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USER PRODUCTIVITY KIT Hiring Managers

Hiring Manager Manual

Recruitment_Create Job Opening pt.1 - Hiring Manager
Procedure

Tearee B "

Home Worklist MutiChannel Console |  Addto Favortes |  Sign out

Favarites - Main Menu

Personalize Content | Layout

(@) Help

Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o 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 supporis type ahead
which makes finding
pages much fagter.

Step Action

1. Click the Main Menu button.

2. Click the Recruiting menu.
| (1 Recruiting "l

3. Click the Create New Job Opening menu.
| |=] Create New Job Opening |
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Hiring Managers USER PRODUCTIVITY KIT
ORACES ’@LM‘M“T Add F-.n | Sign out
Favorites . Main Menu > Recruiting > Create New Job Opening
N " N (@Help Entip
Create New Job Opening
Enter Primary Job Opening Information
Selecta Job upenmthx;:t;::ﬂF:ITruzqi:\;:m:rx:‘:wnmrmamn 'you require to create a Job Opening. Select
Step Action
4. Click the Business Unit list.
The State of Vermont -
5. Select the correct Business Unit.
For this example:
Click the Health list item.
[Health |
6. Click the Job Family look up list.
7. Select the desired job opening template, based on the type of position.
For this example:
Click the Classified/Competitive list item.
[Classified/Competitive |
8. Click the Position Number look up button.
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A PRODUCTIVITY KIT

uitng > Create New Job Opening

Look Up

Look Up Position Number

Search by:  Fosition Number ~ begins with

LookUp || Cancel Advanced Lookup

Search Results

Only the first 300 results of a possible 488 can be displayed

Position Number Description

PH Chemist ||

416100

FPublic Health Analyst Il

027100

Executive Staff Assistant

005000

Frogram Senvices Clerk

001200

Fublic Health Murse |

406300

PH Microhiologist IIl

416700

Assistant B

060200

Epidemiology Surveillance Sper

420100

Public Health Statistics Manag

045600

Training Guide
Hiring Managers

Action

Find the Position Number.

For this example:
Click the 740001 link.

740001

You can also just type the Position Number.
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U McAfee

Favorites - Main Menu > Recruting > Create New Job Opening

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
Continue once you have entered all required information

Opening Information @

Job Opening Type: Standard Requisition -
Business Unit Health -
Job Family: Classificd/Competitive -
Position Number: 740001 Y

Job Code: 418100 Y

Posting Title: [FH Chemist

Continue

ORACLE
USER PRODUCTIVITY KIT

Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out

(@ Help Entip

Step

Action

10.

Click the Continue button.

11.

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

Favortes - Main Menu > Recruting > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: PH Chemist I

Job Opening Status: 005 Draft

Job Title: PH Chemist I Job Code: 416100

Position Number: 740001  PH Chemistl

Business Unit: 03420 Health

Job Family: 000003  Classified/Competitive

| Save & Submit | Saveas Draft | Cancel | Previous Step  Next Step
IR EE Ml Hiring Team || Pasting Information || Qualifications || Screening |

“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: M state orvermont
Department: 2420021210 @, HgLab-Chemistry
Location: 05401 A, Buriington

Recruiting Location: T2 Burlington

Add Additional Locations

Opening Information

WultiChanni

m

Step Action

12. Move down to continue.

Click the Scrollbar.

Favgrites - Main Menu > Recruting > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: PH Chemist I

Job Opening Status: 005 Draft

Job Title: PH Chemist |l Job Code: 416100

Position Number: 740001  PH Chemistl

Business Unit: 03420 Health

Job Family: 000003  Classified/Competitive

| Save & Submit | SaveasDrafl  Cancel | Previous Step  Next Step
[P EE  Hiring Team | Posting Information || Qualifications || Screening

*Template ID: 1015/, classifiearCompetiive
Job Opening Type: Standard Requisition

Created By: @, Elizabeth Mack
Created: ooroei2012 Bl

“Openings to Fi Limited -
Target Openings: 1
Available Openings: 1

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

Company: T @, State of Vermont
Department: 3420021210 @, HgLab-Chemisty
Location: 05401 @, Burlington

Recruiting Location: 37/%  Burington

Add Additional Locations

Opening Information

n
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Step Action

13. Click the Hiring Team link.
| Hiring Team |

14, Click the Add Recruiter Team link.
Add Recruiter Team

TMchAfee |- |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites Main Menu > Recruitng > Create New Job Opening

(@ Help E nitp
(Add Team

Select Team ID Description
o 1001 Recruiter Team
oK Cancel

Step Action

15. Click the Select option.
16. Click the OK button.

Page 6




OoORACLE
USER PRODUCTIVITY KIT

ORACLE"

U McAfee

Training Guide
Hiring Managers

Favortes - Main Menu > Recruing > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: PH Chemistl

Joh Opening Status: 008 Draft

Job Title: PH Chemistl Job Code: 415100
Position Number: 740001 PH Chemistl

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitve

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

(" Job Opening Details | L RLELL

( Posting Information || Qualifications | Screening |

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

Recruiters @

“Hame Recruiter ID Primary

[sally Hall @, if
|Elizabeth Mack @ i}
[Teresa Gray @ i

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 @

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 Interviewers hyperiink. To add a team of
Interviewers select the Add Interviewer Team hyperiink.
e e e A e

HutiChannel Console

Addto Favortes | Sign out

Step Action

17. Identify your Recruiter.

Click the Primary option.

ORACLE"

UMcAfee

Favorites - Main Menu > Recruing > Create New Job Opening

Create New Job Opening

Job Opening

Posting Title: PH Chemist

Joh Opening Status: 008 Draft

Job Title: PH Chemistl Job Code: 415100
Position Number: 740001 PH Chemistl

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitve

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

[ Job Opening Details | (i )

[ Qualifications | Screening |

FRCEL | Posting Information

Home:

Worklist

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

Recruiters

“Hame Recruiter ID Primary

[sally Hall @ i)
|Elizabeth Mack Q@ o
[Teresa Gray @ i

dd 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 hyperink

Hiring Manager @
No Hiring Managers have been added to this Job Opening

Add Hiring Managers

Agd 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.
. _______ &a

HutiChannel Console

Addto Favortes | Sign out
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Step Action

18. Move down to continue.

Click the Scrollbar.

Home |  Workist | MutiChannel Console Add to Favorites

Favortes - Main Menu > Recruting > Create New Job Opening
Assignments @
To assign a Recruiter to the Job Opening select the Add Recruiters hyperlink To add a Recrufter Team,
containing one or more recruiters, to the Job Opening select the Add Recruter Team hyperlink

*Hame Recruiter ID Primary
[sally Hal a i)
[Elizabeth Mack @

= =

[Teresa Gray
Add Recruiters Add Recruiter Team
Te assign a Hiring Manager to the Job Opening select the Add Hiring Managers hyperlink. To add a Hiring

Wanager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager M
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 hyperink

No 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 hyperink. To add a group of
interested parfies select the Add Interested Parties Team hyperlink

Interested Party €

No Interested Parfies have been added to this Job Opening

Add Interested Parties Add Interested Parties Team
Job Opening Details Hiring Team Posting Information Qualifications Screening

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

Step Action

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

20. Click the Hiring Managers look up button.
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USER PRODUCTIVITY KIT

ORACLE"

Favortes - Main Menu > Recruing > Create New Job Opening

Look Up

Look Up Manager ID

Empl 1D begins with = |

FirstName:  hegins with = |

LastName:  heginswith v | Smith

Display Name: begins with = |

LookUp | Clear | Cancel Basic Lookus

gearch ook U (Alt+1) Fiaka 3 ong fime. Enter values above before requesting
ookup

Training Guide
Hiring Managers

Step

Action

21.

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

For this example:
Click in the Last Name field.

| Smith |

22.

Click the Look Up link.

23.

For this example:
Click the Jim Smith link.
| Jim Smith  Jim Smith
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USER PRODUCTIVITY KIT

ORACLE L - |

MuttiChannel Console |  Addto Favorites | Sign out
Favortes - Main Menu > Recruing > Create New Job Opening
BusIEsS Un UsaZ0  Heam L
Job Family: 000003  Classified/Competitive

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

ob Opening Details M’Pnsunglnmrmamn '\ Qualifications || Screening |

Assignments € M
To assign a Recruter to the Job Opening select the Add Recruiters hyperlink. To add a Recruter Team,
containing one or more recruers, to the Job Opening Select the Add Recruter Team hyperink

*Hame Recruiter ID Primary

|sally Hall [} o
[Enizaeth mack @ i
[Teresa Gray a i)

Add Recruiter Team

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

Hiring Managers @
*Hame Manager ID Primary
|Jim Smith @

i}

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 hyperink

Interviewers @
No Intenewers 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 hyperink. To add a group of
interested parties select the Add Interested Parties Team hyperink
Interested Party

No Interested Parfies have been added to this Job Opening

oo o

Step Action

24. Move down to continue.

Click the Scrollbar.

25. Click the Add Interested Parties link.
Add Interested Parties

ORACLE’ U McAfee |~ |

Home | Workist | MuttiChannelConsole | Addto Favorites |  Sign out
Favortes - Main Menu > Recruting > Create New Job Opening

containing one or more recruiters, to the Job Opening select the Add Recruter Team hyperink
ruites

“Hame Recruiter ID Primary

[sally Hall a i)
|Elizabeth Mack @ i}
[Teresa Gray a i

dd Recruiters

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

Wanager Team containing one or more hiring managers to the Job Opening select the Add Hiring Manager
Team hyperink

Hiring Managers @
“Hame Manager ID Primary
[Timothy Berry @

i}

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.

Interviewers @
No Intenewers 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 hyperink. To add a group of
interested parties select the Add Interested Parties Team hyperlink
Interested Party €

“Hame Empl ID
@ i

Add Interested Parties Team

Add Interested Parties

Job Opening Details Hiring Team Posting Information Qualifications Screening

| Save & Submit | Save as Draft | Cancel | Previous Step N Step
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Step Action

26. Click the Interested Party look up button.
@,

ORACLE’

Favortes - Main Menu > Recruing > Create New Job Opening

Home |  Workist | WufiChannel Cons

Look Up

Look Up Empl ID

Empl 1D begins with = |

FirstName:  hegins with = |

LastName:  beginswith = [|

Display Name: begins with = |

LookUp | Clear || Caneel |Basic Lookun

Step Action

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

For this example:
Enter "potts".

28. Click the Look Up button.
29. Click the Pepper Potts link.
[Pepper  |Potts Pepper Potts |
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ORACLE"

ORACLE
USER PRODUCTIVITY KIT

UMcAfee |~ |

Favortes - Main Menu > Recruing > Create New Job Opening

containing one or more recruiters, to the Job Opening select the Add Recruter Team hyperlink

Recruiters @

*Name Recruiter ID Primary

sally Hall [} o
[Elizabeth Mack @, if
[Teresa Gray Y i)

Add Recruiters Add Recruiter Team

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

Hiring Managers €
*Hame Manager ID Primary

Liim Smith @,

i}

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 @
No Intenviewers 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 hyperink. To add a group of
interested parties select the Add Interested Parties Team hyperink
Interested Party @

“Hame Empl ID
Pepper Potts @ if

Add Interested Parties

Add Interested Parties Team

Job Opening Details Hiring Team Posting Information Qualifications Screening

Home:

Worklist

| WultiChannel Console | Add to Favorites

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

Step

Action

30.

Move to the top of the page.

Click the Scrollbar.

ORACLE’

Favgrites - Main Menu > Recruting > Create New Job Opening
Dusmess U usaZu  Heam

Job Family: 000003 Classified/Competitive

| Bave & Submit | Saveas Draft | Cancel | Previous Step  Next Step

7 Job Opening Details _ YT ( Posting e T

Workist

Assignments @
To assign a Recruiter to the Job Opening select the Add Recruiters hyperlink. To add a Recruiter Team,

containing one or more recruiters, to the Job Opening select the Add Recruter Team hyperink
Recruiters €

*Hame Recruiter ID Primary

[sally Hall @

|Elizabeth Mack @ i}
[Teresa Gray @ i

Add Recruiters

Add Recruiter Team

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

Hiring Managers @

*Name Manager ID Primary

[Jim Smith @

i}

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.
Interviewers

No 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 hyperfink

Interested Party €
No Interested Parties have been added to this Job Opening

== ==

W McAfee |~ |

| MuttiChannel Console |  Addto Favorites |  Sign out
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Step Action

31. Click the Posting Information tab.
Pasting Information
32. Click the Add Job Postings link.

Add Job Postings

WMcAfee - |

Home | AddtoFavortes | Signout
Favgrites - Main Menu > Recruting > Pending Approvals

@hep BEnp [«
Job Opening
Posting Information
Posting Title: ‘F’H Chemist Il

Find First B 4 or 4 I Last

*Visible:

*Description Type:

Description ID: M
o

Description: (B &l B # o

L]
c
f

[#]Add Posting D

Step Action

33. Click the Visible list.

34. Click the Not Visible list item.
[rot visible |

35. Click the Description Type list.

36. Click the Other Information list item.
|Gther Information
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ORACLE’

ORACLE
USER PRODUCTIVITY KIT

Favortes - Main Menu > Recruing > Pending Approvals

Job Opening

Posting Information

Job Postings @
Posting Title:  [PH Chemist Il

Job Descriptions € Find Frst K 1071 00 Last

*Visible: Not Visible - o
*Description Type: [Other Information -
Description ID: [+]
Description: @R alddEE halEaEas 0l %
meell:D Funll:lzl S\zel:D B I U |
H=S = = = = =4 A A

First shift
Please past open until filed.

‘We would like to adverfise on Career Builder.

[+]Add Posting D
<

TMcAfee |- |

Home | AddtoFavortes | Signout

(@Help Ehtp

Step Action

37. 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.

38.

Move down the page.

Click the scrollbar.
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Description:

Favgiites Main Menu > Recruitng > Pending Approvals
BaldB@Eenr BaE0B86 0

¢ oma[homa [ | [ L] B 7 U e

A AC

l

First shift
Please post open until filled.

We would like to advertise on Career Builder.

[#]Add Posting D

Job Posting Destinations

“Destination “Posting Type: ';:::""eo"e" Post Date Remove Date :’l;’a;'";g““"““’“
- - - Nl B |
dd Posting Destinations
| oK || Cancel | Preview |

Step Action

39. Click the OK button.

Favorites . Main Menu >

Find Job Opening

Recruiting > Pending Approvals

Job Opening

Posting Title:

Job Opening Status:
Job Title:

Position Number:
Business Unit:

Job Family:

PH Chemist I
005 Pending Approval

PH Chemist I

740001  PH Chemistl

03420 Health

000003  Classified/Competitive

& Print Job Opening
Job Opening ID: 612723

Job Type:
Job Code:

Standard
416100

| Save & Submit

Save as Draft | Cancel

Previous Step  Mext Step

[ Jab Opening Details

(Hiring Team |1z

Job Postings @

natio

[ 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
EH Chemist | o
#idd Job Fosfings
Job Opening Details Hiring Team Posting Qualifications ~ Screening
Approvals
Manage Applicants | Find Appli | Activity & pening Details
=R CreateNew  Previous Job Opening |Next Job Opening |Job Opening List
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ORACLE
USER PRODUCTIVITY KIT

Step Action

40. Click the Save & Submit link.

Save & Submit

41. Click the Approvals link.

Approvals

42. This is the Approvals Page.

Job Opening on this page.

Below is the approval path. You will be able to view the current status of a pending

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

43, Click in the Comments Text field.

T McAfee |- |

Favortes - Main Menu > Recruing > Create New Job Opening

Create New Job Opening

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

(@Help Bt +

Job Opening

& Print Job Opening

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

Posting Title: PH Chemist Il Job Opening ID: 612723
Job Opening Status: 006 Pending Approval
Job Title: PH Chemist Il Job Code: 416100
Position Number: 740001 PH Chemistll
Business Unit: 03420  Health
Job Family: 000003 Classified/Competitive

Save Previous Step  NextStep

Supervisor/Recruiter Grp Aprv
<= Job Opening:Pending
Route to SupervisoriRecruiter

Pending Not Routed

Bill Parr Pepper Potts
Firng wansger Posn supervisor 87 B SRESUIS  reare Y
Comments Text: Please post for 10 business days.
Job Opening Details Hiring Team Posting ion Qualifications Screening
Approvals
Save

<[

Neot Routed

g Mulfiple Approvers
i
Recruiter Group =

Step Action

44,

For this example:

Enter the desired information into the Comments Text field.

Enter "Please post for 10 business days."
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Worklist

Favortes - Main Menu > Recruing > Create New Job Opening

Create New Job Opening
Job Opening

& Print Job Opening

Posting Title: PH Chemist Il Job Opening ID: 612723
Job Opening Status: 006 Pending Approval
Job Title: PH Chemist Il Job Code: 416100
Position Number: 740001 PH Chemistll
Business Unit: 03420  Health
Job Family: 000003 Classified/Competitive

Save Previous Step  NextStep

Job Opening Details || Hiring Team | Posting Information | Qualfications | Screening

Supervisor/iRecruiter Grp Aprv
= Job Opening:Pending

Route to Supervisor/Recruiter
Pending Not Routed Not Routed
Bill Parr & PepperPotts g Mulliple Approvers
O Hiring Manager Posn Supervisor - State of Verment - Field HR - Recruiter Group =

Comments Text: Please post for 10 business days.

Job Opening Details Hiring Team Posting ion Qualifications Sereening
Approvals
Save Orauiniis Cbam Rinwt Ctmm

(@Help Bt

< i,

Step Action

45, Click the Home link.

46.
End of Procedure.

Page 17



Training Guide

ORACLE
Hiring Managers

USER PRODUCTIVITY KIT

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.

'TMAfee

Home | AddtoFavortes | Signol
Favorttes - Man Menu

Top Menu Features Description [=) %1

Our menu has changed!

The menu is now located acrose 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 makes finding
pages much faster.

Step Action

1. Click the Main Menu button.
MainvMenu
2. Click the Recruiting menu.
| (1 Recruiting * |
3. Click the Pending Approvals menu.
| [=] Pending Approvals |
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USER PRODUCTIVITY KIT Hiring Managers

ORACLE' L - |

Home | AddtoFavortes | Signout

Favortes - Main Menu > Recruing > Pending Approvals

) New Window (2)Help [ Customize Page [ hitp

Pending Approvals

Pending Approvals customize | View 21| B Fist KL 42002 1 (oat
1D Nbr Sender Received Subject

[] 612717 Jim Smith 08/29/2012  Job Approval Heallh District Office Clerk

F] 612723 Jim Smith 09/06/2012 | Job Approval PH Chemist 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.

0]

5. Click the Job Approval:PH Chemist 11 link.
Job Approval.PH Chemist |l
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ORACLE’

ORACLE
USER PRODUCTIVITY KIT

Favorites - Main Menu > Recruing > Pending Approvals

Find Job Opening

Add to Favorites |

Sign out

(@Help Entp 4

Job Opening

& Print Job Opening

Posting Title: PH Chemist I 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 Chemistl

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

n

Esae [Ef Create New

Previous Job Opening INext Job Opening |Job Opening List

N L EE | Hiring Team

Posting Information || Qualifications || Screening

Approvals

Job Opening Type: Standard Requisition

Created By: G, Jim Smith
Created: o020z Bl

“Openings toFill: Limited -
Target Openings: I

Available Openings: | 1

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

Company: M@ state ofvermont
Department: [3420021210 @ Hg Lab-Chemisty
Location: [05401 @, Bunington

37/%  Burington

Add Additional Locations

Recruiting Location:

Action

Click the Approvals link.
Approvals

Click the Approve button.

Click the Home link.

End of Procedure.
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Recruitment_Review Applicant Information
Procedure

'WMcAfee |~ | 1

Home | AddioFavortes | Signout

Favorites : Main Menu

(@) Help

Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o 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 supporis type 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.
| |_'1 Browse Job Openings |
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Favorites  Main Menu > Recruiting > Browse Jab Openings

Select  Job Opening

PH Wicrobiologist Il 612866 Standard  Burlington 1 1
District Office Clerk| 612864 Standard Home Based 1 1
Select All Deselect All Select Action. v Go

Create New Job | Find Job Openings Find Job Postinas View Drafts

Browse Job Openings
ViewDrafts i 5
Job Openings
Display: Job Assignedtome  ~ Open - Active within View All
Job Openings Status: Open

Customize | Find | Viev 21| B | 78
- " Target Available
IDNbrv  Type Location Openings  Openings

W McAfee |- |
Home | AddtoFavortes | Signout
(@ Help Entip

Step Action

Click the PH Microbiologist 111 link.
PH Wicrobiologist Il

5. 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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Favorites - Main Menu > Recruiting > Browse Jab Openings

(DHelp E

Find Job Opening

Job Opening

& Print Job Openin

Posting Title: PH Microbiologist Il Job Opening ID: 612866

Job Opening Status: 010-Open Job Type: Standard

Job Title: PH Microbiologist IIl Job Code: 416700

Position Humber: 740007 PH Microbiologist IIl

Business Unit: 03420  Health

Job Famil 000003 Classified/Competitive

& sae Create New  Previous Job Opening [Mext Job Opening |Job Opening List

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

View Applicants ~ Screen Applicants  Interview Schedule

Manage Applicants

Display: Al -
Frst Kl 12072 O Last

Select  ApplicantHame D Type Disposition  Resume  Application “L"pf;‘ eq  Take Action

Testpo01 : - 02042013 o
e 62862 Ex  050-Routed B Bt Select Action. -

TestApp02 | - 0200412013 oo
TostApD0? 62864 Ext 050-Routed B 220Pm Select Action ~
SelectAl  DeselectAll  “GroupAction:  Select Group Action -
Manage Applicants | Find | Activity & | ing Details
View Applicants Screen Applicants  Interview Schedule R
Esave Create New  Previous Job Opening |Next Job Opening |Job Opening List

Step Action

6. Press the [Ctrl] key and click the Resume button.

ORACLE

Favortes - Main Menu > Recruting > Browse Job Openings

Find Job Op{ @ nttps: HRTST2: V_Ge2622%c-21eb-488-0033-Sdf LTI T - | [E=EE—

Job Ope GO <[] https//hemdeuz peoplesoft statevtus/cs/HRTST2/) + Gy | +5 | % | [ 8ing » -]
Posting Titie: | | 1 F2Oites | & hitps//hcmdes2 peoplesoftstatevtus/cs/HRTS... | |

peni |5l
Job Titie:
Position Hum L
Business Unit Alex Brown
Job Famil 123 Street ~ , Vermont 05446 ~ abrown@wmail.com =
ﬁ Save

Human Resources ExecuTive

Organizational Development = Best Practices = Strategic Planning

An jplished Human ive with proven expertise in policy and procedure,
recruiting and hiring practices, P retention apg legal compliance issues,
managerial support, union avoidance, labor relations and negotiations. Background includes: A 13%
turnover 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

m

Certification, SHRM.
+  Policy Develoy +Policy A ion ¢ Emp Relations
¢ BenefitPrograms + Contract iati +  Arbitrati

+ Worker's Compensation 4 PeerReview 4 Complaint Resolution
CAREER ACCOMPLISHMENTS

PETERS MATERIALS CORPORATION, 1999-Present

- Designed and implemented a region-wide recruitment, behavior-based interviewing and skill

swhich resulted in a di i e
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Step Action

7. Click the Close button.

Favorites - Main Menu > Recruiting > Browse Jab Openings

(@Help Entp
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 IIl Job Code: 416700
Position Number: 740007 PH Microbiologist IIl
Business Unit: 03420  Health
Job Family: 000003 Classified/Competitive
& sae Create New  Previous Job Opening [Next Job Opening |Job Opening List

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

View Applicants ~ Screen Applicants  Interview Schedule

Manage Applicants

Display: Al -

Applicants

Select  Applicantame D Type Disposiion  Resume | Application “L"pf;‘ -

oot 62862 Ext  D50-Routed B ZMZSCPMZCH Select Action -

Testhont? 62364 Ed | D50-Routed B QRO selectacion. v

SelectAl  DeselectAll  *GroupAction:  SelectGroupAcion.. v [Ga|

Manage Applicants | Find | Activity & | Job Opening Details
View Applicants Screen Applicants  Interview Schedule i
& save [Ef Create New  Previous Job Opening |Next Job Opening |Job Opening List

Step Action
8. Click the Application Icon object.
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ORACLE"

TMcAfee |~ |

Home | AddtoFavorites |  Sign out
Favorites | Main Menu > Recruiing > Browse Job Openings
(@Help Ehtp
Find Job 05 (@ Applicant Profile - Windows Internet Explorer T McAfoer =) o o
Job O 7 ~
P OO < [E] hitps/hemder2 peoplesoftstatevtus/psp/HRTST2 + Gy | 44| ¢ | [ fing o -]

Posting Title: | | ¢ Favorites | @ Applicant Profile [

Job Opening |
Job Title: ORACLE"

. Home | Addto Favorites Sign out
Position Hum | £5yorites : Main Menu
Business Unif

Help Entp

Job Family: el Hrp
Es: - .

== Application Details

n

Applicant Name:  TestApp01 TestApp01

& Print Application Details
Applicant ID: 62862

m

[wSavegGontinues| [wBavesubmile] (sCancels]

Resume Text

Resume Title: 1_Resume_only.pdf
Language Code:  English

Resume Text

Select All

Manage Aj

View Awlb_
Lo oo nioy

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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Favorites - Main Menu > Recruiting > Browse Jab Openings

Find Job Opening
Job Openin,

| @& Applicant Profile - Windaws Intemet Explorer

- — -
= 4,
Posting Tile: = @ https://hcmdev2.peoplesoft.statevtus/psp/HRTST2 g_\ r| X ‘ [&] Bing

Job Opening Statu
Job Title:

Position Number: | || € Applicant Profile
Business Unit:
Job Family:

g
=
g
g
&

Add to Favorites | Sign out

—— Favorites  Main Menu
'Clon (@ Help

Manage Applican

View Applicants Application Details £
Manage Applicant

Applicant Name:  TestApp01 TestApp01 & Print Application Details

Applicant ID: 62862

|mBavegGantinues| [mbavedSubmiy| |mEancelm|

Resume Text

Resume Title: 1_Resume_Only.pdf
Language Code:  English

Resume Text

Step Action

11. Click the Print Application Details link.
Print Application Details

Favorites - Main Menu > Recruting > Browse Job Openings

Find Job Opening
Job Openin,

| @& Applicant Profile - Windows Intemet Explorer

-
postng Te: G_@ = [E] hitps://hcmdes2.peoplesoftstatevtus/psp/HRTST2 = B [ 49| X ][] ging

Job Opening Statug | i Favorites 5% ] Oracle PeopleSoft Enterpr... [%] Suggested Sites = g Web Slice Gallery
Job Title: T =
Position Number: (@ Applicant Profile

Business Unit: -
Job Family: Home | workist | WuiChannel Console | Addto Favortes | Sign out

Hsse Poo i Favorites | Main Menu

Manage Applican Application Details Return to Previous Page  Print this Page H
~ General Information L
View Applicants . =
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:

v Contact Information

Name Prefix:

First Name: TestApp01 |
Manage appiicanfl] == ENE estanp B
View Applicants ame: )|

| et Hame: Tactinand
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Favorites - Main Menu > Recruiting > Browse Jab Openings

(@Help Ehtp

Find Job Opening
Job Openin,

[ @ Applicant Profile - Windows Intemet Explorer = ==
- —

@ |E] https//hemdev2 peoplescftstatevtus/psp/HRTSTZ ~ & 44| x |[[3 & L -

G@ (&) hitps/hermd 2 pesplesoitstatent s o 8 [ 4] x |[E sing |

. Favorites | 55 £ Oracle PeopleSoft Enterpr... [=] Suggested Sites v ] Web Slice Gallery v

Posting Title:
Job Opening Statu
Job Title:

Position Humber:
Business Unit:

Job Family: ORACLE'

@ Applicant Profile

Home | Workist | MultiChannelConsole | Addito Favorites |  Sign out

Bsme Bco Favorites - Main Menu

Manage Applican Application Details Return to Previous Page _ Print this Page H
~ 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.pf
Language Code: ENG
Resume Text:

w Contact Information

Name Prefix:

First Name: TestApp01
Middle Name:

| ast Nama+ Tactinnnd

Manage Applicar
View Applicants

Step Action

12. Click the Print button.
Print this Page

13. Select Printer.

Click the Print button.
Print
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Favorites - Main Menu > Recruiting > Browse Jab Openings

Find Job Opening

ORACLE
USER PRODUCTIVITY KIT

Job Openin,

Posting Title:
Job Opening Statu
Job Title:

Position Humber:
Business Unit:
Job Family:

Esae Wcion

Wanage Applican

View Applicants

| @& Applicant Profile - Windaws Intemet Explorer

- — -
- https://hemdev2.| lesoft.statevt.us/psp/HRTST2 = 5 X B
<~ [IrErr—————— 8o [F oes

i Favorites 5l ] Oracle PeopleSoft Enterpr... [=] Suggested Sites v ] Web Slice Gallery v

@ Applicant Profile

Home | Workist | MultiChannelConsole |  Addto Favorites |

Favorites - Main Menu

Application Details

~ General Information

Return to Previous Page Print this Page

Sign out

Display Name: TestApp01 Testapp01
Applicant ID: 62862
Applicant Type: External Applicant
Applicant Status 010-Active
Job Opening ID:
Resume Title: 1_Resume_Only.pf
Language Code: ENG
Resume Text:

w Contact Information

Hame Prefix:
First Name: TestApp01
Manage Applical Middle Name: o
View Applicants ame:
| act Nama: Tactsnnnt

Step

Action

14.

Click the Return to Previous Page link.

|Return to Previous Page

Favorites - Main Menu > Recruting > Browse Job Openings

Find Job Opening

Job Openin, [ @ pplicant Profile - Windows Intemet Explorer

L —
v [&] nitps//hemden2.peoplesoftstatestus/psp/HRTST2 + & |49 x | [ &
G_@ [ ] hitps://hemdes2.peoplesoftstatextus/psp 2[4 x |[S sing

Posting Title:

Job Opening Statu:
Job Title:

Position Humber:
Business Unit:
Job Family:

: o Favorites 7 @] Oracle PeopleSoft Enterpr... ] Suggested Sites v &] Web Slice Gallery

(@ Applicant Profile

ORACLE’

Home | Workist | MutiChannel Console Add to Favortes |

Base Foud, Favorites  Main Menu
Clon (@ Help

Manage Applican

Sign out

Application Details

View Applicants
Manage Applican
& Print Application Details

Applicant Name:  TestApp01 TestApp01

62862

Display: All

Applicants Applicant ID:

|mBaveg-Gontinues| [sSavesasubmite| [weGanceim|

Resume Text

Resume Title: 1_Resume_Only.pdf

Language Code:  English

Resume Text
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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.

-y TMchfee |
ORACLE -
Home | AddtoFavortes | Signout
Favorites  Main Menu > Recruiting > Browse Job Openings
(@Help Bt
Find Job Opening
Job Opening
& Print Job Opening
Posting Title: PH Microbiologist 11l Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist 11l Job Code: 416700
Position Humber: 740007 PH Microbiologist lil
Business Unit: 03420 Health
Job Family: 000003  Classified/Competitive
& sae [E¥ Create New

Previous Job Opening [Next Job Opening |Job Opening List

[ETET YT | Find Applicants | Activity & Attachments

View Applicants ~ Screen Applicants  Interview Schedule

Job Opening Details

Manage Applicants
Display: Al

Customize | Find ; 1 First Kl 92012 O Last
§ o o Last
Select  ApplicsntMeme D Type Disposition  Resume | Applicafion oS . “Take Action
TestAppo1 . e 0210412013
0 Testipp01 52862 B 050-Routed B Sepn | SelectAction
Testipp02 021042013 Add Applicantto New List
estApp Es
62864 Ext 050-Routed & Add Applicantto Saved List
g TestApp02 = 2:30PM Create Interview Evaluation
nanage Interviews
SelectAll  DeselectAll  *Group Action:  Select Group Action ~ 6o

Send Correspondence
Manage i | Find I | Activity & | Jo ing Details Withdraw From Hire

View Applicants Screen Applicants  Interview Schedule

& save [EfCreate New  Previous Job Opening |Next Job Opening |Job Opening List

Step
17.

Action

Click the Print Application Details list item.
|Print Application Details |
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rkist | MutiChan

Favorites - Main Menu > Recruiting > Browse Jab Openings

Find Job Opening

ORACLE
USER PRODUCTIVITY KIT

(@Help Ehtp

YT T e s——— [P =

2

-
> 4,
Posting Tile: GO - @ hitps://hcmdevZ.peoplesoft.statevtus/psp/HRTST2 %-\ [ x ‘@Bmg

Job Opening Statu
Job Title:

Position Humber:
Business Unit:

Job Family: ORACLE'

© o Favorites i &) Oracle PeopleSoft Enterpr... [] Suggested Sites v 8| Web Slice Gallery

@ Applicant Profile

Home | Workist | MultiChannel Console |  Add to Favorites

Bsme Bco Favorites - Main Menu

Manage Applican Application Details Return to Previous Page _ Print this Page

~ 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.pf
Language Code: ENG
Resume Text:

w Contact Information

Name Prefix:
First Name: TestApp01
Middle Name:

| ast Nama+ Tactinnnd

Manage Applicar
View Applicants

Sign out

Step

Action

18.

Click the Print button.
Print this Page

19.

Select Printer.

Click the Print button.
Print
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TMcAfee |~ |

Heme | Workist | MuttiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > Recruiting > Browse Jab Openings

Find Job Opening

(@Help Ehtp

JOb OPeNing g i cant profie - Windows Interet Explorer

[Fncrer— BRHELC

Position Humber: | || € ApPlicant Profile

Business Unit: .
Job Family: ORACLE

Favorites - Main Menu

Home

Esave EAcion,

Application Details

~ General Information

Wanage Applican Return to Previous Page

View Applicants ||
Manage Applican |

Display Name: TestApp01 Testapp01

Applicant ID: 62862
Applicant Type: External Applicant
Applicant Status 010-Active

Job Opening ID:
~ Resume Text
Resume Title:
Language Code:
Resume Text:

1_Resume_Only.pf
ENG

prages
v | E] hitpsi//hemdev2 peoplesoftstatevtus/psp/HRTST2 ~ & |44 | X | |[5] & P~

rogre | OO ooz eoettsrsmis 8o [F oes |

Job Opening Statug |© i Favorites 5 ] Oracle PeopleSoft Enterpr... [=] Suggested Sites ~ 8] Web Slice Gallery +

Job Title: 2 -

| wWorkist | MutiChannel Console | Addto Favorites |  Sign out

w Contact Information

Name Prefix:
First Name: TestApp0d
Manage Applicar 5 o
5 y Middle Name:
View Applicants i
| st Nama- Tactannnd

Print this Page H

m

Step Action

20. Click the Return to Previous Page link.

|Return to Previous Page

21.
Report.

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

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

1. 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.

Home Workiist MukiChannel 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
hivwe 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,
hiwe Supports type ahead
which makes finding
pages much faster.

Step Action

2. Click the Main Menu button.
3. Click the Recruiting menu.

| ] Recruiting "’|
4, Click the Reports menu.

| £3 Reports |
5. Click the VT Detailed Application menu.

| [E] VT Detailed Application |
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& McAfee - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu > Recuiting > Reports > VT Detaied Application

Enew window () Heip & nitp
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

[case sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

Step Action

6. Click in the Run Control ID field.
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.

|f Add a New Valug |

10. Click the Add link.
Add
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W McAfee -

Home | Workist | MukiChannelConsole | AddtoFavortes | Signout

Favortes - Main Menu » Recruting > Reports > VT Detaied Application

VT Runctl VTAPPLIC

Enewwindow DHeip [5 customize Page E ntip

Run Control ID:  elliem in

English  ~

Report Manager Process Monitor

Language:

*Job Opening ID @, Routed After
Example: 09124/12 02.48PM
Applicant ID @,

Please leave blank for all

Save | [Gh Returnto Search | [ Notify

Step Action
11. Enter the desired information into the Job Opening ID field. Enter "612856".
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.
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Favorites

U McAfe
Mam_Menu > Recruiting > Reports >

| Mutichannel Consol
VT Detailed Application

FInewwindow (D Help [E customize Page E hitp
Process Scheduler Request

UserID: ELLIEM Run Control ID: elliem

Server Name: [FEISNN -

Recurrence:

e Zone: @

Run Date: |03/11/2013 [

Run Time: [412:44PW

| Resetto CurrentDate/Time

Process List
Select Description Process Name

Process Type “Type Format Distribution
VTAPPLIC VTAPPLIC SQR Report Web v PDF

« | Distribution

Step
14.

Action

Click the OK button.

ORACLE’

Favorites

U McAfee

Add to Favorites |

|
Main Menu > Recruting > Reports > VT Detailed Application
VT Runctl VTAPPLIC

Run Control 1D:

Workist |  MutiChannel Console |

Sign out

Enewwindow DHeip [5 customize Page [ ntip

elliem

Reporthlanager P | Run
Language:  English  ~

rocess Monitor |

Process Instance:494247
“Job Opening ID|

612856/ @,

Routed After
Applicant ID @,

Please leave blank for all

Example: 09/24/12 02 48PM

Save | [f Retumto Search | =] Noify |

Update/Display,
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Step Action

15. Click the Process Monitor link.

'WMcAfee - |
| workist | MutiChannel Console | Addto Favorites |  Sign out
Favorites - Man Menu > Recruting > Reports > VT Detaled Application
Enewwindow e [ customize Page & nitp
' Server List
User ID: [ELLIEM @, Type: - Last B 1 Days - . Refresh |
Server: ~ Hame: [ @, mstance:|  to| |
Run | Distribution - Save On Refresh
Status:
Process List Customize | Find | Vie First Kl 14074 O Last
Select Instance Seq. Process Type :_;"’"%“ User  Run DatefTime Run Status m’"‘”“ Details
[0 |ag42a7 SOR Report VTAPPLIC ELLIEM |03/11/2013 4:12:44PM EDT Queued NI Details
[ |494248 SR Report VTAPPLIC ELLIEM |03/11/2013 4:06:23PM EDT Success Posted  Details
[ |494245 SOR Report VTAPPLIC ELLIEM |03/11/2013 4:02:30PM EDT Success Posted  Details
[0 |ag4243 SOR Report VTAPPLIC ELLIEM |03/11/2013 3:56:09PM EDT Success Posted  Details

Go backto VT Detailed Application
[ save | [=) oty |

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.

Page 36




OoORACLE

USER PRODUCTIVITY KIT

ORACLE’

UMcAfee

Training Guide
Hiring Managers

Favorites

Proc

TN serverList

Main Menu > Recruting > Reports > VT Detailed Application

User ID: [ELLIEM @, Type:

Workiist |

Enewwindow el [ customize Page & nitp

MukiChanne! Console |

iew Process Request For

- Last - | 1 Days - | Refresh |
Server: ~ Hame: @, Istance: | to |
Run - Distribution - Save On Refresh
Status: Status:
Process List First Kl 14074 O L
Select Instance Seq. Process Type :_;"’::“ User  Run DatefTime Run Status w Details
[ 494247 SOR Report VTAPPLIC ELLIEM 03/11/2013 4:12:44PM EDT Queued NIA Details
[ 494248 SOR Report VTAPPLIC ELLIEM 03/11/2013 4:06:23PM EDT Success Posted  Defails
[ |494245 SOR Report VTAPPLIC ELLIEM 03/11:2013 4:02:30PM EDT Suceess Posted  Defails
[0 494243 SOR Report VTAPPLIC ELLIEM 03/11/2013 3:56:09PM EDT Success Posted  Details

Go back1o VT Detailed Application
(&) save | =) Motity |

Process List | Server List

Addto Favortes |  Sign out

Step

Action

17.

Click the Refresh button.

18.

Click the Details link.

ORACLE

W McAfee

Favorites

Main Menu > Recuting > Reports > VT Detaied Application

orkist |

MuttiChannel Console |

Add to Fav

& New Window (ZIHelp [&’ Customize Page

Process Detail

Instance: 434247 Type: SOR Report
Description: VTAPPLIC
Distribution Status: Posted

i W e

Name: VTAPPLIC

Run Status: Success

Run Control ID: elliem
Location: Server

Server: PSUNX

Began Process At: 03/11/2013 4:13:12PM EDT
Ended Process At: 03/11/2013 4:13:25PM EDT

| cancel |

Hold Request
Queue Request
Cancel Request

© Delete Request

Recurrence: Restart Request
Request Created On: 03/11/2013 4:12:50PM EDT Parameters Transfer
Run Anytime After: 0311112013 412:44PM EDT Message Log

Batch Timings

View Log/Trace

e 2ae]
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Step Action

19. Click the View Log/Trace link.

WMcAfee |~ |

ORACLE

Favortes = Main Menu » Recruting > Reports > VT Detaied Application

Home | workist | MutiChannelConsole | AddtoFavorites |  Sign out
Enewwindow DHeip [5 customize Page [ ntp
View Log/Trace

Report ID: 181317 Process Instance: 494247 Message Log
Name: VTAPPLIC Process Type: SQR Report

Run Status: Success

VTAPPLIC
Distribution Details:
Distribution Node: HRPRD Expiration Date: (03
Hame. ile Size (bytes)  Datetime Created
SOR VTAPPLIC 494247.0g 2,300 031112013 4:13:25.831710PM EDT
applic 494247.PDF 82,584 031112013 4:13:25.831710PM EDT
viapplic 494247 out 2430 0311/2013 4:13:25.831710PM EDT
Distribute To
Distribution ID Type *Distribution 1D
User ELLIEW

. Retum

Step Action

20. Find the PDF file.

Click the vtapplic_494247.PDF link.

Eagglic 494247 PDF
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Favortes = Main Menu » Recruting > Reports > VT Detaied Application
FInew window (D Help [E customize Page E hitp

@ httpsiiha T2/181317/vtapplic_494247.PDF - Windows Internet Explorer =l e e
@@ =[] https://hcmdey /psreports/HRTST2/181317/vtapplic_494247 PDF - 5[] |[= 5ing o -]

: i Favorites © 5 ] Oracle PeopleSoft Enterpr... ] Suggested Sites v & Web Slice Gallery

| @ nttpsitina lesoft.statent, ]
| B
STATE OF VERMONT DETAILED APPLICATION
Applicant ID: 62862 IRoutEd Date: 02/01/2013
TestApp0l, TestApp01 Job Opening ID: 612856
123 Main Street, Colchester, VT 05446 Financial Administrator IT

802/828-2845 (Business)
ellie.mack@state.vt.us (Business)

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) =

S aeem I
! 32013 |

ﬁ@"l\ﬁ CREAE]

Step Action

21. Click the Save button.

22.
Click the Save button.

[ Save ]
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ORACLE

USER PRODUCTIVITY

Enewwindow PHei [ customize Page it

& httpsi//her T2/181317/vtapplic_494247.PDF - Windows Internet Explorer

. - = =

@% hitps: /| psreports/HRTST2/181317/vtapplic 494247 PDF - 5 |‘r‘ X ‘ @ Bing R '\

© o Favorites © <l 2] Oracle PeopleSoft Enterpr... ] Suggested Sites v 48 Web Slice Gallery

@ https://ha ‘ |

Applicant ID: 62862 IRouiEd 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
Saint Michael's College / Phone:
Ending Pay Rate: $.00/Monthly

EDUCATION

STATE OF VERMONT DETAILED APPLICATION

02/01/2009 -- 02/01/2011

ﬁﬁl\ﬁ o [l |

Step

Action

23.

Click the Close button.

Favortes - Main Menu » Recruting > Reports > VT Detaied Application

View Log/Trace

Report ID: 181317 Process Instance: 494247 Message Log
Name: VTAPPLIC Process Type: SQR Report

Run Status: Success

VTAPPLIC
Distribution Details
Distribution Node: HRPRD Expiration Date:
Hame File Size (bytes) Datetime Created
SOR VTAPPLIC 494247 log 2300 03/11/2013 4:13:25.831710PM EDT
Wapplic 494247 PDF 82584 0311172013 4:13:25.831710PM EDT
applic 404247 out 2480 03111/2013 4:13:25.831710PM EDT
Distribute To
Distribution ID Type *Distribution 1D
User ELLIEM
| Retun

Enewwindow DHeip [5 customize Page [ ntip
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Step Action

24, Click the Home link.

s

25.

End of Procedure.
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Recruitment_Schedule An Interview

Procedure

Favorites : Main Menu

Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o 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 supporis type ahead
which makes finding
pages much faster.

ORACLE
USER PRODUCTIVITY KIT

'WMcAfee | - 1

Home | AddioFavortes | Signout

(@) Help

Step

Action

Click the Main Menu button.

Click the Recruiting menu.
| 3 Recruiting Ir|

Click the Browse Job Openings menu.
| |_'1 Browse Job Openings |
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Favorites

Main Menu > Recuting > Browse Job Openings
Browse Job Openings

ViewDrafts  Find Job Openings
Job Openings:

Display:

Job Assignedtome  ~ Active within View All

Job Openings Status: Open

View Al Frst Kl 12072 0

— Availabl

Job Opening

- _ Target .
1D Nbr- Type Location Openings  Openings HotJob 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. - [=Gox|
| Create NewJob | Find Job Openinas Find Job Postings View Drafts

(T Help

Step Action

4, Select the Job Opening.

For this example:
Click the PH Microbiologist 111 link.
PH Wicrobiologist Il

Business Unit:

03420 Health
Job Family: 000003 Classified/Competitive
& save Create New  Previous Job Opening |Next Job Opening |Job Opening List
Manage Applic: Find Applicants || Activity & Attachments | Job Opening Details:
View Sereen Interview Schedule

Manage Applicants

Display: All

Applicants

Customize | Find | First Kl 12072 1 Last

Applicant Hame  ID Type Disposition Resume  Application h‘:;‘a‘ eq  ‘TakeAction
%‘l‘% 67134 Ex  050-Route B 23’1%313 SelectAction.. v
M 67135 E4  0S0-Route B 23’1%213 SelectAction -
Select Al DeselectAll  *Group Action: Select Group Action. - @\
Manage Applicants | Find | Activity & I ing Details
View Appli Screen Interview Schedule
S save

reate New  Previous Job Opening [NextJob Opening |Job Opening List

Favo_ntes MalnvMenu 2 Recrgmng Browse Job Openings
@Hep

Find Job Opening

Job Opening

& Print Job Opening

Posting Title: PH Wicrobiologist Il Job Opening ID: 612723

Job Opening Status: 010-Open Job Type: Standard

Job Title: PH Wicrobiologist Il Job Code: 416700

Position Humber: 740007 PH Micrabiologist lil
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Step Action

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

6. Click the Manage Interviews list item.

Manage Interviews

L - |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Recruiting > Browse Job Openings

(P Help [ Customize Page [ hitp
Job Opening
Interview Schedule

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

within the Job Opening.

& Print Job Opening

Posting Title: PH Wicrabiologist Il Job Opening ID: 512723
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

Submit | | SaveforLater| | Cancel | Rotum to Previous Page

Submit | | SaveforLater| = Cancel R 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.
| Unconfirmed - |

10. Click the Confirmed list item.
[Confirmed |

11. Click the Interview Type list.

12. Click the Panel list item.
[Panel |

13. Click the Calendar Icon button.
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Step Action
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.
25. Return to the top of the page.
Click the Scroll bar scrollbar box.
26. Click the Submit button.
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Step Action

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

Favgrites - Main Menu > Recruting > Browse Job Openings

You are not authorized to access this component. (40,20)

You have not heen granted security authorization for the somponent you are
attempling to access. You may have access o the designated component and
page, but not in the specified action mode (such as Correstion or
Update/Display). Contactyour system administrator.

Step Action

28. Click the Browse Job Openings link.
Browse Job Openings
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Favorites

Main Menu > Recruiting » Browse Job Openings

Browse Job Openings

Job Openings:

View Drafts Find Job Openings

Display: JobAssignedtome

Job Openings Status: Open

[ Target Available

Active within View All

Customize | Find | Frst Kl 12072 0

Eind Job Openings

Select Job Opening IDNbrv  Type Openings ~ Openings Hot Job Created~
PH Microbiologistlll 612866 Standard  Burlington 1 1 01/21/2013
District Office Clerk| 612864 Standard  Home Based 1 1 011302013
SelectAll  DeselectAll Select Action. - | Go |
| Create New Job |

Eind Job Postings

View Drafts

Step Action

29. Select the Job Opening.

For this example:

PH Microbiologist 1l

Click the PH Microbiologist 111 link.

Favgrites - Main Menu > Recrutting > Browse Job Openings

Find Job Opening

Job Opening

& Print Job Opening

Create New

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

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Esae

Previous Job Opening |Next Job Opening |Job Opening List

Adlivity & Attachments:

Manage Applicar Find Applicants

Job Opening Details

View Screen

Interview Schedule

Manage Applicants

Display: All

Customize | Find | First Kl 12072 3 Last

Select Applicant Name 1D Type Disposition Resume Application h‘:;‘a‘ ed *Take Action

TestApp0O1 3 02082013 - _
TestApo01 62862 Ext  0B0-ntaw b Select Action -
= TestApp02 02/04i2013 - _
Testapo0z 62864 Ext  050-Routed oaopy | SelectAction -

Select All Deselect All *Group Action: Select Group Action.

Create New

Manage Applicants | Find | Activity & 14 ing Details
View Appli Screen Interview Schedule
& sae

Previous Job Opening [Next Job Opening |Job Opening List

m
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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.

ORACLE’

TMcAfee -

Home | AddtoFavortes | Signout

Favorites ~ Main Menu > Recruting » Browse Jab Openings

(@Help Ehtp
Find Job Opening
Job Opening

[ You have successfully scheduled an inferview for TestApp01 TestApp01 for the job PH
Wicrabiologist|

& Print Job Opening

Posting Title: PH Wicrobiologist IIl Job Opening 1D: 612723

Job Opening Status: 010-Open Job Type: Standard

Jab Title: PH Microbiologist Il Job Code: 416700

Position Humber: 740007 PH Microbiologist Il

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

& save [EfCreate New  Previous Job Opening Next Job Opening |Job Opening List =
[ETEr T T | Find Applicants | Activity & Attachments || Job Gpening Details

View Screen Appli Interview Schedule

Manage Applicants
Display: All hd

First K1 1-2 072 11 Last

Customize | Find | View 21 B | 55

Select  Applicant Hame  ID Type Disposition Resume | Application u":‘;;'e s ‘TakeAction

loctoodt  loriae En osoimw T ——

0 %ﬂ% 67135 Ext  050-Route = umaﬁ:n SelectAction.. v

SelectAll  DeselectAll  *GroupAction:  SeleclGroup Acion .+ |60 B
Manage | Find | Activity & | Job Opening Details

View Appli Screen Interview Schedule v

< i

Step

Action

32.

Click the Select option.

33.

Click the Select option.

34.

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

35.

Click the Manage Interview option.
| Manage Interviews |

36.

Click the Go button.
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Step Action

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.

38.

End of Procedure.
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Recruitment_Update Interview Status

Procedure

Favorites : Main Menu

Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o 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 supporis type ahead
which makes finding
pages much faster.

ORACLE
USER PRODUCTIVITY KIT

'WMcAfee | - 1

Home | AddioFavortes | Signout

(@) Help

Step

Action

Click the Main Menu button.

Click the Recruiting menu.
| 3 Recruiting Ir|

Click the Browse Job Openings menu.
| |_'1 Browse Job Openings |
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Favorites

Main Menu > Recruiting > Browse Jab Openings

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 A Frst Kl 12072 0
- . Target Available -
Select Job Opening 1D Nbr- Type Location Openings  Openings Hot Job Created:
PH Wicrobiologist lll 612866 Standard  Burlington 1 1 0113112013
District Office Clerk| 612864 Standard  Home Based 1 1 0113012013
SelectAll  DeselectAll  SelectAction - | Go |
| Create NewJob | Find Job Openinas Find Job Postings View Drafts

Step Action

4, Select the Job Opening.

For this example:
Click the PH Microbiologist 111 link.
PH Wicrobiologist Il

Favgrites - Main Menu > Recruting > Browse Job Openings

Find Job Opening

Job Opening

& Print Job Opening
Posting Title:

PH Wicrobiologist Il Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Wicrobiologist Il Job Code: 416700
Position Humber: 740007 PH Micrabiologist lil
Business Unit: 03420 Health

000003 Classified/Competitive

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

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

View Screen i Interview Schedule

Manage Applicants

Display: Al -

Customize | Find | Vievw ~ First Kl 12072 3 Last
Select  Applicant Hame 1D Type Disposition Resume  Application h‘:;‘a‘ eq  ‘TakeAction
%‘l‘% 62862 Bt 0B0-Inhaw 222’2%013 SelectAction.. v
fectootz ;ﬁ 62864 B 050-Routed gzsfggﬁms ‘sslectacton.. v

Select All Deselect All *Group Action: Select Group Action.

Manage Applicants | Eind | Activity & ! iing Details
View Appli Screen Interview Schedule
& sae ¥ Create New

Previous Job Opening [Next Job Opening |Job Opening List

m
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Step Action

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

6. Click the Manage Interviews list item.
[Manage Interviews |

T McAfee |- |

Home | AddtoFavortes | Signout
Favorites  Main Menu > Recruiting > Browse Job Openings

(P Help [ Customize Page [ hitp
Job Opening
Interview Schedule

Listed below are the interview schedules for the applicant(s) selected. Create a new
interview schedule or update an existing schedule. Choose the Delete icon to remove

Use the Add hyperiink to add interviewers not defined
within the Job Opening.

& Print Job Opening

Posting Title: PH Wicrabiologist Il Job Opening ID: 512866
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

Submit | | SaveforLater| | Cancel | Rotum to Previous Page

) TestApp01 TestAppi1
Submit | | SaveforLater| = Cancel R to Previous Page

View/Print All Interviews Expand All Collapse All

& Refresh

Step Action

7. Click the Expand section button.
[

8. Click the Applicant Appointment Status list.

9. Click the Accepted list item.

10. Click the Interview Status list.

[=]

11. Click the Completed list item.
I Completed |

12. Click the Save for Later button.

Save for Later:

13. Click the Return to Previous Page link.
[Return to Previous Page
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Favorites

Main Menu > Recruiting > Browse Jab Openings

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

Training Guide
Hiring Managers

(@Help Bt

Action

14.

Click the Browse Job Openings link.
| Browse Job Dpening5|

Favorites - Main Menu > Recrutting > Browse Job Openings

Browse Job Openings

View Drafts
Job Openings

Find Job Openings

Display:

JobAssignedto me v

Job Openings Status: Open

Select  Job Opening

Available

W McAfee

Home |

- " Target -
1D Nbr Type Location i e Hot Job Created
PH Microbiologistlil 612866 Standard  Burlington 1 1 01131/2013
District Office Clerk| 612864 Standard  Home Based 1 1 01120/2013
SelectAll Deselect All Select Action. ~ | Go |
| Create NewJob Eind Job Openings Eind Job Postings View Drafts

/Add to Favorites

@hep Entp
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Step Action

15. Select the Job Opening.

For this example:
Click the PH Microbiologist 111 link.
PH Microbiologist 11l

ORACLE’

4 Sign out
Favorites ~ Main Menu > Recruting » Browse Jab Openings

(@Help Ehtp
Find Job Opening

Job Opening

& Print.Job Opening
Posting Title: PH Microbiologist Ill Job Opening 1D: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Microbiologist IIl Job Code: 416700
Position Number: 740007 PH Microbiologist lll
Business Unit: 03420 Health
Job Family: 000003 Classified/Competitive
Em [ & Create New  Previous Job Opening |NextJob Opening |Job Opening List

[TENEREY e Bl Find Applicants || Activity & Attachments | Job Opening Details

View Applicants ~ Screen Applicants  Interview Schedule

m

Display: All -

Select  ApplicantHame D Type Disposition  Resume | Application  [SSl .  ‘Take Action
TestApp01 . Es 02/05/2013
Testhpp0i 62862 Edt  0B0-Inbw B SErr Select Action -
TestApp02 = 02042013 |
Tectinolo 62864 Ext  020-Appl = 2 30P1 Select Action -
SelectAll  DeselectAll  “Group Action:  Select Group Action ~ |60
Manage Applicants | Find | Activity & | Job Opening Details
View Applicants  Screen Applicants  Interview Schedule
& save

Previous Job Opening |Mext Job Opening |Job Opening List

< i

Step Action
16. Click the Home link.

17.
End of Procedure.
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Recruitment_Forward Applicant
Procedure

'WMcAfee |~ | 1
Home | AddioFavortes | Signout

Favorites : Main Menu

(@) Help

Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o 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 supporis type 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.
| |_'1 Browse Job Openings |
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Favorites  Main Menu > Recruiting

Browse Job Openings
Browse Job Openings

View Drafts
Job Openings:

Display: JobAssignedtome Active within View All

Job Openings Status: Open

Select  Job Opening

Find Job Openings

Fist Kl 12072 1 Last

- _ Target Available .
1D Nbr- Type Location Openings  Openings HotJob 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. - [=Gox|
| Create NewJob | Find Job Openinas Find Job Postings View Drafts

Step Action

4, Select the Job Opening.

For this example:
Click the PH Microbiologist 111 link.
PH Wicrobiologist Il

@hep B =

Favo_ntes MalnvMenu > Recruiting > Browse Job Openings
Find Job Opening

Job Opening

& Print Job Opening

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

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

ﬁ Save

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

Adlivity & Attachments:
Interview Schedule

Manage Applican Find Applicants

View

Job Opening Details

Screen

Manage Applicants

Display: All

Customize | Find |

First Kl 12012 O Last

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

Select Applicant Name 1D Type Disposition Resume Application h‘:;‘a‘ - *Take Action

%‘l‘% 62862 Ext 060-Inbew B 222’2%013 Select Action -
%QL ;ﬁ 62864 Ed  050-Routed B gzsfggﬁms Select Action -
Select Al DeselectAll  *Group Action: Select Group Action. - @\

Manage | Eind | Activity & | Job Opening Details

View Sereen Interview Schedule

S save

m
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Step Action
5. Click the Take Action list.
| select Action... -
6. Click the Forward Applicant list item.

L - |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites  Main Menu > Recruiting > Browse Job Openings

ENew Window (P Help [& Customize Page Elhttp 4

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 A JED First B qare O Lost

Applicant Name L]

TestApp01 TestApp01 62862

Recipient Information

*To:
Find

co
Find

Bec:

Sender Information

From: Elizabeth Mack

I

*Subject: [
“Access: Public -

Message: [

Step Action

7. Click in the To field.

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

15.

End of Procedure.
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Recruitment_Applicant Accepts Job Offer

Procedure

ORACLE"

Favorites . Main Menu > Careers

Careers

Enter your user name and passwaord to login. Ifyou have not yet registered, Reqister Here

Basic Job Search

Keywords: | User Name: [testapp01
Posted:  LastHonth - Password: [ssssessss

|- Search | advanced Search Search Tips

| LoginHelp Redister Now

Job Posting Information

44 First [4] Previous | Next [] Last D]
Latest Job Postings

Date Job Title Job 1D Location

02/06/2013 Information Technology Special 612869 Montpelier
02/04/2013 Assistant To Sgt At Arms 612867 Montpelier
02/01/2013 test 612856 Montpelier
01/31/2013 PH Microbiologist lll 612866 Burlington
01302013 Civil Engineer| 612863 Montpelier

SelectAll Deselect Al
| Save Selected Jobs | Apply for Selected Jabs \

Apply Without Selecting Job

Worklist

ORACLE
USER PRODUCTIVITY KIT

WMcAfee |~ |

NultiChannel Console | Add to Favorites

@ New Window (PHelp

Step

Action

Click the Login button.
Login :
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WultiChanni
Favgrites . Main Menu > Careers

& New Window

Careers Home  Job'Search My Saved Jobs My Saved Searches My Career Tools  Logout
Careers Home
Welcome TestApp01

Basic Job Search My Career Tools

Keywords: |
Posted:  LastMonth -

46 Accepted/Unaccepted Applications
0 Additional Atachments

1Saved Resumes

1.Job Offer

My Profile

|-~ Search. | dvanced Search Search Tips

Notification Information

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

Select From Subject Received
Intenview Schedule:PH Microbiologist lll -
Interview 1

State of Vermont 02/05/2013 1:55PM

Recruiting Team Job Offer 02/06/2013 10:01AM

SelectAll Deselectall | Delete

Job Posting Informati

[ First (4] Previous |Mex [] Last ]

Latest Job Postings

Select  Date Job Title Job 1D Location
02/06/2013  |Information Technologv Special 612869 Wontpelier
02/04/2013 | Assistant To Sgt At Arms 612867 Montpelier
02/01/2013  fest 612856 Montpelier
s} 047314201 PH Microhialogist I F1DRAR Fudinaion hd

Help [ nttp

I

Action

2. Click the Job Offer link.

£areersiiome  Job Search My Saved Jobs

My Saved Searches My Career Tools Logout

Job Offer

Posting Title: PH Microbiologist lll
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 ofthe carefully before to this offer. Any marked as Action Required B must be
completed and returned. You may scan the completed forms and upload them below, o complete the forms and bring them with you on your
first day of work

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

b Offer Documen Related Links || Notes |
Document Description Aftached File View
Offer Letter 20130206 B

09.59 51.00000010130ffer_TestApp01_020613.docx

Acknowledgments

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

EDnewwindow e & nitp
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Step Action

3. Press the [Ctrl] key and click the View button.

Home | nsert

&

34 Find ~

Arial -1z

| AaBbCcDe | AaBbCcDe - AaBbCi AaBbCc
T Normal

i
23 4 Replace.
Paste - 3 - - - = - - Change
5 [B 7 U -abe % x M- A g ] ThoSpac... Headingl | Headmg2 |- Chende |l
Clipboard = Font = Paragraph = Styles 5| Editing
6 February 2013

TestApp01 TestAppQl
123 Main Street
Colchester, Vermont 05446

Dear Test App01.

I am pleased to offer you the PH Microbiclogist 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. vou 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, vour start will be 2013-02-21. Please report to

Page:1of1 | Words: 169 | 5 | ‘EHEE\E

AERIETIE

Step Action

4, Review the offer letter.

Click the Close button.
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites . Main Menu > Careers

Please review each ofthe carefully before to this offer. Any marked as Adtion Required B 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.

L B RelatedLinks | Notes

Document Description Attached File View
2013-02-06- =

Offer Letter 09.59.51.00000010130fer_TestApp01_020613.docx B

Acknowledgments

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

Comments.

| Accept | | Rejedt | | Save |

Completed Documents

Description Filename Attachment Date Time
1
SelectAll  DeselectAll | Upload Document | SendDocument | | Delete Document

I

Step Action

5. Click the acknowledgement checkbox option.

6. Click the Accept button.

7. Click the O_K button.

8. Click the OK button.

oK

9. Click the Careers Home link.

> Careers

10.
End of Procedure.
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Recruitment_Reject Applicant & Send Correspondence

Procedure

Favorites : Main Menu

Top Menu Features Description =X

Our menu has changed!

The menu is now lacated across the top of the page
Click on Main Menu 1o 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 supporis type ahead
which makes finding
pages much faster.

ORACLE
USER PRODUCTIVITY KIT

'WMcAfee |~ | 1

Home | AddioFavortes | Signout

(@) Help

Step

Action

Click the Main Menu button.

Click the Recruiting menu.
| 3 Recruiting Ir|

Click the Browse Job Openings menu.
| |_'1 Browse Job Openings |
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Favorites

Main Menu > Recuting > Browse Job Openings
Browse Job Openings

ViewDrafts  Find Job Openings
Job Openings:

Display: JobAssignedtome Active within View All

Job Openings Status: Open

View Al Frst Kl 12072 0

— Availabl

Job Opening

- _ Target .
1D Nbr- Type Location Openings  Openings HotJob 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. - [=Gox|
| Create NewJob | Find Job Openinas Find Job Postings View Drafts

®

Help

Step Action

4, Select the Job Opening.

For this example:
Click the PH Microbiologist 111 link.
PH Wicrobiologist Il

Favorites - Main Menu > Recruiting

Browse Job Openings

Find Job Opening

(@heip

Job Opening

& Print Job Opening

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

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Esae Pcione Create New

Previous Job Opening |Next Job Opening |Job Opening List

Screen

Interview Schedule
Manage Applicants

Display: All -
Applicants Customize | Find First Kl 12012 I (st
§ e o Last
Select  AppicantMame D Type Disposition  Resume | Appliestion 0el  “TakeAction
TestApp02 =i 02/06/2013
TestApp02 62864 Ext 100-Hold r‘g 10:08AM Select Action -
TestApp01 =1 02/06/2013
TestApp0d 62862 Ed Accepted E‘a 10:08AM Select Action. -
SelectAll  DeselectAll  *Group Action:  Select Group Action M @\
Manage i | Eind | Activity & [ ling Details
View i Screen Interview Schedule

Esae Pcione

reate New  Previous Job Opening [NextJob Opening |Job Opening List

<
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Step Action

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

6. Click the Reject Applicant list item.

Reject Applicant

TMcAfee |- |

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out
Favorites  Main Menu > Recruiting > Browse Job Openings

ENewWindow (P Help [& Customize Page [ hitp
Manage Appli
Reject Applicant

Applicants Being Rejected

‘Applicant Hame

62864 TestApp02 TestApp02

Select Status

Status Code: 110-Not Hired
Status Reason: (-]
Another Applicant Was Hired
Submit || sul Ineligible - Legal Questions Gancel

Ineligible - Min Quals
Offer Rejected
Requisition Cancelled

Step Action

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

8. Click the Submit & Send Correspondence button.
| Submit & Send Correspondence |
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TMcAfee |- |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites  Main Menu > Recruiting > Browse Job Openings

I New Window (2)Help [ Customize Pag

Saved ‘7

Send Correspondence

Preview Send | Cancel

Message Type and Method
“Contact Method: Email -

Letter: -

Recipient Information

To: Testapp02 Testapp02 =
ce: Ellie Mack@state .us i

Find
Bee: EI

m
=4

in:

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.

Additionally, when the job opening is cancelled, there is a template letter called
Rejection-Cancelled JobOpening.

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

|| Rejection - Post Route RRA

11. Enter the desired information into the Subject field. Enter "SOV Application
Status".
12. Click the Pr(_aview button.

Preview
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Kist | MultiChann:

Favorites  Main Menu > Recruiting > Browse Job Openings
ENew Window (P Help [& Customize Page Elhttp 4|
Send Correspondence

|- Preview | send || Cancel- |

Message Type and Method

“Contact Method: Email -
Letter: Rejection-Post Route RR1 -
Recipient Information E
To: Testapp02 Testapp02 =
ce: Ellie Mack@state .us i
Eind
Bee: iz
Find

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. £ H intaract in ik itinc mith fho Stafn of h

Step Action

13. Move down the page.
Click the Scrollbar.

ORACLE’ alinins

MultiChannel Console |
Favorites - Main Menu > Recruiting > Browse Job Openings

6 February 2013

TestApp02 TestApp02
123 Main Street
Colchester, Vermont 05446

Dear TestAppl2,

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.

I 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
your interest. We wish you success in your job search.

Sincerely,
Jim Smith L
Health
No attachments have been added to Correspondence

dd Attachment

|mmBreview, Send | Cancel |
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Step Action

14. Click the S_end button.

W McAfee
Home | Workist | MutiChannelConsole | Sign out
FEVOJNEE MalnvMenu 2 Recrgmng > Browse Job Openings
@hep BEnp [«
Find Job Opening
Job Opening

& Print Job Opening

Posting Title: PH Hicrobiologist Il Job Opening ID: 612866
Job Opening Status: 010-Open Job Type: Standard
Job Title: PH Wicrobiologist 11l Job Code: 416700
Position Humber: 740007 PH Micrabiologist lll

Business Unit: 03420 Health

Job Family: 000003 Classified/Competitive

Esae Dcione [BEfcrestenew  Previous Job Opening |NextJob Opening |Job Opening List

TP L Bl Find Applicants |( Activity & Attachments || Job Gpening Details

View Screen Appli Interview Schedule |
Manage Applicants 1
Display: Al -
Applicants Customize | Find | L First Kl 12012 I (st
Select  Applicant Name 1D Type Disposition Resume  Application h‘:;‘a‘ eq  ‘TakeAction
TestApp02 = 020082013
Tl 62864 Bt 110-NoHire B o330 | Select Adtian -
- TestApo01 : - 02/06/2013 =
Testino0t 62862 EM  Accented B lo0san | Selectacton
SelectAll  DeselectAll  “GroupAction:  Select Group Action + 6o
Manage | Activity & I ing Details
View Appli Interview Schedule L
& sae

reate 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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