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Agenda

* Foundation Data Explained (SmartOrg)
= Taleo Overview and Navigation

= Requisition Management

= ACE Prescreening

= Posting and Sourcing

= Candidate Experience

= Candidate Files
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Agenda - Continued

= Candidate Management

» Candidate Search

= Candidate Selection Workflow
= Pre-Hire Process

" Embedded Reports

= Offer Management

= Hire a Candidate

" Transitions (Onboarding)
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TALEO OVERVIEW AND
NAVIGATION
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| esson Goals

= Examine the Concept of SmartOrg Data Structure (OLF)
= Navigate through the Recruiting Center

= My Setup

= Review Important Browser Settings
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SmartOrg

Your Organization Defined

Organizational
Structure

Locations

RN J Job Functions

‘contextualization ”
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SmartOrg at Work - OLF

Organization Location Job Function

_( /United States N , .

\ CFO } « Pennsylvania _\ AdjunCt

. Ambler .
— Exec VP Health] | °.P ?;'i'gdé'ep,ﬂ';"‘r / Student |
» Main Campus —

; « HSC Campus Worker

| coo ] : ’
— Staff

— Provost ] \
— President -
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SmartOrg at Work

Req,
Candidate &
Offer Fields

User Groups ﬂ
‘ & ‘ Workflows —>\

Questlons’?

Correspondence
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Welcome Page

Access Recruiting

Center from here...
Rhonda Recruiter | Home | Rescurces = | Talent Grid = | Sign Out

g4 TEMPLE

—8 UNIVERSITY

A Recruiing Oracle Business Intelligence  Configuration

- m Welcome to your Talent Management suite!

rumng
md& Business Intelligence This is your Welcome Center. To navigate to an application, click the corresponding tab in the menu bar above or the corresponding
Configuration link in the Centers section on the left. You can also jump directly to related processes by clicking the Quick Access links on the left.
Quick Access Additional resources are available in the top right corner of the screen.
Onboarding (Transitions)
Requisitions As you navigate through the Talent Management suite, remember that you can always click "Home" at the top of the screen in order
Candidates to return to the Welcome Center.

) TALEOD
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To return to the Welcome

Center or Table of
Contents, click either the

Center Stage

Rhonda Recrulter | Knowledge Exchange | Home | Resources ¥ | Sign Out

T,

JMNIVERSIT Y

Home graphic/link.

A T Recniting Tasks  Requisitions  Candidates Offers Reports |libef The Search area allows you

to perform various types of

Welcome Rhonda Recruiter

Welcome to the Recruiting Center. and rEQUISItIOI’]S.

The Navigation Bar can
access the primary areas
of the Recruiting Center.

B E] Tasks
Create Reguisition...

The Refresh button is used

Show information for requisitions:

to update the information in
Channels

| owni

= ' Requisitions

e Total Recruiting
Job Requisitions Tasks assigned to me
Diraft 1 2 All staffing tasks
Pending 0 1 Regquisitions
Open ] 19 To be completed
Canceled (Since Nov 1, 2015) 0 2 Approve Requisition
[l | Filied (Since Nov 1, 2015) 0 14 Y Ready for sourcing
Candidates
= Confirm Employee Presence

Duplicate Check

@ Candidates

te Candidate...

The Attention Flag (T e BC
In Selection Process o WI” Indlcate a ? 49 Approve Offer
ACE count of new or . 1® Onboarding (Transitions)
- New modified records. s 0 Due Today
= Manually Matched 15 18 Overdue

My Cpened Tasks

L ﬁ

Channels give you quick views and links to

perform a wide range of recruiting activities

- [ Search Candidate

—

searches for both candidates

Advanced Search
Search Queries

& s 7
Communications

* Customer Support

MNeed help? Contact
talechelp@iemple.edu

4] ¥ Documentation Center
Links to the latest Taleo Recruiting
Release Notes and the Taleo
fa Total Knowledge Exchange web site.
17 18 Documentation
17 32 * Resource Center
Informaticnal links within the hiring
a 2 cycle, articles, research content, and
more.
1 1 Resource Center
1 3
1 4
14 21
0 1

The Communications
panel contains

information and links to
training and
documents.

@) TALEC
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Hiring Manager View

W TEMPLE

—8 UNIVERSITY

Welcome Mike Manager

Welcome to the Recruiting Center.

ﬁ T Recruiting Tasks Requisitions Candidates

Offers Libraries =

Mike Manager | Home | Resources = | Sign Out

- Search Candidate

L4

! & | ?

Communications

Show information for requisitions:

| own or collaborate on *

Create a Requisition

scratch.

View Requisitions
View detailed information about your requisitions.

View Candidates
View detailed information about your candidates.

Note that a more simple
Center Stage is

configured for Hiring
Managers

Create a reguisition for your job opening using a template or from

L:r] Tasks

Recruiting

Tasks assigned to me
All staffing tasks
Requisitions

To be completed
Approve Requisition
Ready for sourcing
Candidates

Confirm Employee Presence
Duplicate Check
Offers

Approve Offer

* Customer Support
Need help? Contact
c talechelp@temple. edu
¥ Documentation Center
Links to the latest Taleo Recruiting
Release Notes and the Taleo
’,\. Total Knowledge Exchange web site.
Documentation
* Resource Center
Informational links within the hiring

cycle, articles, research content, and
maore.

Resource Center

(%) TALEDPOWERED 11
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Lists and Quick Filters

Candidates

Recruiting Tasks Requisitions Offers Reports Libraries -

Click any column header to sort the list.

b n Requisitions You will see a sort number and up or down
— 2= . - arrow indicating the selected sort column. -
Quick Filters | Ld Create Reguisition... | - =
' £ =3 4 g 3 &
Show requisitions: |—|‘ - | fin | L D l 1 l Status | Status Detail |. ‘ * ||& ‘ Recruiter | Hiring Manager
| oW - 0 Staff Job Function Test HUMOOD001 Open Approved (Ready) . Tellez Alex Manager Mike
D Include inactive requisitions 0 Academic Advisor | - at 16000294 Open Approved (Ready) Recruiter Rhonda  Manager Mike
2 Adjunct Faculty - at 16000027 Open Expired (2/11/18, Recruiter Rhonda Manager Mike
T Status 11:58 PM)
D Draft M~ 2 Ewvening Supv BR 16000024 Open Posted (Ongoing) S Reeder Bonny Manager Bonny
D Pnﬁ@ng 3 Academic Advisor 16000022 Open Posted (Ongaoing) - Recruiter Lisa Manager Lisa
| Open Open Posted (Ongoing) +* Recruiter Marion ~ Manager Marion
] onHoid The Quick Filters are always in the [ Posted (Ongoing) Recruiter Rhonda  Manager Mike
By Location same place, _but change glep_endlng on e - I oot onds| Menager Mike
= what list you are viewing.
= Cpen Posted (Ongoing) * Recruiter Laurie Manager Laurie
Job Field . )
= M~ 3  Nurse Practitioner- KW 15000044 Open Expired (2/29/18, * Recruiter Karen Manager Karen
= 11:58 PM)
Organization M0 Adjunct Faculty -idb2 15000042 Draft Recruiter Laurie  Manager Laurie
= ~ 4 manager 15000041 Open Expired (4/1/16, 11:58 * Recruiter Kimberly Manager Kimberly
Posting Title M)
[ 3 Open Posted (Ongoing) - Recruiter Greg Manager Greg
J Advanced Filters Option which will Open Expired (12/2/15, * Manager Sunaniax Recruiter Sunaina i+ |

Advanced Filters

allow you to apply additional fl|ter|ng |

[*]

criteria to your list.

1 to 22 out of 22 requisitions

12
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Show information for Filter

Welcome Rhonda Recruiter

Welcome to the Recruiting Center.

Show information for requisitions:

| o . . . .
This filter is on various screens.

| collaborate on

| own or collaborate on

In my coverage area, | own or collaborate on

' Main Group Coverage Area = All in your
. — Organization(s) , Job
All requisitions Function(s), and Location(s)
_— 1
FPending

ALL = See all you have
permission to view.

13
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Rhonda Recruiter | Home | Mesources « Sign Out
I } | || My Setue |bafead Search
F-3 | Search Candidate About !‘q Cueries
ﬂ‘ ¥ Recruiting Tasks Requisitions Candidates Offers Libraries ~

. Within the Resources menu, you can
My Setup access My Setup which provides a

General * IF'rsfsrsn[:as Iquu&ntCoIlahnramrsI Frequent Approvers number Of preference Optlons' ﬁ

=1

Frequent
Personal l\ormation Approvers allow
you to set up an
Frequent approval path
Collaborators used on a
allow you to set up frequently used
other users with basis
The Generaltab ™A The Preferences whom you
allows you to ac tab allows you to collaborate
review account update settings frequently

on your account.

information, as
well as Delegate  |g
tasks to another
user.

weuEn Fnone Number Pager Mumber

Home Phone Mumber

14



N
Newbury
Consulring Group

Delegate

#& * Recruiting Tasks Requisitions  Candidates  Offers Libraries =

«(‘Q‘! Note: You may only delegate to a user
- My Setup with your same account permissions
¥
Recruiter, Rhonda J General ¥ | F're'frﬁ'mes ‘ Frequent Colaborators ‘ Frequent Approvers |
Title 0]
Delegate Account
‘Work Phone Number | &
Emai Address Altermate User
i State/Province =
alex. tellez(@teleroseconsulting. com Les, Joshua |E||
Country From To
Apri4, 2014 | Apr20, 2014 |4
Activated 4. Acdount
| Engish v v
Correspondence Language .
i | S | Users can delegate their tasks for a
mm Language e specific time duration.
Tme Zone recruter
NiA P rd Information Delegates will see aI_I apt|V|ty of the
i S— delegator during this time period
Mies
15 .
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@@ Don’t use the Back and Forward buttons in your browser

4] %] Don’ t use the browser’ s Refresh or Stop button

Wy Set When pointing to most options your selection will be colored
Training or darkened in some way prior to clicking on it.

q% Access tooltips by pointing to a button, icon, tab etc. for
(oo supemens i ||| MOFE information.

Always log out of the system before closing the browser
window

Sign out

16
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Browser Settings

= Zoom Level: Make sure your zoom level is at 100%

= Full Screen: You may, at times, want to view Taleo In
Full Screen Mode by using F11 on most web browsers

» Cache Settings: Taleo will load faster AFTER your 15t
session if you change your cache settings to 250 to 500
MB:

— Internet Explorer:
Internet Options>General>Browsing History>Settings>Disk Space

— Firefox:
Options>Advanced>Network>Override automatic cache management

— Chrome:
N/A

17
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Pop-up Blocker

File Edit View Favorite;lm]Help

Ensure to either disable

pop-up blockers or allow

(Temple.taleo.net in
Production)

Firefox

Delete brewsing history...

Internet Explorer

InPrivate Browsing

Tracking Protection...
ActiveX Filtering

Fix connection problems...
Reopen last browsing session

Add site to Start menu

View downloads

Ctrl+Shift+Del
Ctrl+Shift+P

Pop-up Blocker

SmartScreen Filter

Turn off Pop-up Blocker

Pop-up Blocker settings

Manage add-ons

Compatibility View

Compatibility View settings

P v B

3 & =

Cut Copy Paste
- 100% +
r Al
Options ﬂ
° 2 Q &
O & w8 Q & T
General Tabs Content  Applications  Privacy  Security Sync Advanced .
ndow  Mew Private Save Page
Block pop-up windows Window
Fonts & Colors ‘a’
Default font: [Tims Mew Roman v] Size: [16 v] [Advanced...] -
it History Full Screen
Languages
Choose your preferred language for displaying pages ) O i
Find Options Add-ons

[ #

Open options

18
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Getting Started

= System Access:

— Sign into TUportal

— Under TUapplications
— Taleo Talent Management System

19
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REQUISITION MANAGEMENT

20
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Lesson Goals

Manage Requisitions

» Create Requisitions

= Requisitions Approval

= View Requisition Components

= View and Filter Requisition Lists

21
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Create Requisition

Welcome Rhonda Recruiter i

Welcome to the Recruiting Center.

HR/Recruiters

Show information for requisitions:

| cwn hd

s = =
™= Requisitions - | v I
| Create Requigition... \

F 1 u'ta| Recruitin

Job Requisitions Tasks a

Draft 1 2 T

" . . Welcome Mike Manager
Canceled (Since Nov 1, 2015) 0 2 Welcome to the Recruiting Center.

Filled (Since Mov 1, 2015) 0 14

Show information for requisitions:

= | own or collaborate on -

ﬁa?andidates

Create a Requisition

ing using a template or from
scratch.

Hiring Managers

View Requisitions
_' m d“’ di ety |
22



Requisition File — View Mode

Summary, including the current status, the number, and

Consulring Group

the link to candidates attached to the requisition,
departments, and location, etc.

Administrative Assistant (37317)
[ . ?
Requisition
* ! (0 - Q" @D ,,z | More Actions ¥ | e T T T x
Administrative Assistant
77 _I Requisition ™ | Aleris | Attachments | Apprmrals| Posting and Sourcing | History ‘ Reports |
Status Open
Status Details Posted
Candidates for this 6
requisition: 0 _ang o - .
1001081 Your requisition file is comprised of
R — 1| Requisiion Titie numbered sections.
—— Administrative Assistant Each section contains sub-sections of
Justification fields.
Requisition Type Mew Position
Professional
Hired Candidates Owners
0 out of 1
Recruiter Hiring Manager
Primary Location Miller, Kasey Barrison, Rhonda S
Bryn Mawr Hospital
tor Recruiter Assistant
Recrui .
kl'uﬁllnr. Kasey Donowvan, Christine M. 23 E
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Requisition File - Edit Mode

LK | 44

Summary, including the current status, the number, and - ?
the link to candidates attached to the requisition, 6 out of 1000 requisitions
departments, and location, etc. = e

* !
Administrative Assistant
By

Status Open Bave Save and Close Cancel :
Status Details Posted Save -

Your requisition file is comprised of

_|_H.qu3|m::

"

numbered sections.

1. Requisition Structura Each section contains sub-sections of
fields.

Identification
Candidates for this 6
requisition:
Fosition Humber To view required fields in different
Activated Languages 10010881

statuses, you can use the required

* Requisition Title Title (by Mz fields menu at the top.
Administrative Assistant Administrative masioue

Justification

English (Base) *

Requisition Type
Professional

Hired Candidates
0 out of 1

Required fields are highlighted with a [
red asterisk. Unlimited

New Position
Primary Location
Bryn Mawr Hospital
Approval Justification resun oeiny replaced
Recruiter
Miller, Kasey b | Ay |

\. .

24
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Required Fields

* Show fields reguired o

Save v This filter will allow you to see which fields are
Save _ required for different statuses of the

Reguest Approval I ReCIUiSition Process
Post

Save: Required for you to save the requisition in Draft Status

Request Approval: Required to open or route the
Requisition for approval

Post: Required to post the requisition to career sections

25
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Diagnostic Tool

By clicking the Tools tab on the right pane, you can access the
Diagnostic Tool which is helpful when completing the requisition form.

The Diagnostic Tool lets you know if there are any remaining fields
required for Saving, Requesting Approval or Posting the requisition.

* Show fields required to:

The file can be saved

by completing the
Hiring Manager and
PeopleSoft Site Code,

... several
other fields

Hiring Manager

A " but ... PeopleSoft Site Code must be
PeopleSoft Company Code completed
T: Start Date i
* Tite (by Manager) arget before it can
| | Target Cut Off Date be routed for
T Post approval or
Program Mame
Program Mame OSted.
| | P
Agent Requisition Type
Addition or Replacement
Agent Requisition Type Hiring M )
Mot Specihed - anage:
PeocpleSoft Site Code

. Target Start Date '

LInresohsed Beason =
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Requisition Table of Contents
i

Click here to see the Requisition Table of Content

Director of Career Services (16555550

=g e A

1
_| Hﬂquisit@ Aler Innachmants

1. Requisition Structure
Identification Click here to hide the Table of Contents
Structure
Owners

|EI‘DUHIS | Posting and Sourcing | Hi
x

2. Process

Candidate Selection Workflow
Additional Infermation
You can click on any link to direct to that

3. Job Information section of the Requisition

Profile
Compensation
FLSA

4, Job Description

Internal Description J
External Description

5. Questionnaire

wiﬁc:mbn

B e W 27
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Large Selection Fields

Large Selection Fields can be
Primary Location identified when you see the
Selector Button to the right of the
field

tion

You may type 3 or more characters
to leverage Taleo’s Suggestive
Text features — OR —

> California > Seal Beach

United States = Maryland > Seabrook

United States = Cregon = Seaside i
/ Location Selector

United States = Washington = SeaTac .
Country State/Provi
¥ | Location ~||& |4 | | nes | Chty ‘
UI'III'.Ed EtatEE- ™ washl'ngtnn > EEEITHE Country United States Washington Quincy Select —
All United States Washington Redmond Select
Quick Filters United States Washington Renton Select
-
— Country ~ | | United States Washington SeaTac Select
= 23
| | = United States Washington Sealtle Select
StateProvince . i
United States Washington Spokane Select
|washingtnr1 | o
City United States Washington Stevenson Select
| | = United States Washington Sumas Select
You may click the Selector Button Keyword United States Washington Tacoma Select
0 "
to use Taleo’s filtering features | | o United States Washington Tukwila Select
Address Lk Caie [T A Sy [ P Dk r
| | o F 30 locations available




Newbury

Oowners and Collaborators

@) typically h
(E are \ owners typically have
primary responsibility to
* Bus.Partner/Dept. Recruiter VIeW and manag_e
~ requisition and candidates
Recruiter, Rhonda =
Hiring Manager
Manager, Mike =
Talent Acquisition Specialist
Tellez, Alex = /
User can add/remove Collaborators or add Frequent
Modify Add Frequent Collaborators I Collaborators created in My Setup
—_—
First Name Last Name Email Title
Calvin Hare calvin_hare@newburyconsulting.com

Permissions determine what users can

Collaborators are other

system users that may play
arole in viewing and/or see and do when they are an Owner
vS. a Collaborator

managing requisition and
candidates.
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Job Description

Paste: Works well from a source of plain text
Paste as Text: Equivalent of pasting from MS Notepad

Paste from Word: Useful if trying to paste from MS Word and would like
to keep some minor formatting, such as bold or bullets

* Description - External

Source | - = v Font Type, Size, Color and

Background Color

i

LU
HR
[11
EEE
[11
Tl
M«
Tl
m
Bl
L1
I
[
I
l

Reveals HTML/CSS code.

Administrator may make
HTML/CSS edits

Add, Modify or Remove
Hyperlinks

Click the Enlarged View button for
more toolbars and larger text space

30
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Add Evaluations to Requisition

Vacation Counselor (SALO0001E)

ﬁ {i" fp Ff More Actions «

Regquisition Aleris Aftachments | Approvals | Posting and Sourcing Histm{ Interviews ]

» 1. Interviews and Evaluation Requests

it Intamia | PEQUISitoN Aleris Aftachmenis | Approvals osting and Sourcing History Interviews

» 4. Resources

Questionnaires Attached to Requisition

Freview m Femove

Questionnaire Aftached By

Mothing found fo display. 31
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Add Evaluations to Requisition

Available Questionnaires

| Interview Evaluation Form .
' ' evaluations

Questionnaire = that may o))
| used for

Category applicants on
this
, requisition
Filter

[ oore B

All evaluations listed here

Questionnaires Attached to Requisition ¢an be used for applicanis
of this requisition

[Prﬂuiaw Add R&ml:w&J

One result found.

Questionnaire Attached By Date Attached b

"T‘- Interview Evaluation Form Rhonda Recruiter 5516 11:58 PM

We will review how to use Evaluations in a later lesson 32
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Reqguest Requisition Approval - Manager

Account Coordinator CR2 (RES00000E)

‘ Requisition ™, !
Approval is pre-defined based

Save Save and Close ] Cancel !
on your approval matrix.

Message Details —
Assigns task to  Yaca Order Approver Check boxes to...
post the Alex Tellez 1 - Mlke Manager * Add approvers as .
requisition once (LR T Collaborators for this Req
approved. Accountant (1400021) _
Defguplts RGTSIIN <. . o email with my decision + Add approvers to your list
Recruiter of Frequent Collaborators
é After Approval [v] Add the approvers to the list of collaborators defined for this reguisition
& Assign the next task to |ﬂ Add the approvers to the list of my frequent collaborators
Recruiter, Robby = * Comments
U Needed for upcoming Acme project.

Add Approvers Click here to add Done Cancel
approvers 4
33
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Reqguest Requisition Approval — HR/Recruiter

More Aclions * |

Save as Open
Delete 5
Reguest Contribution
Put on Hold

Prevent Posting

n

_ isiti Approval is pre-defined based
l Reguest Approval on your approval matrix.
L L

Message Details

Assigns task to
post the
requisition once

approved.
Defaults to the
Recruiter

From

Alex Tellez

For Requisition
Accountant (1400021)

Send me an email with my decision

Order Approver Check boxes to...
1 w!|  Mike Manager * Add approvers as
2| GinaConsalvo Collaborators for this Req

» Add approvers to your list
of Frequent Collaborators

/e

L

After Approval
* Assign the next task to

Recruiter, Robby

e

|ﬂ Add the approvers to the list of collaborators defined for this requisition

|ﬂ Add the approvers to the list of my frequent collaborators

* Comments

Needed for upcoming Acme project.

Add Approvers Click here to add Gancel
approvers )

34
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eShare Approval Response Center
eShare Response Center

%

u Ap p rove rS From: .& E-Share [do_not_reply@invalidemail . com]
To: Gretchen Burkholder
Ce

Subject: Accountant (Req. Mumber 00000024) - Request for approval

Attachments: @Appmvalﬁ.equest.hhnl {15KB)

Requisition Approval Request

F.equisition 00000024 — Accountant
Reguestad by Usear Recruiter
Comments Please approve the replacement for the accountant in the

Dakland office.

Click Respond... to view more requisition details and respond to the approval request as
soon as possible.

Respond...
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Navigation Tools

Accountant (1100009)

(3 out of 170 requisitions
|EDI‘=IE‘EQ:’§Pl,ﬁx hhreﬁcﬂnns'| e L

o

J Reguisition ™ | Aleris | Attachmenis | Posting and Sourcing | Autopooling Criteria | History | R&purtsll/

| Edit |

3 out of 170 requisitions

|:’H - l‘H|

Go to the last
list item in the list

Return to the

Go to the next

SOl Go to the item in the list

item in the list previous item

in the list

Note: Do NOT use your web browsers navigation tools with Taleo.
Always use the built-in navigation features
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Requisition Quick Search

The asterisk ( *)
Is a Wildcard

Keyword will search against all text related
data on the requisition, including Job

Descriptions. Search by Requisition Number
is the Best Practice

character in Taleo
search features

Rhonda Recruiter | E . Resources * | Talent Grid * | Sign Out

Advanced Search

b ow [
Foreman X
. | Search Queres

EEfrﬁ for

# Reguizitions

SPBING Gandicate 1 out of 6 requisitions

37
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Requisition List Formats

Requisitions

[3 Create Roquisi | = Click here to customize the list format
| uismon... |

Selected Criteria

Reguisition Type included in [ Professional , Hourly , Campus , Contingent , Executives | B
| M~ | - |- | Title I 4| Status Status Detail Hiring Manager Recruiter 3
1 T0 | ConsUiant- Concegg A (¥ MAS-AMERICAS-  Open Posted (Ongoing) Adams Gretchen Hire Anita

04 A 4
pma List Formats *
Standard Requisition List Format 05 _Select a rsquisition ist format

N

*) My List Format .~ E3
Personal Format 2 * B
Personal Format 3 o B

Create a Custom List Format ...

30 Technical Sales - Honolulu, HI I

M'mvﬂ

(_J) Default requisition list format
|_) Diversity

... or select a Pre-Defined List Format

38
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Configure Custom List Formats

List Formats 1. Click the Pencil to create a Custom *
List Format

Select a requisition list forms’

(=) My List Fum@

Personal Form—~

Fersonal Form|  List Format Configuration
5. Name Your Custom Format
Format Mame: 4. Set

#
i lf__,:l Default requisi

—~ . ; Optional 2nd
Dive My List Format
4 ~ e and 3 Sort
Reorder Columns

Order Column Name

1 Urgent Need Job "
5 Select 2 ltem requiring attention
Desired 3 Candidate Count
Columns

4 Titla 4. Set Required -

Primary Sort.
3 3. Determine Pl  Click Once for i
et Ascending, Click ~ )\ JE
Again for
Mumber of columns se :
. Descending Save Cancel

Note: Use this same procedure for custom Candidate Lists 2
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Requisition Statuses

Status -
Status ! Description
Details
Draft (none) Requisition creation is in progress, but not yet
complete.
Pendin To Be Requisition is in approval cycle with one or more
9 Approved | approvals that still need to be obtained.
Approved ReqL!|5|t|on is active and all approvals have been
obtained.
Open ——— .
Posted Requisition is posted on one or more career sections

and job boards.

Requisition is unposted and on hold. Reactivating
returns the status to Open.

All open positions on requisition have been hired and
requisition is no longer active.

On Hold (none)

Filled (none)

Canceled (none) Requisition is no longer valid or active.

Requisition that was once in the draft status is now
Deleted (none) deleted. Note that Open and Pending requisitions
cannot be deleted.

40
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PRESCREENING

41
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| esson Goals

— Overview of ACE Prescreening

« The Taleo System Administrator will manage the ACE
Question Library.

« Hiring Managers and Recruiters will be able to select
guestions from the library to add to their requisitions.

 If you need a question added to library please email the
guestion to taleohelp@temple.edu

— Work with Questions
* Add Questions
« Set Requirements and Assets

— Work with Competencies

42
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The Problem

1. Not enough qualified candidates

2. TOO many resumes

3. Not enough time...

43
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Questions Section

——

Save Save and Close Cancel

Users can set
Requirements and

Job Related Guestions
Assets
Remove i‘!‘ Reorder |
|:| Cluestion Answer @ N e

|:| 1 w» |Flease indicate the highest level of High School/ GED Mot Applic.. ¥
o . ] Some College Mot Applic.. ¥

» Giobal « Code: Highesievelbducation
« Type: Singie Answer Associates Degree Required -
Bachelors Degree Required -
Masters Degres Required -
Cioctorate Required -
Mone of the abowve Mot Applic.. ¥

Total for Competencies and Weight
Questions: 10

44
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Types of Questions

" None
" More than 1 year and less than 3 years

Single answer

" More than 3 years and less than & years

' Mare than 5 years

" None
Multiple answer ¥ Microsoft Word
I~ Powerpoint
v Excel
Text Answer |Fluent in Spanish

45



1~/

Newbury

Consulring Group

Adding questions to requisitions

1. Action button to add
guestions from the questions

library

Job Related Questions

Thiz reguisitie~ _Zoz U of the O guestions from the corresponding prescreening mocdel.

\ = A K Remaove 4% Reorder | 3 iy = |

|:| Cestion Anzwer Requireditsset reight
|_| 1 w Pleaze indicate the highest level of education ywou have completed. High Schoaol Diploma or GED Peguired ¥ 0 w [[0%]
Available Questions Hide Detailz
Code Guestion Wisible by
Y oLocation T & |
ExplogDril... How many wears of experience do you have delivering Logaing while Drilling Al Candidates Select
services at the well site’?
Region 4/ _
Tipa. Simgle Answer
Quick Filters Hone
Wizible by Less far ¥ pear
al = More fhar 1 yaars Huf fess fan 3 years
More i T paars Hud fess fan & years
daiatlab More i@ 5 years buf fess fam 10 pears
arill o More ifwir 10 years
Frrerittedrrerer ExplirDriler  Pleaze indicate the number of years experience you have as a Directi Select
3 Crriller. 0 0
. i 3. Selecting to add questions to
Cade Tipe. Single Ansver e
. the requisition
L2
Ky 0 g
2. Quick Filters to search |idag
o . . T 5 pears
questions library
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Requirements, Assets

Cuestion Apzwer Feguireditsset

1 w Pleaze indicate the highest level of education you hawve completed. High School Diploma or GED Mot Spplicable ¥
Azsociate’s or 2 year Mot Applicable ¥
degreelicertificate
Bachelar's degres Reduired iy
Master's or advanced degree Fejuir e b
PhD £ D Renuired ¥
Mone of the abowe Mot Applicable ¥

a w» Fleaze indicate if you have an intermediate level of proficiency (regquiring minimal Blueprints
supervizion) in interpreting the following. Please select all that apply:

Recuired

Wiring Diagranms Fequired -

Lzzembly Prints Aot

Parts Lists

More of the Abowve

Required: Think “Meets Requirements”. Does the answer to
the question meet the requirements for this role?

Assets: Includes “Strongly Preferred” and “Nice-to-Have”
gualifications.

a7
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Using Requirements and Assets

Single answer questions: Use all Requirements OR all Assets, not both

High Scheool Diploma or GED fN{:t Applicable n

Associate’s or 2 year Mot Applicable ¥
degreefcertificate

Bachelor's degree Required -
Masters or advanced degree Required v
PhD /7 JD Required v
Mone of the above Q‘f’t Applicable y

In this example, a Bachelor’ s degree is the minimum requirement.

Therefore, both a Master’ s degree and a PhD/JD also meet the minimum
requirement.

The above example will give candidates credit for MEETING A
REQUIREMENT if they answer ‘yes’ to a Bachelor’s, Master’s or PhD.
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Using Requirements and Assets

Multiple Answers questions: May use both Requirements and Assets

Blueprints ﬂ:uﬁl uired R
Wiring Dtagrams Required i
Assembly Prnts Asast v
Parts Lists Aseet v
None of the Above \N-:-t Applicable y

In this example, Blueprints and Wiring Diagrams are required. Assembly
Prints and Parts Lists are preferred.

The above example will give candidates credit for MEETING TWO
REQUIREMENTS if they answer ‘yes’ to Blueprints and Wiring
Diagrams.

If an answer to either of these is ‘no’, the candidate will not meet the
requirement, even if they answered ‘yes’ to any Assets 49
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Requisition list showing ACE alerts

Recruiters may use ACE alerts to easily identify ACE candidates.
Note: only set alerts when ACE guestions are on the requisition

|_|| .b | i |m | Title: 14 1D | Langu:| [:E.| 4 |!!! | Hiritg Manager Pecruiter Status Status Detail Location

1] ACCOUMTANT | ¥ 1203761 HEMDRICKS CHRISMAMN KYLE  Open Approved (Ready) NORTH
AMNTHOMY AMERICA =

LIMITED

STATES =
L] Q Colorado =
DENWER. =
LSE1-USs-Co
-DEMNWER
1030

i ACCOUNTANT | 1203760 HEMDRIZES CHRISMAN KYLE  Open Approwved (Ready) MORTH
AMTHOMY AMERICA =
LUMITED
STATES =
G Colorado =
DEMWER =
Use1-US-C0
-DEMNWER
1030

1 ACCOUNTANT | 1203749 =] TELLEZ ALEX 00 Recruiter Cpen Unposted (81112, MIDDLE

1:00 AW EAST =
UAE. =
LLAE. =
DBl =
AET1-BE-
wx-DUBAl
1030

The graphic above shows requisitions with active ACE alerts 50
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Setting ACE Alerts

0 =
The number shown here is
[|\-_f| Identify ACE candidates acoording to the following criteriﬂ:] dependent on the tOtal number Of
Assets the recruiter has set on
4 A candidate meeting all the required criteria has at least r 2 | I‘1\'1.'?.:&1;.':1-::-utcﬂ[d ; the requisition
The recruiter needs to determine the
number of Assets required by a candidate
to be an ACE.
Mext Cancel

1. The ACE alert must be checked for a requisition with ACE questions.
Candidates must meet ALL REQUIREMENTS to be considered an ACE
2. Next, you must select a minimum Asset threshold.
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Instructions for setting ACE alerts

0 =
Zelected Recipients
Marne Title
AVERY, SHELAGH DIRHR
Prewvious Cancel
Marme Ermail Address
Quick Filters
AUGUSTIM, K STACEY 9BESZDSEAIQ3E DT EQ4OES0A. . Select
Suggested Users [
Frequent Collaborators ] AUTRY, JERRY 9C54 09779007 DESEED40ES0L. . Select
Marme AWERETT, M STUART 990F1 FCEEF40322EEDN406504. . Select ®
o AWERY, W MARK 99DF202206E51 SESEQ4OE50A. .. Select
- ——
Email Address AVERY, SHELAGH 9OE4ESEGFTI262C4EN406804, . Select
L%
AWMARTAMNI, F MOHAMMED 9FE1754FEAACECATEQ4OGE0. .. SElecT
Ernployees ID
ANA W LALIRA 930F1 FCEBEFOAIZ2EEQ40650 ... Select

1+

4. Determine people to receive an email alert once an ACE candidate applies to
the requisition (you may select more than one)

IT IS NOT NECESSARY TO SET AN EMAIL ALERT. THIS SHOULD ONLY BE
SET FOR EXTREMELY HARD TO FILL POSITIONS 52
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ACE
Candidate List

|\|_f'| Ideritify ACE candidates according to the following criteria:

I"_(| A candidate meeting all the required critetia has st least | 3 0 assetzoutof 4

."9 J 'fp '& 'SE‘ & ':q '.f S 7 @ ¥ More Actions =
LW ® | candidate Submission Completed @ | | o |=0] selection status | * ‘ Recuirements 27| Azzets 3 ¥
L . L Addedt [ 303 47N
Simo, Herve (BE7442 v ¥ J ﬁh Fecuisiion ‘
k.
PIRVERPRII  \Meets ALL Requirements and SRR 313 414
have desired Assets to be PRI YES

A——eey considered an ACE candidate Ay 313 314
| = r—
Wiang, Belinda (B57576) v Y &~ g‘:‘ef‘ ;D 313 304
CUIERION
i Addded to \ 353 3rd ‘
LR Meets ALL Requirements but | Reeduisition <
does not meet Assets threshold P o - >
Garcia, Juan (556167) to be considered an ACE < :
candidate . 2 -
Loper 11, William (559639 " 7 'E.T‘ REUEF: :tu
CLIEON
Hendricks, James E [B57535) & ?;ZE?S;?DH S 214
Does NOT meet all
. . Ardded to 353 214
I, Lopez, Josue ! requirements. Recruiter may 4 @ Requistion
‘Reject’ candidates.
Addded to 203 4754

Basilio, Gomez o
Requisition @
Future Enhancement — system to _

' . . 203 474
Abdelgzdr, Ahn auto-reject these candidates R N O
) Added to k 203 474
Sahni, Ankush (B59701) v g &

Berizitinn
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POSTING & SOURCING

54
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| esson Goals

= Post to a Requisition to Taleo Career Sections

= Only HR Employment can post Staff Requisitions to Career
Sections

55
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Accessing Posting & Sourcing

Center Stage: Tasks Channel

u Tasks -

Y Total

Tasks assigned to me 1 5
Al staffing tasks 1 b
Requisitions
Ready for sourcing = 1 2
Self-assigned Tasks
Open

- Owerdue

Req. File: More Actions menu

q

Q+ ,,'_) More Actions ¥
Fa

on
2

Requisition ¥ Alerts Attachm

Posting and Sourcing... <=

Edit Request Contribution
Put on Hold
Prevent Posting
Cancel Requisition

v 1. Logistics

Request Sourcing Configuration

Req. List: Status Details column

Requisitions

§ Creats Requsiton... =

LA | d |88 THe | 1o 1, Recruter Status
- - > --".e:a Assistant - TSC Exampie -Zfi'I‘ : 00 ~',',vv_A;z:‘AC~ce'-
1 Senior Accountant - Exampk 030303 SA101 00-Instru Draft
Bansts - TSC Example 050505 SA101 00-instructo Open
1 Web Architect REC.SA201 1000001 System Administ Open
10 Accounting Assistant 100003Y Michael Decker Open
16 Corporate Trainer 100008V Christoper Bake Open

Req. File: Posting and Sourcing

g - o V—f More Actions

Requisition Aerts Aftachments | Posting and Sourcing History Reports

A

Services

Career Sections

Post jobs on external and internal career sections.
Modify. .. Preview Matching Candidates. .. Share

Career Section Visibility Status

Corporate External Posted

Status Dotat

Appeoved (Ready
Posted (Ongong
Posted (Ongoing

Posted (Ongoing
Posted (Ongoing

tab

56
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Posting & Sourcing

Account Development Coord (United States) (14000029)

5 out of 94 requisitions

§ =) g (I'. fp 1:*—‘? More Actions = - (] - L] ®

Reguisition | Attachments | Approvals | Posting and Sourcing | Autopooling Crteria | History

Services
Career Sections
i ernal and internal career sections. Rl
Modify...
Career Seclion S Display Type Stalus Start Date End Daie

Click here to Post to Taleo Career

Sections
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Posting a Requisition to Career Sections

List of Career Sections
available

Posting start and end
date

| End Date ] |F'nslir|-g5tams |E1
v @ |oman v/ [E Toveposwd ]
v ||E| | ongeing v |[E| Tobeposed [V

Click here to send to candidates
whose profile match this requisition

IMPORTANT: In order for candidates to
receive matching profile alerts, both of the
below actions must be performed:

1. The candidate must opt-in for alerts

2. The recruiter must opt to email the alert

AND have opted in for alerts

[ | ~Jstas "Urgent Meed" job

|:| Email this job posting to matching candidates (0)
Mote: Emails might be sent at a later time, over the next 24 hours, to increase system performance.

58
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ONLY FOR HR STAFF: Posting to Broadbean

Consulring Group

You may post to 3" Party Job Board via the Broadbean Job Distribution Service

| Reguisition | Aleris | Aftachmenis | Posting and Sourcing | History | Reports | Interviews |

Job Boards

Distribute job postings to job boards through an external job posting distribu Click here to post

Supplier Account B
Broadbe ¥  Kimbery Woods ¥ Post... . .
an ® - Complete instructions
on the Broadbean page

Refresh Status Unpost All
Back Sign Qut
Supplier Account =
This posting will cost at least $300.00
. All Sites Below
Click here to return to
Broadbean Test Board CareerBuilder {(North America Only) Linkedlin

Taleo

@ @ Linkedl). ©

] CAREERBUILDER

(Free)
Cost per post: $300.00

59
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CANDIDATE EXPERIENCE
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| esson Goals

= Review the Candidate Experience
= Apply to a Posted Requisition on a Career Section

61
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Taleo Enterprise: Career Sections

Career Sections

Candidates

CONTACT US|SITE MAP Go

T TEMPLE UNIVERSITY*

== Human Resources

HR Home Prospective Employees Benefits Training

Employees

Welcome. You are not signed in.

Keyword I oo Noroor I Y

Job Openings 1-250f 44

View All Jobs

¥ Location B save this Search Multi-line
City
[ Philadelphia (38)
] Ambiler (8)
Campus Requisition Title Job Number Location
[] Main Campus (28) n
[[] Health Sciences Gampus Director of Career Services 16000012 :;';_'1“ States
(HSC) (7) r.IadeIphla

Building SkillSurvey Test Do Not Use 16000282 gﬂil|t:§e|8t:it:s- 1 =
[] Mitten Hall (9) A sﬁm -

0 ) ) n es-Pe —
Show more.... T Academic Advisor 16000276 Philadelphia =
g7 o locations United States-Penns

Account Manager-HireRight Test Do Not Use 16000274 Philadelphia =
¥ Job Field - N
. Academic Advisor-HireRight Test Do Not Use 16000272 sl
[ Human Resources (4) Academic Advisor-SkillSurvey Test For Lisa's Use
i 16000087
[ Executive (3) Only
L] Nursing (2) Offer Test DR 4_7_16 16000248 L L
] Finance (2) Philadelphia
] Information . United States-Pe| —
Technology 2) Training Manager 16000247 Philadelphia =

Show more... Academic Affairs Coordinator-AA TEST Dawn Do United States-Pe

16000243
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CANDIDATE FILES
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| esson Goals

= Access Candidates

= View Candidate Actions

= Candidates on Multiple Submissions
= Review Indicators

64
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Candidate List via Requisition

Requisition List - Candidate column

Requisitions

| & Create Requisition... = ™

LA | | Tibe A D | Hiring Manager Status Status Detad Location

Help Desk Manager 02K Manager Hourhy Crpen Posted {Ongoing) US = Oregon

Requisition File - Left Pane

Help Desk Manager (10002VK)

Requisition
og5s = ogh (4 More Actions
Help Desk Manager
10002VK Requisition * Herts Attachments | Posting and Sourcing | History Reports
o o
Status Open Edit

Status Details Posted

» 1. Logistics

|dentification

Candidates for this
requisiticn: 12

Luetific-ating 65
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Candidate List via Candidate Menu

Recruiting Tasks Requisitions Candidates Offers Reports Libraries ~

A | = Candidates

Quick Filters - Candidates are organized by & ‘ More Actions *

Requisition. You may

collapse/expand each list oyee 1D |;?’ | [ | € | - |IEI| * | f
Hi

show candidates for requisitions:

| o - ¥ J15000003 - Human Resources Generalist/Coordinator
|| Include inactive requisitions 1, Weaver, Jered (10261) & 4 & %
Since G i, Anderson, Garrett (10280) & =
b Candidates Aybar, Erick (10320) 1? 4 (=
! Wilson, Christopher John (1024w @';7
¥ Submisgzions )
EIE E

e i, Shields, Scot (10341) 189999 &G A a
¥ Requisitions

A Stepp, Lisa M. (11914) 806452945 A a4

Candidate Lists has it's own

set of Quick Filters

) ,‘HBarlan Jonathan (23242) ¥ 3
®aa ‘-#M e g™ 2 bma J
‘w." 66
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Candidate File

Shields, Scot applied for requisition:

UAT Walkthrough (16000011)

44

Job Submission =

bk ad 2 out of 14 candidaies
Shields, Scot |2 g 0 & ¢ = L @ v |mmmmns,. = |t m
o] 10341
Required 141 | Job Submission ™ | Attachmenizs | Tasgks | History | Interviews |
Aszets oso
Step Mew
Status To be Reviewed Attachments can be accessed 4
® here

Other Submissicns : 1' Personal h
Pipeline (T} Candidate Personal Informatic
Aative () Job Submission tab works like
Inactive (0) First Name the Requisition tab

Scot [T

= Address (line 1)
Language . &2 Angels Way
English City Zip/Postal Code
Creation Date Anaheim L2806
Mar 27, 2016 Flace of Residence
I o i )

Latest Submission Medium United States > California > Anaheim
Matched to Job Primary Number

Home Phone
Source
e Home Phone Mumber

T14-555-6262
Submission Type Email Address
il - alexriellezi@amail.com -
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View Candidates on Multiple Requisitions

14

e Clicking here will direct the user to
Job Submission B Network Engineer (14000005) the non-job specific candidate profile
= P2~ B WP .
Dee, John ' | _ —3
Result 0% o This icon indicates the candidate is
o 10102 Edit in the selection process on at least
Required 0/0 on other requisition
Assets LI
Step Offer

This area indicates Other

Stafus Oiffer to be made '!' 1 . PEI’SDnEﬂ |nfﬂrmﬂtlﬁ Submissions by the candidate. Click

the Active link to view other active
submissions

©rher Submissions Candidate Personal Information

Pipeline [0)

= : Amri -
‘ Active (1) —==

______ Requisition | Requisition Type | Step/Status  Comment
| Inactive (1) 'Network Engineer ( 14uut}ﬂu1pmfﬂﬂi0"ﬂ' Offer/Offer to

Click on the

Requisition to view
another submission

Inactive submissions
are those where the

candidate has either
been Rejected,
Withdrawn or Hired
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Linked[T] Profile Preview

|'y£ d @P % E‘-;:" rf ﬁ ﬁ_ | More Actions * | JJUhEuhmissinn"' Attachmenis -

LI~ @ | candiate s|Linked[l) & | & | € | & |s -
Abreu, Bobby (10281) View & o4
Adenhart, Nicholas (14 View &
. Wirs .
From the Candidate ' - From the Candidate
List Record
Linked E‘@ Is this not the right profile?
Alex Tellez alexrtellez@gmail.com

Independent Consultant / Taleo Enterprise
Dallas/Fort Worth Area - Human Resources
View Full Profile

Current  Independent Consultant / Taleo Enterprise and Recruitment/Onboarding Systems You mu St h ave a |_| n ked I n

at Telerose Consulting Group = January 20714— Present

account to use this feature

Pasl Taleo Practice Manager / Vice President, Implementation Services at
HRchitect&#x2022; Deliver training for end users, consultants and system
administrators » July 2011 — December 2013
President / Principal Consultant at Quatro Human Capital Solutions = April 2006 —
July 2011
Director, Recruiting and Managed Solutions at PDS Technical Services - February
2004 — April 2006

MNetwork Info 4 recommendations
354 P
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Candidate Indicators

A Internal Candidate

Ta, Referred candidate

A New candidate or candidate has been modified since last
viewed

V1) Disqualified Candidate

[ Disqualification information to be verified

70
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Candidate Indicators

Candidate in Selection Process on another Requisition

-

8z Most Advanced Progression Status: Contact (not on a req.)
B Most Advanced Progression Status: New

& Most Advanced Progression Status: Reviewed

2 Most Advanced Progression Status: Interview (1st, 2nd, 3rd)
u

i Most Advanced Progression Status: Offer

Lo Most Advanced Progression Status: Testing

& Most Advanced Progression Status: Hired

71
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CANDIDATE SEARCH
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| esson Goals

= Run a Quick Search
= Run Keyword Advanced Search

= Save Search Queries
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Search Tools

Quick Search is for quickly Build simple or complex searches to

finding a specific candidate by

source candidates out of your database

name, email address or
candidate ID

vonda Recruiter | Home | Resources » | TalentGrid ¥ | Sign Out

Advanced Search
UEres

F- [ Search Candidate

| Search for
& [Candidates
Fequisitiocns

Convenient access to your saved
Search Queries

Specific candidate ]

Specific candidate allows you target
the first name, last name, email and
ID fields

74
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Wild Card in Quick Search

 Taleo uses the asterisk * as a wild card to assist In
finding records &-

« The wild card can be used at the end of a string
(Example: johns* will return Johnson and Johnston)

 The wild card can be used at the beginning of a
string
(Example: *@gmail.com will return all records with
an Gmail domain)

* The wild card can be used in the middle of a string
(Example: Al* Smith will return Alan Smith, Alex
Smith, Al Smith, etc...)
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Advanced Search Form

New Search Query Customize your own form

¢ 9 @ by adding additional fields

Standard Default Search Search | saveuery.. | SavessDetar &
Fields
Keywords
(=) Exact Term
Type or paste text et Temms

Range of dates

Candidate File was last here lu Conceptual 1

updated [ Last Update ]

ul-]|Dcs%r\lr.:l!hlum:r |:

Paste in whole sections of text from a
resume or job description to construct a
search

© s between | |G and |

External / Intermnal Candidate
(&) Does Not Matter

Choose dis_tance radius © Exdarnal
around a city or postal & Ininmal
code
[m«m
| Location 3] =1 | Required |3 | © Y
Search through
candidates on a specific M Exciude Disquaified Candidate

requisition

] Exciude candidates cwned by agencies

| 5] [ Requirea [ 3] o] 76

! g

l Requisition Number [ Title
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Customize Search Form

New Search Query !
|Q+ S | customize.. | 1
Search Query Customization
Advanced Candidate Search
J read andiaie =ee Selected Fields
| Search | |Savec:uanr...| |Sa1.n
Field |
Keywords Keywords
-L)-M R4 B ... or remove items from
b ’ . Extermallntermnal Candidate the Search Form
Place of Residence
Exclude Disgualified Candidate
NOTE Advance Notice
Available Search
Fl.eldS are Users can add fields to
configured by a Available Fields the Search Form ...
system I n | P
administrator o - et Review Rating ([ seeat ] ) 4]
Middle Mame | Select |
Minimum Annual Salary is between | Select |
Most Advanced Progression Status | Select | @
Preferred Job | Select |
77 Preferred Location \ | Select lJ -
—
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Search Form — Save as Default

New Search Query

Mo B ¥ Customize... | After Customizing the Search
Form, users can Save as
: Default for future use
| Advanced Candidate Search |
Search Save Query... Save as Default ] Q
Keywords
(=) Exact Term
() Related Terms
i) Conceptual
Last Update
O Does Mot Matter ¥
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Advanced Search Keyword Field Tools

Keyword Examples Results in Candidates with keywords
Format Tools in Candidate Files:
Wild card program* program; programming;
programmer, etc.
Boolean operators president OR vice president OR vice president, but no
AND OR NOT president NOT regional files with the word "regional”
Parentheses (retail or store) retail and accountant OR store and
accountant accountant
Space between words | Java JavaScript Java and JavaScript
= AND
Quotes "project manager" project manager (words must appear

in exact order with a literal space)
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B
Highlight Keywords

General Profile - Trout, Mike

1 out of 2 candidates

vf = | ﬁo % & ﬁ E_ More Actions * I T T (T B
General Profile | Attachments Tasks Referral History

Attached file converted to HTML
All Attachments

Close
A Add Edit Trout, Mike
File Name Resume —gemesedhic Date Siz Comm|Original File Name Date
trout, Yes trout, Oct 25, 2014, 32 trout, mike.doc Oct 25, 2014
mike.doc mike. html 3:40:41 PM kb

Mike Trout

Taleo

automatically
creates an HTML
version for all
attached
documents

27 Angels Way

Anaheim, CA 92806

Keywords from
an Advanced
Search are
highlighted on

(714) 555-2727

mtrout@quatrohcs.com

the HTML
document

WEB DEVELOPER
PROFESSIONAL SUMMARY

MSc and BSc in Computer Science.

5 years of application development experience on various platt\$| ns and
environments.

Extensive working experience in C, C++, VC++, STL, Javh, J2EE, J2ME.

Strong in PL/SQL and Embedded SQL using Pro C.
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Location Proximity Search

... or search by Main Line

Flace of Residence Health locations

l (*) Country, State or Region]. ) Location I
Loca

fion i
Required ¥
Location 3
Within 10 Miles of Location
Within 25 Miles of Location

Search by Taleo Place of Within 50 Miles of Location
Residence locations ...

Within 150 Miles of Location r

Select a Proximity
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Required, Desired or Excluded

Users can set most search criteria to be
Required, Desired or Excluded

Flace of Residence

— - |Mﬂg“%|

Required: Criteriais required to be returned in search results

Desired: Not required to be returned in search results, but
will rank higher in relevance

Excluded: Candidates with this criteria will be excluded from
search results
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Search Queries

New Search Query

ey 5 - Customize... |

| Advanced Candidate Search |
| |
Search Save Query... Save as Defauit & This query has not been saved. 4

You may save this query so
you and others may run it
again without having to
recreate it.

Keywords
engineer and construction (=) Exact Term
() Related Terms

(_) Conceptual

Last Update

& Last 7 Days v
(_) iz between and

Externakinternal Candidate:
(=) Dwoes Mot Matter

() External

(_J Internal

Place of Residence
Locaticn ¥ | United States = California > San Diego | = | Desired ™

(00]
w
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Search Queries

Name your query

Save Search Query

Save it to a Query
Folder

Cluery Folder

Create or file to an
existing folder

Select a folder for this search query folder

LJ Create Folder | Select

¥ . Personal (0)
v (@ Engineers (0)

(& Construction (0)

= )
3 Mechanical (0)
Shyt

(@ Shared (0)

Click ‘Done’ when
complete
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Search Queries

Rhonda Recruiter | Home | Resources * | TalentGrid = | Sign Qut

-, Search Candidate |T———

Requisitions Candidates Offers Libraries -

. Click here to find your saved
Search Queries y

Click here to open and run Search Queries
our saved Search Quer
= i | y Query
|| MName | Type Folder Name

| San Diego Construction Engineers l Advanced Search

I e W LRSI o
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CANDIDATE MANAGEMENT
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Take Actions from the Candidate List

'vép d @P % tf' ﬁ fr IMureﬁctiumv. — =
[ ® | candigate 1i l( Cancel Onboarding Process. . }_
Compare.. Actions are NOT Dynamic.
0 Anderson, Janet (10752) ) L
Create Candidate. . Taleo doesn’t know which
0 i\, Anderson, Janet (10836) Create Seli-assigned Task... L, candidate(s) the user will
Delate Submission. . select, therefore all
0 Britz, Jerdyn (10808) Enter Grade... L, potential Actions are
F@ Out Form... presented.
Burns, Jonathan (10666) Restore Submission. .. ~an It is possible to select a
Send Correspondence... non-applicable action, in
Duck, Daffy (10797) Start Onboarding Pr v which case the system
will display an error
Duck, Louie {10806) P message
Bypass...
Goof, Max (10753) Change status/step... v =] A inng
Revert... J Equ m
Internal, Adriana (10702) R i v @.‘ {I';lf:&ts P:;-ns
Kazmaier, Dick (10754) & 4 @h » = »;Hr.‘rcp:r:il:n in
LaMarre, Tom (10080) * A o @" 1? ﬁcp;:;fn n PR
Mouse, Mortimer (10809) & 4 @b v ™ :;lrl-cp:r::::n in
Referral, Shannon (10626) o & 4 F i = ’;‘Pf:““ L

1 to 19 out of 19 candidates

87



1~

Newbury

Consulring Group

Take Actions from the Candidate File

Actions ARE Dynamic from the Candidate File

~
Taylor, Barb Vf ﬁ ﬁo % & ﬁ ff,_ rMDre Actions * \ e L
Result 0% - J i
D 10082 Job Submission ™ | Attachments Tasks Cronte sat . History
reate -as5sign ask...
Required 3/3 Edit
Assets 373 Enter Grade...
Step Offer Fll Out Form...
Status Approved Send Correspondence... L
» 1. Prescreenlng Start Onbearding Process. ..
Other Submissions Prescreening Competencies
Fipeline (0) Bypass...
Active (1) Compstencies Change status/step... sed | Interest  Reguired/Asset Result
Inactive (0) 1. Analyze and interpret datafinformation nt High Met (Reguired) (1))
3 Capture Competitive. ..
Language = i
English Capture Expectations...
. Create Offer... |
Creation Date Prescreening Questionnaire
Feb 11, 2010
Medium Show Details
Matched to Job
Coure Cruestion Answer Required/Asset Resuit
Mot Specified 1 Select all that you have working expenence in; " Managing the quality of corporate Met (Asset) oo
respositony
Submission Type
External " Support data quality assurance Met (Asset) o
[roCESSess
Recruiter «" Participate in the evalutation of Met (Asset) Tl
Instructor REC-CORE101 appiication packages
Hiring Manager 2  Howmany yvears of working expenence do yvou have with +" Mare than 7 years Met (Required) o

Gloria Coleman systems development in the information technology fiekd? =

88

3
|



1~/
Newbury

Print Job Submission(s)

2 @& o & B8 = ¢ f’,_ 2. Click to select print

S criteria
LI~ |®| candidate AL
7 Wayne, Bruce ( -
|ﬂ QOlmstead, Jeren
Selection Section Order
Lawrence, Jenni . : -
Vv () All candidates (5) V] Job Submission "'m

‘ \*) Selected candidates (3
BN, Saky (100 = o [¥] Personal Information

|| Extemal Services

4. Select sections

Content i
1. Select || Profile Information to print
- |_) Listonly
Candidate(s) E‘x!.) —— delal'ls] || Education & Experience 1)
\ Iﬂ Prescreening Questinmy
Options || References
2 Select e i vk siiers LI Diversity 5. Click to generate
s SEIEC [ Each section [ Referral PDF Taleo Job 2 v

‘Candidate file
details’ L| History

Submissions

Reset Print {PDF) Cancel
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Print Job Submission(s)

Candidate Name Job Tiie
Wayne, Bruce (170001} JT Joint Unicn Progr Admin Mgr K (1400000555)

Wayne, Bruce (170001) applied for job: JT Joint Union
Progr Admin Mgr K (1400000555) M ultiple

s e’ o records will be
Status Source Hiring Manager

To be Reviewed Mot Specified Dante Bemardini Condensed into

Creation Date Submission Type

. - one PDF file
Personal Information

|_| internal Candidate

First Name Last Name
Bruce Wayne
Address (line 1)

P.0. Box 3352

City Zip/Postal Code
Summerville 29484-3352

Flace of Residence
United States » South Carclina » Charleston

- e e P ppeinrndd.
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2 & B b B ¢ ﬁ' More Actions ¥

|_|®|L':ﬂ'u:llidﬂa Ei| Relevanci 11|.|E|‘|E|,§‘|Uﬂﬂdﬂ| Education Level
100 i Bachelor
| | Stevenson, Ellie (12220) A 4 0 Vi aDegma L
(16 years) Er
80 View Bachelor's Degree  Cc
v| | Chambless, Micah (11233) 4 ¢ & (216 years) I,
=Y.
a0 i Bachelor Ind
v] | Donaldson, Matthew (11232) W 1s B}Dﬂgm ’
years
w
Esurone, Esttone (21768) 80 = & View
B0 . i Dociorate D
Humphrey, Rob (11004) 5 & e i
[over 19 years) L
Marmot, Mukmuknine (21265) 80 - ﬁl"‘ & View -
FiL) Wiew Bachelor's Degree
L6 ye- )
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Recipients
MName Email
Manager, Mike alexrtellez@gmail.com

.. or type the email address of
a non-system user

Share with External Recipients

Email address (use a comma to separate email addresses)

samsupervisern@invalidemail.com

l | Mame Email Address
Quick Filters
H Manager, Mike alexrtellez@gmail.com | Select
Mame
|Mike Manager | 3

Email Address

| =
Employee D Use Quick Filters to find a
| e system user ...

G o




1~/
Share Candidate

Share Candidate

Determine sections to
R Section include/exclude | Order
We3ort page broak iler: |¥| General Profile -

|_| Each section

|Z| Resume
¥ Profile

E Prescreening
|:| Screening

|| referral

Hisfone B |7
Commenis

General Profile - Smith, Alice (13624)

Medium Source Source Type
Cnline Dice.com Job Board
HBSE[ Prm Creation Date Submission Type Cﬂm-l
Apr1.2010 Internal
Resume " , :
: Recipients will receive
M u Itlple L prme o st . PDF candidate profile

Alice Smith

records will be ==

Place of Residence
Bermuda > Bermuda Islands = Devonshire Parish

condensed into =R
One PDF flle Profile

and any attachments via
email
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Send Correspondence

pf I_J fp % & ﬁ E. ? '@' L More Actions = )
. . Check for Duplicates...
Job Submission ¥ | Attachments Tasks History .
Create Self-assigned Task... 1 MOI’G ACtIOﬂS>Send
Request a Screening Service. .. Correspondence

Send Comespondence...

= 1. Personal Information

Bypass...

Candidate Personal Information Candidate has Declined...

Change Step/status...

Revert...
Internal Candid [ A
nternal Candidate

0 =
Mo
First N
irst Mame Send m e h'i'
Bruce
Emiail -

Ll ge Select the paragraphs to include in the message

|_J) From scrafich

m Logo
* | Fromtemplae Y "o -----"
- S i
HiM Screen - To be Reviewed = |"'_"r1 _ _c[e_e[u_ng_; ________
|£| Signature, Recruiter contact information

2. Select a
Message Template

Mext Cancel

3. Click to continue
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Send Correspondence

Message Preview 1 recipients selected

Reviewing the message template in:.  English

From Boeing Careers <jiobs(@iobs.careersatboging.com=
To {RequisiticnHeader. HmarEmail
Cc  {ReqguisitionHeader HmarAsstEmail}

Zubject Candidate Ready for HM Screen Review

Preview
Message. Click

Attachments

Message

{Other.CompanylLogos1}

‘Send’ to
deliver

Dear {Requisition.HmgrName},

There is at least one applicant ready for your review for the position of
{Requisition.JobTitle}, requisition {Requisition.Number}.

Please note: Now that the first applicant has been submitted for your feedback, you will
not receive future notifications for new applicants on this requisition. To review current
applicant activity, you will need to go to the Careers Welcome Suite.

For questions, please contact {Requisition.RecruiterName} at
{Requisition.RecruiterPhone} or via e-mail at {Requisition.RecruiterEmail}.

Edit Review All Previous " Cancel
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Check for Duplicates

General Profile - Candidate, Kathy

|5ﬁﬁ@p&é‘ﬁ I'uhraﬁdinnsv|

J General Profile ™ | Attad'mrlts| Tasks | '

2dle L]
| Edit | Send Comespondence...

Duplicate Check Results
Zo@ B b B8 m 2 ® B | Mowadow v

L|® | canciate |# | # | @[] Lasthctiiy 17| NoRenre | Submission Updated | Celuiar Number | HomePhone | SSN
. . Apr10, 2015 Apr 10, 2015 941-555-0202 550-555-
Candidate, Kathy (12066
y (19066) & a 5 013
= 041-749-5850 59150756
PRICE, KATHERINE E (13623]%) a a & Apr 4, 2015 SRS R

3

Taleo will check the following fields for duplicates:

Name, Phone Numbers, Email Address
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Merge Duplicate Records

2@ e w(B])2 = b | e

——
|_|| @| Candidate 11| P | o | Email Address | Home Phone | F
—_— alicesmith@invalide 3333334444 Bh
v | Smith, Alice (13624) ~ mail.com Devr
Par
aZsmith@invalidem 034-345-3344
v | Smith, Alice (14103) a 2emih@imvalidem s
gil.com Diey
hunt@taleo.
v | Smith, Alice (14108) PUaa.ton ;5;&
ea
billsmith@invalidem 214 567-7533 T
Smiith, Bill (11063) 4 Dlismith@invalidem >
ail.com Dalla:
nmglobal-
Smith, Brittany (12257) (] general@oracleads.

- M
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Merge Duplicate Records

I O = |
Select the master candidate file that will be enhanced with the content of the other candidate files. Other candidate files will be deleted.
MNote: The systemn chooses the master candidate file by selecting the candidate file that contains the most up-to-date information or the candidate file that was first
referred in the case of a referral.
U1 Reorder
Order Mame Email Referred By Creation Date
Master Smith, Alice (13624) alicesmithi@invalidemail.com Apr, 2010, 3:53:17 PM
2 - S~ (14103) = azsmithi@invalidemail.com May 17, 2007, 10:20:22 AM
Indicate the Master Record, All other records
will be merged into the Master. All candidate
history for all merged records will be applied
to the Master
Check here to alert the
candidate
Comments
Iﬂ Zend an email nofification to the master candidate or the agent to inform them that candidate files were merged.
=l -
[
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Advanced Candidate Search Results
L @ bl|l&|8d ¢ = L More Actions ¥

|_|®| Candidate 21| Relevanci 1T|.|E|J|E|J|UI‘MM| Education Level
100 i Bachelor
| | Stevenson, Ellie (12220) A 4 0 Ve : sDegree
(16 years) Er
80 View Bachelor's Degree L=
V] Chambless, Micah {11233) a ¢ & (+16 years) "
SY.
a0 i Bachelor I
v] | Donaldson, Matthew (11232) 8 & v achelor's Degres
(16 years) r
Esurone, Esttone (21768) 80 B & View
80 . i Docioraie D
Humphrey, Rob (11004) B & v i
[over 19 years) L
Marmot, Mukmuknine (21265) &80 - ﬁl"‘ & View -
FiL) Wiew Bachelor's Degree
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Match Candidate

Match Candidates to Requisitions
D Langua. | Tie Rearter staus Recruiters may opt
RODO001 en  Senior Design Engineer Baker, Mary Approved 0) ut of sen d | N g th e
candidate an email
notification to apply.
e
; —
Requisition Selector
» | Job Field = ‘ ID | ngL| Title Recruiter | Status
Category RDO0D1 en  Senior Design Engineer Baker, Mary Approved Select A
All HRIOO1... en  HRIS Administrator Vanaria, Robert Sourcing -~
Quick Filters DAT00... en Database Administrator Vanaria, Robert Sourcing Select Select
D NONMODD.. en  Sales Floor Associate Wanaria, Robert Sourcing Select I’eqUiSitiOI’\(S)
| | ° CUs00... en  Customer Service Representative Wanaria, Robert Sourcing Select
Title - CUs00... en Cusiomer Service Representative Vanaria, Robert Sourcing Select
|Owr|ar5hip | = QPEDOD... en Teler Baker, Mary Approved Select
G - ACCDO... en  Accountant Swan, Jeff Approved Select
Status NOMOD... en Warehouse Worker - San Franci... Liggins, Kevin Sourcing Select
Approved or Sourcing ¥ NETOD. .. en  MNetwork Administrator Prahl, Chuck Approved Select
Requisition Type BAMN-02... en  MNurse Recruiter, Murse Approved Select
All - UNDOQ... en  Texas Chrstian University - Date... Prahl, Chuck Sourcing Select
:‘ Matching Requisitions "= UNDOQ... en  Texas ASM Universily - Dates o... Prahl, Chuck Sourcing Select
UNDOQ... en  University of Texas - Dates on C... Prahl, Chuck Sourcing Select
SECO00... en  Driver Fool - Region A Prahl, ©huc's Sourcing Select 100
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Compare

You may
compare up to
4 candidate
records at once

Program [most relevant education)
City

Start Date - Graduation Date
Graduated from High School or GED

¥ Ceriffications
¥ Work Experience

¥ Submission Medium

From (Mot Specified) to (Not Specified) From (Mot Specified) to (Mot Specified) |From (Mot Specified) to (Mot Specified)

Financial Analyst (1300063)
= ~ )
@ e & B x ¢ B L More Actions ¥
3
Cancel Transitions New Hire Process...
N ®] candae A |a|a]s
Cancel Transitions Pre-Hire Process...
|-u_l"| Brandenburger, Melanie Check for Duplicates...
|ﬂ c JoAnna Compare... ’ y
vl Lot Hood, Robin % Struzik, Ed Struzik, Edmund J.
|£] Halkett, Kelci
x =
Krr =, Raobert .
MNew Mew Hiring Manager Screen
To Be Evaluated To Be Evaluated To Be HM Screened
3 view v (x| [ B view (= [ view 3
¥ Prescreening Questionnaire
¥ Screening
¥ Education
Education 1
Institution Rutgers University

BUSINESS ADMIMISTRATION

MNo
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File Candidates to a Folder

Advanced Candidate Search Results
(@)l b 8 ¢ = £ | wowhctom ~

|_|®| Candidate 21| Relevanci 1'|.|E|J|E|rj‘|”l‘hﬂﬂ| Education Level
100 i Bachelor
| | Stevenson, Ellie (12220) A 4 0 Ve : sDegree
(16 years) Er
80 View Bachelor's Degree  Cc
V] Chambless, Micah {11233) a ¢ & (+16 years) "
SY.
a0 i Bachelor I
v] | Donaldson, Matthew (11232) 8 & v achelor's Degres
(16 years) r
Esurone, Esttone (21768) 80 B & View
80 ' i Docioraie D
Humphrey, Rob (11004) B & v i
[over 19 years) L
Marmot, Mukmuknine (21265) &80 - ﬁl"‘ & View -
FiL) Wiew Bachelor's Degree

1G5 ye~ )



7/
Newbury
Consulring Group

File Candidates to a Folder

Candidate Folder Selector -

Select a folder for this candidate folder

ﬁc:mntaFum-r|

» | Engineers (0

File candidates to an
el 1T (3) existing folder or Create a
new folder in which to file

\> [ Shared (11) your candidate(s)




eomng Grouw
Create and Manage Folders

‘n‘ ¥ Recruiting Tasks Requisitions Candidates

14

CHIE- Candidates

11

Quick Filters 2 & 8 & | A -

. Folders
Show candidates for |_|| ~ | ® | Candidate

| own - ¥ 14000001 - Test Template

Manage *

Create
Delets

contents

Rename

11(0)
File In...

Properties...

Sharing...
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Create Folder

Folders Select Personal or an existing
folder, then click ‘Create’
Manage ¥
Create —
Folders
I NEnNaIMmE _ |—| Name your folder
i (0} _Manage ¥
File In... [¥] Show sub-folder contents
Properties...
sharing... ¥ (& Personal (0)

kel Shared {0)

You may create a 4-level deep hierarchy of Candidate Folders
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s
Share Folder

Folders Folders
Manage * Manage ¥
Create
peorTiemts || Show sub-folder contents
Del . .
ete Icon indicates your
1 . .
Rename ¥ B8 Personal (0} folder is being shared
)
. C in Mi )
File In... ites (0) o Keep in Mind (0
Properties... - —amidates (0)
Sharing...

Folder Sharing - Top Candidates

UTempleeck
‘Users..

Select Users tab

Select User(s)
Click ‘Done’ £

Groups and users selected
—

. box

Groups | Users

Mame

Email Title .

Trout, Mike alexriellez@gmail.com

— o
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lcons for Additional Common Actions

> Add Comments (comments appear in History Tab)

Add an Attachment to Candidate File(s)

&
2o Find More Candidates Like This One (Conceptual Search)
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CANDIDATE SELECTION
WORKFLOW
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| esson Goals

" Define the Candidate Selection Workflow
" Move Candidates through the Hiring Process

" Move Candidates using Shortcut Buttons
" Reject a Candidate

= Revert a Candidate

109
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Steps

-

First Step
110



o Groch
CSW - Change Status

Change
Status

Final Step

Rejected

New Ste ] Under Consideration
P *Meets Qualifications

111



eomne Groop
CSW - Change Step

Change
Steg Final Step

I

First Step

Eligibility Confirmed
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STAFF Candidate Selection Workflow

Temple Candidate Selection Workflow - Staff

Prescreen

Manager Review

Interviews

Offer Pre-Employment Hire
Reference Model New Reviewed Reviewed 15t Inberview Offer Tasting Hired
Restricted? Restricled Restricled Mol Reslricled Mol Reslricled Mol Reslricled Mol Reslricled Mol Reslricled
Step Requirement Mandatory Mandatory Mandatory Mandatory Mandatory Oaticnal Mandatory
Code NEW 2 HM REVIEW HM REVIEW INTERVIEWS RSOFFER POST OFFER HIRE 3

L2

" Cualifications Pre-Employment

Screening in Progress

Mol Reviewed

Rejectad )
(Al require disposition,
commants optional)

Pre-Employment
Screening Successiul @

Applicant Withdrew

Applicant Withdrew

Applicant Withdrew

Applicant Withdrew

Applicant Withdrew
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Adjunct/Student Candidate Selection Workflow

ORACLE
Temple Candidate Selection Workflow - Adjunct/Student
Steps Manager Review Interviews | Hire |
Resfricted? Mot Restricted Mot Restricted Mot Restricted Mot Restricted

Step Requirement Mandatory Mandatory Mandatory Mandatory

. v 3
Hired
.
In Progress Mot Reviewed Under Consideration - Draft Rejected
- Canceled
= Approval In Progress
- Approval Rejected
Completion Status Under Consideration Additional Interview(s) - Approved Applicant Withdrew
- Extended
- Rescinded
= In Negotation
Unsuccessful Proceed to Interview Assessment - Refused
Rejected Proceed to Offer Accepled

Applicant Withdrew

Rejected Rejected

Applicant Withdrew Applicant Withdrew
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Workflow Steps on Requisition

{4
Candidates for:

Acute Care Staff Nurse (16000
o b B &

. .
Selection Workflow & O &

Step

\ |_|| ~ |@ | Candidate | &
Click to filter the Mew (4) N Cobain, Kurt (14600) @P
candidate list by
Step Manager Review (0)

Interview [(0)

Orffer (0) IS Bono, Jeffrey A (12316) &

Hire [0)

\_ I / - Weawver, Jered (10140} @'a
— —
Quick Filters

BT e
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Change status/step — More Actions

Submissicns for job:

Sr. Financial Analyst -
B O o I W ) E_|Mnreh:‘tinns'

LM |® | candigate Cancel Onboarding Process...  iatys | Requirements | Assets Resuit

Barilar, Janie (63893) pare duled §/7 5/8 67 %

Create Candidate. ..
- duled o0/7 513 33 %

Robinson, Pat (42773) Create Saif ianed Task ! !

Bialk, Robert (29329) Delete Submission. .. duled  g/7 0/8

Cortiandt, Robert (39926) Enter Grade...
Fll Out Form... A ch

Burns, Mana L. (40265

¢ ) Restore Submission. .. ez an.ge
. Step/status window

Muhoy, Mana (51213) Send Correspondence. .

Morin, Robert (64233)

Allen, Russell (38891)

B Bypass...

Ace, Bdward (53353) Y Change status/step...

Evans, Robert (61813) Rewvert...

Sanders, Maria (65108) ™ ated 0/7 n/a
Amend Approal Path...

Thomas-Horan, Tricia (B5502) ated 0/7 0/8

| - Cansal MNiffar
— L [

1 to 20 out of 20 candidates
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Change Step/status window

% Current Step and Status
Pre-Screen To Be Evaluated

Infermation

v P rewsen

Pre-Screen

L

Screening

Reaching a status marked '
with an asterisk (*)

completes the step

| | Create a self-assigned task
|_| Share candidate

|| Send correspondence

|| Start Process

Commenis

Completion Buttons

save and Continue =ave and Close 117
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Change Status/Step with Shortcut Buttons

YES NO MAYBE MOVE

v O ? %

n Candidates for:

Sales and Service Rep Il - [Your Initials] (00Q178)
Selection Wor.._. & O 4 —

Z @ o & 2 =2 L7 & v O More Actions ¥ =||:=
Step Mew
Status A/ |_||P|®|Caﬂm 1a|*|¢|'§|é‘|d|f‘ Submission Completed |IE|Selecrtiun5htus HA Overal Pas
AT M V] Candidate, Adrienne (11450) ¥ & e g ::ﬂm ror e
Applcation in Progress (4)

i Under
Meets Pre-Quakifications (0) v Candidate, Alex (11448) & v i eraion
Assessments in Progress () o
_ ’ Applcation in
Candidate, Ann (1144

Phone Screen Needed () a et fan 7 Q’ ﬁ‘ v ﬁn Progress
Call Back Needed (0) Candidate, Bradiey (11451) & a v ar DETIEEL
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~ Reject/ Withdraw Candidates

MNew Step [

Mew

Send message by
lEmai
Write a message

L
L

Reaching g status marked with 5 i) From scratch

asterisk (*) completes the step (s) From tempiate
Rejection Lette ]
* Comments
Reject letter

| | Create a self-assigned task
|| Share candidate

|¥| Send correspondence

ormaton

' ' itiiry Commenis
\¥| Level of experience does not match role ] =

|| Lack of relevant skills / aptitudes / experience

| | Does not meet education reguirements for the rc

|| Application received too late
' 119
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Revert Candidate

| More Actons + | Click Revert to move the
candidate backwards in

1 Check for Duplicates...

Create Self-assigned Task...
Delete Submission...
Exclude from Talent Exchange
Reguest a Screening Service...

the CSW

Send Commespondence...
Submit to Talent Exchange

Bypass...
Candidate has Declined... Current Step Curmrent Status
Chfmge Sm?'rsmus"' Recruiter Screen Meets Qualifications
M .
Revert.. ), Input required

Comments
Revert to step "Recruiter Screen” and status "To be Reviewed'.

Comments
Maoved in ermor

Save and Continue: Moves candidate back one
status and will keep the window open to perform
an additional Revert

=ave and Continue Save and Close

Save and Close: Performs the Revert action and
closes the window 120
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EVALUATION MANAGEMENT
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| esson Goals

 Understand how to schedule an interview

« Understand how to request an Interview
Evaluation
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Schedule Interview

Herzog, Susan applied for reguisition: \
Account Executive (MASUSSALES)

g |

fl__l,_ '@ :;f More Actions +

I & b & &

Job Submission | Attachmenis Tasks Referral HisturyJ Interviews

Indicate the number of
interviews

« 1. Interviews and Evaluation Requests

Create Intenview Edit Resend View Details Cancel |

Event Date b Event Typ ‘ Details

P

Select predefined data, if relevant
This information can be modified on subsequent screens.

" How many participants would you like to include in this

Select Interview Type
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Schedule Interview

| Job Submission | Attachments | Tasks | Referral | History ‘ Interviews |

... or External
Participants

(Non-Taleo Users)

‘ Save & Close | ‘ Cancel |

Add Interview

Participants

1. Interview Properties

{ Add Interview Add Participants Modify All Dates Modify All Locations J

Email Address

paul jenes@invalidemail.com

Select Internal Participants

uekrmes — | '

t Bob Smith nmglobal-general@oracleads.com | Select |

Mame
Pam Smith nmglobal-general{@oracleads.roz | Select |
Email Address .. 3
Jamie Smith Select Internal Participants _ | Select |
(Taleo Users) ... S
Keyword Janice Smythe | Select |
|' Filter | Raley Sohi nmglobal-general@oracleads.com | Select |
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Schedule Interview

1. Interview Properties Select Participant(s)

Indicate Date, Time,

and Time Zone

Include Evaluation
Questionnaire
(optional)

| Add Interview Add Participants Maodify All Dates Modify £
Interview | articipants ate Time uesticnnaires
Tonya Willams ' Bob Smith <nmglobal- | 10126/2015 il sart[2pm  ~|[:00 - terview Feedback

Interview 1

Time Zone | America/Los Angeles  ~

Localion main Conference Room

Correspondence Language

English A

Motes for Participants

4 B « 44 2k s s
B I U =X, X2 @ = i= =" E=E==E & PES O
Styles = | Normal =1 Avial |} Size =} A~ A~ i}

Candidate needs to leave building no later than 3:30 pm.|

“" 2. File Sharing

Select which files will be sent to participants.
Candidate file

Requisition file

Submission-specific Attlachments*
All

Demo_Candidate Resume.docx

! Indicate Interview Location

] Recommended Questions
and Feedback
[T Prescreen Questionnaire

Input Optional Note

to Participant(s)

Include Requisition
& Candidate File, as

well as Candidate
Attachments
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Participant Interview Confirmation

Invitation to participate in Christopher Wilson Interview 1 interview fo...

Human Resources
Saturday, October 10, 2015 at 5:40 AM
To: Alex Tellez

Dear Mike Manager, Christopher Wilson Interview 1

et

You have been invited to participate in an interview:

Interview: Christopher Wilson Interview 1 Interview Information

Requisition: Human Resources Coordinator - Resort — 150(

Candidate: Christopher Wilson = 10060 Proposad Date and Time Candidate Requisitian Interview Coordinatar
Date: 10/10/15 October 10, 2015 2:00 PM - 3:00 PM PST Christogher Wilson Human Resources Coordinator - Rasort Rhonda Recruiler
Time: 2:00 PM America/Los_Angeles Interviewars Lacation

Location: WebEx Mike Marager WebEx

Notes:

Notes ta Participants

Please click the link below and indicate your availability to

Interview URL
Best regard. Candidate File, Req
Human Reso \W\=s Department File, & Candidate

Attachments

‘ge are undeliverable and will not reac .
available

Replies to this
reply.

M“Hw

Participant receives Jitpanpl o
email confirmation. Reguistion fle
Clicks here to
confirm Interviewer Response

Recruiter receive

— Participant provides
O Dedine response

() Request Reschedule

. { s

email response
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Review Completed Evaluations

Job Submission | Attachments Tasks Referral History Interviews

» 2. Completed Interviews and Evaluations

Completed Evaluation Questionnaires

3 found, displaying all.

Completed Da hd Event Type Questionnaire Participanis Question - Skill Score
5M0/13 4:55 Feedback Manager Recommended Questions Peter Campbell 0%-0%
SM0M13 4:54 Feedback Recommended CQuestions and Feedback Hannah Skillman T0%-0%

O 510013 4:51 Feedback Interview Feedback Sue Peters 100 % -0 %

+ Questions

Question Answer

1. What did you feel this candidates strengths were? Josh came across as excited about his work. He talked a lot about
his peers. He answered questions well about the technologies he's
research about our company and some of the projects we have goi

2. What do you consider your strongest asseis? Problem Solving. Collaboration. Creativity

3. During my interview the candidate expressed sentiments that support they T rk '.
have skills in the following areas: el

L
¥ Leadership

" Problem Salving Skills
L

Communication Skills

. - ; o
4. How would you rate this candidate as a fit for this role? Poor Fit

Partial Fit
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EMBEDDED REPORTS

128



1~
Newbury
Consulring Group

| esson Goals

* Run an Embedded Report
= FOR HR STAFF ONLY

129
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Access and Run Reports

Requisitions Candidates Offers Reports Libraries

Reporis
| | MYRHMm Go to Reports List tab
—
Report List Customization
¥ Affirmative Action ﬁelec[ Requisition Number _\
AA Report - Al =
{ 1 15000003
15000002
15000014
Select Report to Run \

Select Requisition

Output

Report Mame
Af Report

Name Report

Oufput Format
Select.. ™

Select an Output Format PDE ot

RTF

Run Close 130
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View Report

Reports

Refresh list until report is
Ready

Go to My Reports tab [l My Reporis J Report List ]

S

Name | Reguest Date S‘iaiu{
Al Report - fraining )i May 5, 2016, 11:04:58 PM Ready

|AA Report - UAT Demo Click to run report Feb 10, 2016, 3:37:52PM  Error
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OFFER MANAGEMENT
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| esson Goals

= Capture Candidate Expectations and
Competitive Offer Information
= Create an Offer

* Hiring Managers cannot create offers.
= Only Recruiters can create and extend offers.

= Extend the Offer, Capture the Candidate's
Response

133
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Capture Information for Offer

Escobar, Kelvim applied for requisition:

Foreman, Electrical (14000008)

Pfdﬁorésa“ﬁffrf@?(h:mminns' \

Check for Duplicates...
Create Self-assigned Task...
Reguest a Screening Service...

Job Submission ™ | Attschmenis Tasks Referral History

=end Cormespondence. ..

» 1. Personal Information Candidate has Decinad..

Candidate Personal Information Change Step/status. ..
Reject Candidate...
Revert...

Internal Candidate

These actions can be taken

No during any Step of the CSW Capture Competitive...
First Mame Capture Expectations... /
Kelvim

Last Mame

134



/’\w’
Newbury

~ Capture Offer Expectations

Select the offer expectation type
Expectation Type

\_) Desires Recruiters may capture any or

. all of this information from the
() Will Accept candidate

() Wil Refuse

() Cument Job

Capturing this information will be helpful for either you or other
recruiters when it is time to extend an offer to the candidate
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Capture Offer Expectations

Will Accept (New) | Requisition "l"| &
Apr 4, 2015
116,265.00

105,000.00

US Dallar (USD) v | US Dollar (USD)

tearly Yearly
' ' Capture any helpful /
[ 105,000.00 | A5 495.00/ 116,265.00 relevant information

You may repeat this process to Capture Desires, Will

Refuse, and Current Job parameters
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Create Offer

Escobar, Kelvim applied for requisition:

Foreman, Electrical (14000008)

2 g b & ¢ =L ﬁmmw* \

Job Submission ¥ | Aftachments |~ Tasks | ::E;f;rr?uplfam:; " |
- ate Self-assigned Task...

Regquest a Screening Service...
Schedule an Interview. .. §
Send Comespondence...

\J 1 . Perﬁ Dnal Infﬂrma ti Start Transitions Pre-Hire Process...

Candidate Personal Information

Candidate has Declined...
Change Step/siatus...

Internal Candidate Reject Candidate...
Mo Revert...

First Name

Kelvim Capture Competitive...

1 e Bl = o1 g...
. I Create Offer... |
These actions can only be \

taken on or after the Offer Step

137



1~/

Newbury

Consulring Group

Offer Grid

Start Date

Cumrency
Fay Basis
Annualized Salary

Maximum Salary

'K Salary (Pay Basis)

Offer (New)

Oct 26, 2015, B:00 AM | [3f &

|¥| Tentative

LS Daollar (LS

Weekly

57,000.00

1,086.15

BE

b4

Reguisition

US Dollar (USD)

Yearly

&0,000.00

* B wil Accept

LIS Daollar (USD)
Weekly

35,000.00

1,057.69

50,000.00 7 60,000.00

Input Required and Optional
Information in the Offer Grid

View related Requisition

Information and Candidate
Expectations
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Reqguest Offer Approval

Escobar, Keham applied for requisition:

Foreman, Electrical (14000008)

P d b @ B b | )

Check for Duplicates...

Job Submission | Attachments Tasks OF

Create Self-assigned Task...
Request a Screening Service...
Offer 1 [[:unL Send Comrespondence. .. -
) Start Transitions Pre-Hire Process...
Edit
Cancel Offer...
Skaius vl Capture Compelitive...
Start Date  Apr3, 2014.F  captyre Expectations...
v Tentative
Expiration Date Apr 14, 2014 7
Created on Apr 5, 2014 Mar 18, 2014
Maximum FPay S50.00
r 2 n Migpn
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Reqguest Offer Approval

Offer Approval Matrix

Presented

-

Request Approval M ox

Message Details

Erom Order | Approver | Decision Check boxes to...
Alex Tellez 1 ¥  Mike Manager Pending ¥ * Add approvers as

- . : Collaborators for this Req
For Rﬂqlﬂ&l‘tlﬂﬂ 2 - Gina Consalvo F"nndmg -

Accountant (1400021)

» Add approvers to your list
of Frequent Collaborators

Send me an email with my decision

After Approval |Z] Add the approvers to the list of collaborators defined for this requisition
* Assign the next task to E Add the approvers to the list of my frequent collaborators
F 3
Comments

Recruiter, Robby

[m]4

Needed for upcoming Acme project.

Click here to add
approvers

=N -
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eShare Response Center

eShare Response Center

H From: [% .& E-Share [do_not_reply @invalidemail. com]
| |
lelng Managers To: Gretchen Burkhaolder
Ce
Subject: Accountant (Req. Mumber 00000024) - Request for approval

Attachments: @Appmvalﬁ.equest.hhnl {15KB)

= Approvers

Requisition Approval Request

F.equisition 00000024 — Accountant
Reguestad by Usear Recruiter
Comments Please approve the replacement for the accountant in the

Dakland office.

Click Respond... to view more requisition details and respond to the approval request as
soon as possible.

Respond...

A41
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~ Additional Offers / Copy Feature

If an offer is Refused Approval, Refused by the Candidate, Rescinded, etc... you may

not edit the offer. Instead you will create a new version of the offer.

Job Submission | Attachmenis Tasks | Difers | History Interviews Taleo retains all

versions of offers

... Or you may copy the
entire offer an then

| Save || i ik || Cancel | make modifications

Offer (New) Offer 1 (Current) & I‘1 Requisition v E
Top Section N - Copy values from to Difer (New)
Status Draft Rescinded

Approved

Extended Feb 24, 2016 ‘ »
Pay Start Date | |Feb 1, 2016, 8:00 AM ([ 7 < Feb 1, 2016, 8:00 AM You may copy

V| Tentative || Tentative individual ...

Pay End Date E & May 31, 2016 Copy values from to Offer (New)
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Extend Offer

Escobar, Keham applied for requisition:

Foreman, Electrical (14000008)

L & e b & = T More Actions *
Check for Duplicates. ..
Create Self-assigned Task...

Job Submission | Attachments Tasks

Request a Screening Service...
Ciffer 1 [Guﬁx Send Comrespondence. ..

Cancel Offer...
it Appraved Capture Competitive...
Approved Apr 5, 2014 tfions...
Start Date | Apr 5, 2014] § Extend Offer... I
v Tentative Update Expiration Date...

Expiration Date | Apr 14, zm)\ul}date Start Date... /
A L |

Start Transitions Pre-Hire Process...
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Extend Offer

Expiration Date Mot Specified

Start Date Dec 30, 2010, 4:53 PM
Target Start Date Not Specified

How do you want to extend this offer?

Extend in writing

|| Capture candidate response

Comments

Extend offer in writing

Ensure to select
E-Offer

Select your Offer Letter
Template

Send Offer Letter

From template

BN -

Offer Letter - External
Comments

Select / De-select

applicable paragraphs

Select the paragraphs to include in the message
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Candidate eOffer Acceptance

Jered Weaver, you are signed in. | My Account Options T My Job Cart (0 items) | Sign Out

£ Job Search My Jobpage I Tasks '

Consulring Group

Back to All Tasks
0 of 1 Tasks Completed

Offer of Employment
Due Date: May 10, 2016

Job: UAT Walkthrough *

Offer of Empl t: Temple Uni ity : y
Maﬁ:jgmrr; ;ije?g'sn :rr;. mamewitﬂ ;Err:d indicator. Candldate S CSW StatUS

will automatically update to

TEMPLE Offer/Accept or

UNIVERSITY Offer/Refused accordingly

Human Resources Offer Response

Do Not E-Sign Until You Have Read The Above Offer

Ma‘y 5, 2(}15 (*) Accept the offer

() Refuse the offer

*Full Name

Jered Weaver
SE AI'IQ EIS Wa'j' ImUmqua Identifier

Philadelphia, Pennsylvania 92806 ‘ ppen [ e

Dear Mr. Weaver:

Welcome to Temple University!

It is with pleasure that | confirm our offer to you for the position of UAT Walkthrough, in the Accounting

L e . L. P N .
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REQUEST A SCREENING
SERVICE
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| esson Goals

—THIS IS FOR HR STAFF ONLY

* Request a Screening Service
(Background Check and Reference
Check)

 Review Results



1~
Newbury
Consulring Group

Request a Screening Service

E=scobar, Kelvim applied for requisition:

Foreman, Electrical (14000008)

2 g e e £ = P More Actions \

Check for Duplicates... -

l Request a Screening Service...

Start Transitions Pre-Hire Process...

Job Submission™ | Attachmenis Tasks

= 1. Personal Informati

Candidate Personal Information Capture Competitive...
Capture Expectations...

Capture Response...
Internal Candidate Rescind Offer...
Mo send Offer...

First Mame Update Expiration Date...
alyeir - UpdatE: ETEI'L UEtE
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Reqguest a Screening Service

Request Screening Service 0O x

Senvices already reguested in relation to this application

Service |Fm'ui:lar |3h|us

Select the service you want to request

ﬁm
|| Employment Screening, provided by HireRight ¥ | l

Commeniz

I
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Review Screening Results

Job Submission™ | Aftachments Tasks Offers | Offer Approvals | Referral History

8. Do you have a non-competition (" non-compete™) agreement with a current or former employer that would interfere with your Boeir

Yes
10. At any fime within the last three (3) years from today's date, have you been employed, full-time or pari-time by Deloitte, LLP?
Yes
Post Offer Check Resulis
Background Check Result Background Check Result Date
Cleared for Hire Apr 25, 2014
Credit Check Result Credit Check Result Date
Cleared for Hire Apr 29, 2014
Federal Drug Test Result Federal Drug Test Result Received Date
passed Apr 30, 2014
Federal Drug Test Result Expiration Date
Apr 30, 2014
Forensic Drug Test Result Forensic Drug Test Result Received Date
pricr failed Apr 29, 2014
Forensic Dirug Test Result Expiration Date
Apr 29, 2014
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HIRING A CANDIDATE
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| esson Goals

» Update Start Date
= Applies to Staff positions

= Hire a Candidate
= You need the Recruiter Role to ‘Hire’.
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Update Start Date

= = More Actions *
E] Tasks
Check for Duplcates. ..
.S Total Create Selff-assigned Task. .
Tasks assigned to me 0 4 Enter Grade. ..
Al staffing tasks 1] 9 Fll Out Form...
Requisitions [ Send Correspondence...
To be completed 0 B Start Onboarding Process. ..
Offers
Finalize Start Date ] 1 Bypass..
Change Step/status. .
B Capture Competitive. ..
é Capture Expectations...
Must be in the Candidate File HEHE_QE e
Rescind Offer...
\ Send Offer...
Update Start Date. .
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Update Start Date

J_ruhrep.:ﬁm-.sv|

Check for Duplcates.
— Create Self-assigned Task. ..
|v| Tasks = Enter Grade...
Fll Cut Form...
M Total [ Send Correspondence...
Tasks assigned to me 0 4 Start Onboarding Process. ..
Al staffing tasks - y 1} g
. Access Action in Tasks
Requisitions Channel. .. Bypass...
To be completed 0 5 ... or Access Change Step/status..
Offe from Candidate [
- File
Finalize Start Date 1 Capture Competitive...
é Capture Expectations. ..
Renege Offer...
Target Start Date Rescind Offer...
Mar 30, 2014 Remove the __Send Offer |

Start Date Tentative Flag

Apr 5, 2014, 8:00 AM |@ a ID Tentative :
Comments

Update Start Date..

Cancel 154
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Automatic Transactions for Filled
Requisitions

Requisition is Marked as "Filled"

Any candidates not already dispositioned
will be disqualified from the requisition

Hired Candidate may be marked as Withdrawn from
all other active submissions

Hired External Candidate changes to Internal
(either via integration with HRMS or Taleo Setting)
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TALEO ONBOARDING
(TRANSITIONS)
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Objectives

* Review the benefits of on boarding with Taleo
Transitions

 Review Example on boarding process flows

 View the different Transitions Interfaces and
Tasks Types

« Understand Task Management

« Understand Process Monitoring and
Management
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Benefits of Onboarding

Effective on boarding benefits your organization by:

« Streamlining distribution of printed materials to
the new hire by providing documents and
correspondence electronically

« Allowing different users to manage the

Processes from a centralized dashboard, the
Transitions Center

* Ensuring legal and policy compliance
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Benefits of Onboarding

Effective on boarding benefits new hires by:

« Optimizing time-to-productivity

« Creating an inspiring experience for new hires

* |Increasing new hire engagement and satisfaction

« Creating a consistent experience for all on
boarding participants
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Launch Onboarding (Transitions)

More Actions *

Check for Duplicates...
Create Self-assigned Task...
Send Comespondence. ..

= Start Onboarding (Transitions) New Hire Process. ..

art

bearding [Transitions) Pre-Hire Process...

Pre-Hire Process:

Criminal History
Disclosure

Mew Step [

Hire

Mew Status

Hired*

Hoaghing New Hire Process as
part of the Hire process:

Onboarding

siatus marked
with an
asterisk (*)
completes the
siep

Medical Faculty

| | Create a self-assigned task
|| Share candidate
| | Send correspondence

Process already started
Pre-Hire:  Criminal History Disclosure

@ Start Process
Type Select a process
=) New Hire Onboarding

1

Additional Informatic Medical Faculty Pre-Hire
* Pay Start Date ~ Onboarding

Wﬁﬂqﬂ-&
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Access Onboarding (Transitions)

A Recruiting Tasks Requisitions Ca

"m Onbeoarding (Transitions) ?E Gl‘UitEf‘

Requisitions
Candidates

Wi

Shiow information for

| o -
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Onboarding (Transitions) Center

Tasks | create

Refine by

| My Tasks + || Refresh
Name i Due Date
Confirm Drug Test Initiated Jun 2, 2014
Post Offer Invitation to Self Identify PDF Jun 2, 2014
Veteran Self Identify PDF Jun 2, 2014

Processes

Process Type Refine by

| Al + || In Progress + | | Refresh
Candidate/Employee 4 Process
Cooper Bradley Mew Hire 2014 v03.1 (w' HMCs)
Cowin Elliot Advanced ECffer 2014 v0.07.0

Tasks Assigned to you

CandidatefEmployee Priority @ Status Assigned to

Ryan, Molan Mormal Completed
Ryan, Molan Mormal Completed
Ryan, Molan Mormal Completed

Processes to Monitor

and Manage

61-75 out of 308 |

Job Title

PROTOTYPING_SCFTWARE ENGINEER 4

|-Mefwork Security Spclst 3

1

1-3outcf3 | 1

Owned by
Recruiter, Rhonda ~ Recruiter, Rhonda
Recruiter, Rhonda Recruiter, Rhonda

Recruiter, Rhonda ~ Recruiter, Rhonda

1-3outcf3 | 1

2 3 4 & 6 7 8 9 10 k| M

Start Date @ Status Progression

- In T
progress fatal

Jun 30, 2014 In h..
progress 3%
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Five Types of Tasks

 Fill-in Form
— Fill out an online form

« Manual

— Non-electronic Task outside Taleo, but marked Completed
In the system

 Open PDF
— Receive and open a PDF form

 Send Correspondence
— Automatic email sent. No action required.

« Content Page

— For candidates only. Can present rich text, images,
documents and URLSs.
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Execute Tasks - Forms

Tasks | create
Refine by
| My Opened Tasks ¢ || Refresh | 1-2 outof 2 | 1
Mame i Due Date Candidate/fEmployee  Priority Siatus Aszsigned to Owned by Actions
-3 Manager PDF Oct 23, 2013 Weber, John William Mormal  Inprogress  Tglez, alex Adams, Carla Execute Reassign

Mew Hire Information Form Feb 24, 2014 Candidate, Calvin Mormal  Inprogress  Tgllez, Alex Adams, Carla 53ign
- ™
e T Ny \'\.mw-—"‘ m‘h\-"'v"?

» Hardware Required

Mot Specified
Mot applicable
Desktop
Laptop

Tablet (Ipad)

Other Hardware

[
* Mobility
Mot Specified
Mot applicable
Cell Phone
Smartphone ?

Pager
Other Mobility

Complete requested
information and Submit

|_ Print | | Submit
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Execute Tasks — Open PDF

Tasks | creae

Refine by
| My Opened Tasks + || Refresh 1-3outof3 | 1
MName & Due Date: Candidate/fEmployee Priornly Stabus Assigned to  Owned by Aclions
Export Control Compliance Verification Form Apr 25, Cooper, Bradley Mormal  In Tellez, Recruiter, Execute
Boeing eSig 2014 progress Alex Prototype Reassign
Finalize S~ &5~ i o~y Mam e T — a7 Liser, System Reassign
o B- - @ A-E- & 2 R WA B S mD e
« W o1 T @ & @ g oew - ¥
restofe (2B EI 14D & $1 |72 (1k|$) & @ ® s16% - = (] , Tellez, Alex Execute
— ; Feassign
[Find P E & AIBA =0 X /OO S s

Please fill out the following form. If you are a form author, choose Distribute Form in | I
the Forms menu to send it to your recipients. Highlight Fields

Voluntary Self-ldentification of Disability
Form CC-305
'OMEB Contral Number 1250-0005
Expires
| Why are you being asked to complete this form? ||

Because we do business with the govemment, we must reach out to, hire, and provide equal opportunity to
qualified people with disabiliies.! To help us measure how well we are doing, we are asking you to tell us if
you have a disability or if you ever had a disability. Completing this form is voluntary, but we hope that you will
choose to fill it out. If you are applying for a job, any answer you give will be kept private and will not be used
against you in any way.

If you already work for us, your answer will not be used against you in any way. Because a person may
hecome disabled at any time, we are required to ask all of our employees to update their information every five
years. You may voluntarily self-identify as having a disability on this form without fear of any punishment
hecause you did not identify as having a disability earlier.

How do | know if | ¥~ - = Aisability? !
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Execute Tasks - Manual

Tasks | create

Refine by

| My Opened Tasks > | Refresh | 1-3outofd | 1
MName & Due Date: CandidatefEmployee Prority Status Assigned to  Owned by Aclions
Export Control Compliance Verification Form Apr 25, Cooper, Bradley Mormal  In Tellez, Recruiter, Execute
Boeino £Sig 2014 progress Alex Prototype Reassign
Finalize Start Date - : Mormal  In Tellez, Liser, System Reassign

Y Progress Alex
Post Offer Invitation to Self dentify PDF Jun 2, 2014 Eller, Carl Mormal  In Tellez, Tellez, Alex Execute

Task - Finalize Start Date R

The task view page confains read-only information about the task.

Language

| English (Base) :_|| Refresh | | | Deactivate | Configure

Properties | edit | Resssign || Gomplete Cancel

Mame
bart T
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New Hire Experience - Tasks Portal

Jered Weaver, you are signed in. | My Account Option = My Job Cart (0 items) | Sign Out

Candidates/New Hires are
N directed to the Career
Section to complete Tasks

5 Job Search My Jobpage

Backig A

of Taks Completed
| | Job: UAT Walkthrough *

Welcome to Temple
Due Date: May 6, 2016 Getting Started at Temple University

Acknowledegment of Welcome to Temple University! We are pleased that you are joining our diverse body of students, faculty and staff!

Confidential Information

Policy
Due Date: May 6, 2016

Acknowledgement of
Employee Manual & The

Rules of Conduct
Due Date: May 6, 2016

T

Workers Compensation

Rights & Responsibilities
Due Date; May 6, 2016

J

—

At Temple University we value our employees and advance our goals through the attraction and retention of a
quality workforce. We are committed to attracting, hiring, supporting, developing and recognizing Temple
University's most valuable resource, its PEOPLE. We view onboarding as an important part of our initiatives to
acclimate new employees into the Temple culture, in addition to being oriented to their specific job tasks and
associated work expectations.

Tasks are

accessed in
the left page

Please find links below to offer further assistance:

About Temple
Campus Maps & Directions
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New Hire Experience — Fill Forms

Back to All Tasks
1 of 3 Tasks Completed

Offer of Employment
Completed

Job: UAT Walkthrough *

Request For Information : Temple University
Mandatory fields are marked with a red indicator. 1

Request For Information Request for Information

Due Date: May 9, 2016

Please ensure your address is correctly listed below. If incorrect, DO NOT complete this
"My Account Options' located at the top of this page. Once in the "My Account Options' p
personal information and make the necessary corrections to your address. You must pr
address, not a P.O. Box. Once corrections are made, click on the Tasks tab to return to t

Hepatitis B Training
Due Date: May 8, 2016

Enter legal first and last name as it appears on official government documents.

*First Name Middle Name *Last Nam
Jered Weaver
Address (line 1) Address (lin
36 Angels Way

City State Zip/Postal Cm
Philadelphia Pennsylvania 92806

+Social Security Number Date of Birth *@Eender
550555555 F Mar [ 8 [ 1987 B Male

= \.l'ln'
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New Hire Experience - Content Page

Back to All Tasks
0 of 4 Tasks Completed

Job: UAT Walkthrough ™

Welcome to Temple
Due Date: May 6, 2016 Getting Started at Temple University

Acknowledegment of Welcome to Temple University! We are pleased that you are joining our diverse body of students, faculty and staff!
Confidential Information

Policy
Due Date: May 6, 2016

Acknowledgement of
Employee Manual & The

Rules of Conduct
Due Date: May 6, 2016

T

Workers Compensation

Rights & Responsibilities
Due Date: May 6, 2016

At Temple University we value our employees and advance our goals through the attraction and retention of a
quality workforce. We are committed to attracting, hiring, supporting, developing and recognizing Temple
University’s most valuable resource, its PEOPLE. We view onboarding as an important part of our initiatives to
acclimate new employees into the Temple culture, in addition to being oriented to their specific job tasks and
associated work expectations.

Please find links below to offer further assistance:

About Temple

Campus Maps & Directions
Parking Services

Stata nf Art Tech Center




1~/

Newbury

Consulring Group

Review Transitions Process Progress

Processes Review Progress:

Green — no tasks are past due

Process Type Refine by Red — tasks are past due

| All + || In Progress * || Refresh | 61-75 out of 308 |

Click to review

Candidate/Employee 4 Prox details Job Title
Cooper Bradley e w031 (w/ HMCs) PROTOTYPING_SOFTWARE ENGINEER 4 — In .llllll._|
| progress 88%
Cowin Elliot Advanced EOCffer 2014 v0.07.0 I-Metwork Security Spclst 3 Jun 30, 2014 In i.. |
MOress 0L
Sleps Review status of tasks in 115 0ut of 66 | 123 4 B
process
Mame Start Date  Due Date Status Assignees Actions
EOffer Apr B, 2015 r 10, 2015 | Completed | Wnona Candidate
EOffer System Task Apr9, 2015 izr 10, 2015 | Completed | Jacob Recruiter
EOffer Response Apr9, 2015 Apr 10, 2015 | Completed | Jacob Recruiter, Jacob Manager
Personal Information Request AprQ, 2015 Apr 13, 2015 | Completed | Wnona Candidate
|-9, Section 1 Apr9, 2015 Apr 14, 2015 | Completed | Wnona Candidate
|-9, Section 2 Apr9, 2015 Apr 13, 2015 | Completed | Jacob Recruiter
Confirm Drug/Physical and Fingerprint Test Results Apr9, 2015 Apr 14, 2015 | Completed | Jacob Recruiter
Security, Computer and EmailfMetwork Access Reguest  Apr9, 2015 Apr 13, 2015 | In progress | Jacob Manager Teminaie
Access Request Mofification Mot Started
Start New Hire Form Collection Apr9, 2015  Apr9, 2015 kﬂumpletﬂd /
3, 2 | i3
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Progression Bar

EhEI.% » The expected finish date is determined by:
» Duration of Tasks within a Process

— Flow

9%

T AEER » New Hire Start Date

63%

* Progression Bars are visual cues to the
progress of the new hire

* Red Progression Bars indicate the process
Is behind schedule

171
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Task Management - Reassign

You may reassign an individual task on an
as-needed basis.

Tasks | create
Refine by
My Opened Tasks | Refresh | 1-1outof 1 | 1
Name i Due Date Candidate/Employee Prionty Status Assigned io Owned by  Actions
Security, Computer and Email/Network Access Reguest Apr 13, 2015 Tellez, Alex Mormal In progress  Tgllez, Alex T1ellez, Alex Execuie] Reassign

Reassign a Task - Access_Request

This page allows you to reassign a task.

Search for a new system user.
Once completed, the user will

be assigned the task.

Properties

Marme Assigned to
Securty, Computer and EmailfNetwork Access Reguest ‘
| Search

Alex Tellez

| Save | | Cancel |
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Task Management — Modify Due Date

All tasks are assigned a Due Date. Attimes, itis
necessary to extend the Due Date.

Tasks | ceate

Click on the Task Name to drill

Refine by into the properties

My Opened Tasks | Refresh | 1-1outof 1 | 1
Name i Due Daie Candidate/Employee Priority = Status Assigned io Owned by Aciions
rSecunt-_.'. Computer and Email/Network Access Hechest] Apr 13, 20 Prog es
* Name Description

Security, Computer and Email/Network Access Request

Task - Security, Computer and Email/M

The task view page contains read-only information about the task.

\u\_v o P St Lo L e W

Language
Assigned to Cwned by
English (Base) | Refresh | | | Deactivate | Configure Alex Tellez Tellez, Alex
) Supervised b
F'ruperti&s | Edit l Reassign | Execute Pex Telez
— .
' n—— Click the calendar to modify e
o the Due Date.
Security, Computer and E . . . Priority D Dals
Click to Edit Task properties Normal |3 an3ns
i W T R | | | u |
Reference 173
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Process Management - Share

You may Share a process to allow another user
access to monitor progress

s ¢

Process Type Refine by "
Al In Progress | .
Process - Debra Candidate | sens corespondence l

This page allows you to see process information related to this candidate/femployee. More info
Candidate/Employee i

prbnlllole Eoh EOffer - On

Candidate Deb EOffer - Oy = h’
reieEE meeE “=*" General Information
! Cair" te External ECffer - On
* “WW MName Start Date
Debra Candidate Monday, Apri

From the Process List, Home Phone Mumber Click the Revoke Sharing Email Addre:
click the new hire’s 041-555-0202 link to remove a user(s) panagiod@m
name to manage.
Job Title Manager
OB Testing - Subs/PT / Payroll Option - DP Debra Mana

Click the Share link to
EICREN NSO Process | Preuiewﬁ Share | Revoke Sharing]l | Suspend | | | Restart | | | Cancel |
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Newbury
Consulring Group

Process Management —
Suspend/Resume/Restart/Cancel

« Suspend: Puts the process ‘on hold’. All due
dates are suspended

« Resume: Takes process ‘off hold’. Due dates
resume from this point.

« Restart: Start the process over from the
beginning.

« Cancel. Cancels the process.

Process | rreview | Share | Revoke Sharing Suspend | | Restart | | | Cancel
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Newbury

Consulring Group

Send Reminder

If a Task Is past due, you may send a reminder to the
task assignee.

Steps 1-15 out of 56 | 1 2 3 4 |[»
MName Start Date  Due Daie Status Assignees Actions
ECfer Apr 12, 2015 Apr 14, 21]1&_' Completed Christopher John Wilson
EOffer System Task Apr 12, 2015 Apr 13, 2015 Completed Helen HRBFP
EOffer Response Apr 12, 2015 Apr13, 2015 Completed Helen HRBP, Mike Manager
Personal Information Request Apr 12, 2015 Apr 14, 2015 Completed Christopher John Wilson
TaTata Apr 12, 2015 Apr 15, 2015 Completed Christopher John Wilson
I-8, Section 2 Apr 12, 2015 J_4, 201 51_“!n progress  Helen HRBP Terminate
T A . ; 2 el “\ e e p— "y et
Confirm Drug/Physical and Fingerprint Test Results v kﬂ?:tedu-\“f worl W \“‘“.*’ﬂ‘“"m’hﬁiminage}\_hi.,_,—._f'\__,_-r" v "‘x\‘ - H,f’ v
Start New Hire ywem Collection
N T s 3
Wilson, Christopher John
H HIE H Action Related Source
Click to drill into a Step that is In e o S o L8 Section 2. £xp 313112016
progress
Notifications | ea:
Task Assignment Correspondence (sent to assignees) Task Completion Correspondence (sent to owner)
|-8 Section 2 Task Moiification
Reminders | cresid | send immediate Reminder l
. . . _— Triggering Time Send Date Motification Message Actions
Click Send Immediate Reminder : ——
. The list of reminders is currently empty.
link
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