Description Filename Attachment Date Time
| \
SelectAll  DeselectAll | Upload Document  Send Document | Delete Document
a
Step Action

94.

Click the acknowledgement checkbox option.

95.

Click the Accept button.

96.

Click the OK button.

97.

Click the OK button.

98.

Click the Careers Home link.

» Careers

99.

End of Procedure.




Reject Applicant
Reject Applicant is primarily a function for Hiring Managers, but a little background information for
Field HR will help the process to work better.

Additionally, Reject Applicant is the function to use when a candidate has accepted an offer and
subsequently declines.

Key Points about Reject Applicant

Applicants receive no updates in the system about the status of an application once it is
forwarded to the Hiring Manager. The expectation is that Hiring Managers communicate with
all applicants to inform them of the final status of their application. (See Personnel Policy 4.11)
VTHR supports this expectation by providing an automated function with template letters to
send to the applicants.
There are three applicable templates for Reject Applicant

o Applicants who are in Route status should receive the “Post Route RR 1” template

o Applicants who are in Interview status should receive the “Interviewed IR” template

o When the Status Reason for the correspondence is “Requisition Cancelled”, the

template letter is “Rejection-Cancelled JobOpening”

TIP: Preview the letter to be sure that it will populate. If nothing comes up in Preview, do not
send. We will need to review the Hiring Manager’s security. (This tip comes from experience,
due to a couple of hiring managers who went through the process correctly, but the emails that
were sent to the applicants were blank because of an issue with the manager’s setup in
VTHR.)

Once the letter is submitted, the applicant’s status is changed to “nohire”

Once an Offer has been submitted to an applicant on the list, all applicants are changed to a
status of “Hold” (unless they were already “nohire”). Additionally, once the Hire is processed,
all other applicants are changed to “nohire”.

TIP: Because the Offer changes the status of all applicants, it is much easier to send the
rejection letters before the Offer is submitted. Otherwise, it can be difficult to sort out which
applicants require which letter and time consuming to select the correct applicants who need
notification. Hiring Managers may want to hold off on notification to Interviewees until the Offer
is Accepted, but that is more manageable than corresponding with all applicants at that stage.

Here are a couple of resources regarding this function:
Reject Applicants, Send Rejection Letters and Emails - 7 minutes

Upk: https://knowledge.peoplesoft.state.vt.us/Management/data/toc.html (Recruitment - Reject
Applicant & Send Correspondence



https://outside.vermont.gov/sov/erp/Shared%20Documents/Recruitment%20-%20Recorded%20Presentations/Reject%20Applicants_Send%20Rejection%20Letters%20and%20E-Mails.wmv
https://knowledge.peoplesoft.state.vt.us/Management/data/toc.html

Use “Reject Applicant” if a candidate withdraws after accepting the offer

In some instances, an applicant may accept the offer, but then decline verbally after further reflection
or due to a change in circumstances. The Hiring Manager or Field HR will update the applicant status
in order to proceed with recruitment for the job opening.

Select Action: “Reject Applicant”

Choose “Offer Rejected”

Manage Applicant:
Reject Applicant

Polly Pocket

Status Code: 110-Mot Hired
Status Reason: | Offer Rejected ]
Submit Submit & Send Correspondence Cancel

Click Submit only (you don’t want to send correspondence)

The applicant’s status will now be “not hired”. Go ahead and submit your new offer for the next
candidate.



Posting Positions with a Multiple Headcount
More than one position number can be associated to a job posting. This feature will allow us to easily post “multiple
headcount” positions with one posting.

Values in the Target Openings and Available Openings fields should be changed to reflect the headcount.
In the Positions section, click Add Positions and select the appropriate additional position numbers.

Remember, this should only be done when the positions are IDENTICAL. Location, job title/job code, unit, supervisor

shift...the positions must truly be the same.

ORACLE"

Fa'.rc;r'rtes MainvMenu » Recruiting > Find Job Openings

Opening Information

*Template ID:
Job Opening Type:
Created By:
Created:
*Openings to Fill:
Target Openings:
Available Openings:
Establishment ID:
Business Unit:
Company:
Department:

Location:

Recruiting Location:

Status Code:

Status Reason:

*Status Date:
Desired Start Date:
Encumbrance Date:
Projected Fill Date:
Date Authorized:
Referral Program ID:
Recruitment Contact:

1015 @, Classified/Competitive

Standard Requisition

[26870 @, Richard Gauthier
w0
Limited A
—
I
VT @, state of Vermont
WOQ Criminal Justice Trng Council
VT @, State of Vermont
lmom Administration
05763 @, pittsford

829, Pitisford

Add Additional | ocations

010-Open -

Mew Job/Position -

05/21/2013 [+
[

El
06/21/2013 [+

*Descr

|Trng Coord&Prog Plnr Hmland Se

[#] Add Positions

Position N -
= Primary Position
@ 540015 il




Creating a Job without a Position Number
Information for Hiring Managers

Under special circumstances, a hiring manager can initiate recruitment without a position
number. Situations that warrant posting without a position number include multiple-level
recruitment and recruiting while the correct position number is in the assignment or
reassignment process. Please be aware that posting without a position number is a special
exception to the standard business process! Please contact Recruitment Services prior to
initiating this type of recruitment.

Navigation: Main Menu > Recruiting > Create New Job Opening

1) Select Business Unit

2) Select Job Family

3) Skip the Position Number field and Select Job Code
)

4) Click Continue

Because a position number was not selected, you must manually enter important
information on the Job Opening Details tab. The fields required are:

1
2

) Company — Select State of Vermont

)
3) Location

)

)

Department (10 digit department code)

4
5

Recruiting Location (should default when you add “Location”)
Schedule Type — Indicate full-time, part-time

Once you have completed the fields noted above, proceed to the Hiring Team tab and
Posting Information tab steps (See UPK: Create Job Opening pt. 1 — Hiring Manager).

If this job is part of a multiple level posting, be sure to make a note in the Posting
Information section. Include the Job Opening ID numbers and job titles for the other levels.



Job Opening De

' Hiring Team | Posting Inf || Qualifications || Screening

‘Opening Information

*Template 1D:
Job Opening Type:

Created By:
Created:

*0Openings to Fill:
Target Openings:
Available Openings:
Establishment ID:
Business Unit:
Company:
Department:

Location:

Recruiting Location:

Status Code: 005 Draft

Status Reason: A
*Status Date: 051512013 |5

Desired StartDate: | |

Encumbrance Date: il
Projected Fill Date: | |3

Date Authorized: [ 8

Referral Program ID: ¥
Recruitment Contact: i

101 5;% ClassifiediCompetitive

Standard Requisition

[17227 & Rose Gowday
[osisi2012 |
Limited -

2
[02240 @ children and Family Senices
VT %, state of vermont
—
a
—

Add Additional Locations

(scroll down the page)

Additional Job Specifications

Job Code:
Staffing Information

087600 @, [¥] Primary Job Code
Q

Region: Y

Schedule Type: p
RegularTemporary: Classified -
Begin Date: [

End Date: [ 8

Shift: Not Applicable -
Hours: m

Work Period: ‘Weekly v

Travel Percentage: None v

Salary Information @

Salary Admin Plan: CLS @

From Grade: 22 @,

From Step: T

To Grade: [%Q

To Step: [+Q

Salary Range From: [ 40,497.600000 (Default From Job Code)
Salary Range To: | 63,232.000000 (Default From Job Code)
Pay Frequency: Year v

Currency: US Dollar -

Add Job Codes [=] Delete Job Code




