TAM Department
Hiring Manager

PROCESS GUIDE
HR TALENT ACQUISITI® TEAM

UC SANTA BARBARA




UC Santa Barbara HR Employment

Version Control

Version Date Author

1.0 5/11/2020 Darrell
Littleberry

Description
Screenshots from TAM Test environment



UC Santa Barbara HR Employment

TABLE OF CONTENTS

P REFACKE ... it et et et e e e e e e e e e e et eeeaaeaaaeaaaaaeaaaan s rees 5
HIGH LEVEL PROGCESS. ... ..ot ettt ettt ettt e e e e e e e e e e e e e e e e e s e s s araaeaeeeeeees 5
COURSE 1021CREATINGJIOB OPENINGS......cuuttiiiiiiiiiieteieeeees siiniiirsaeneeeeereeeeeeeaeees snnnnnsssnsnnnes 6
STEPL 8 CREATING A STANDARD OB OPENING ....vvtiiiitiieeesiiiireesssieessssnesessssssesesssssnnsessssessssssssenees 6
1 - Creating a standard job opening for single posSition ... 7

2 - ENtering JOD detailS .........ueiiiiiiiii e 8
Adding multiple positions to a standard jOb OPENING ......ccovieiiiiiii e sre e 10

3 - Entering qualifiCatioNS  ........iii i 12

4 8 Screening data (No required ACLION) ..o 12
5-Entering the hiring tEaM ... e e 13
Enter hiring team for internal department review (Optional) .......cccooiiiiieriiene e 14

6 - Entering the job POStING  ...ovvieii i 16

7 - Previewing the Job POSHING  .oueiiii e 17

8 - Submitting the Job OPENING ... 19

9 - Attaching JD report after submittal .............ccoooiiiiiiiiiii e 20
10 - Viewing job postings in candidate gatew AYS et 21
STERB - CREATING A CONTINUOUSIOB OPENING .....cuutieeiurieeesssiteeeeessieessassseesessssneesssnssseesssssees 23
1-Adding multiple position NUMDEIS .........ouiiiiiiiiieeie e 23

2 -Completing job detailS ........oiiiiiiiii 24
3 - Adding job posting for each POSItION ............iiiiii i e 27

4 - Viewing multiple job POSHNGS ....oooviiiiiiieiec e 29
COURSE 102- MANAGIN G JOB OPENING ......uuttiiiiiiiiiiiiitteieaees saasininnaneeeeeeeeeeeeeeeees aasnnnnnes 31
STEP4 3 REVIEWING & DISPOSITIONINGAPPLICANTS. ...eetteeiutieeeeesteeesesseeseasssneeeesssseeesssnssseesssseees 31
1 - Select job OPENING 10 MANAGE  coiieiiiiiiie e e e e e e e et e e e e e e e eeeaes 32

2 -Manage job OPENING oo e e ar 33
3-Updating the hiring teAM .......ooiiiiiii e 33
V2R (o] o I o] o =TT o To I (U g Tox i o) 1 TR 35
I (o] o o] o T=T a1 o 111 (= = UUPUPPRUPRPRN 35

6 - ApPliCation & FESUME FEVIEW  ...iiiiiiiiiii et e e e et e e e e e e eraaaaaas 37

7 - Printing applicant information ... 38
Print multi -applicant  PACKAGE  ....ooviieieeie ettt e sate e enneenreeas 40

8 - Dispositioning @pPliCANTS  ...uveiii e 41

9 - Other actions for @ppliCANIS  ...ciiiiiiie e 42
10 - Group actions for appliCANtS  ....ciiiiiiiee e 44
= T S (=Y = =T RSO URTSPPOP 44
= T F= o LT 1 (=Y Y/ =1 OSSR 45
Create INErVIEW EVAIUALIONS .......coiiiiiiiiiii ettt et se e st e st ee e s e e e seesteeesbeeesbeeenseeateeenseeabeesnbeesnbeesnseesnneenneens 45
T[T =T o] o] o= | A SRRSO 46

L L1 o] o] o= 11T L TP S SRR 50
Y=Y o BT g £ =] oo [0 [=] o Vo = U OURSR 55
STEFS - SCHEDULING INTERVIEWS......cttteeeutteteeestteeeestteesesasseeeessssseeeesansssesssssneeessnsseseessnssseeesansens 57
1 - Entering interview detalilS  ......ooiiiii i 57



UC Santa Barbara HR Employment

2 - Adding interviewers (OPLIONAI) ........evieruerriiiiiiiiiieiiie e 59

3 - Entering interview materials (Optional)  ......uiiiii e 60

4 - Entering interview Notes (OPtIONAI)  ....uiiiiii e 61

5 - Adding interview attachments (Optional) oo 62

6 - Customizing applicant/interviewer notifications (optional) ... 63

7 - Generating and up  loading an interview letter (optional) ... 65
STEFSB 0 ENTERINGINTERVIEVEVALUATIONS. ... iuttteeiteeesiteeessseeesseeessseeesssessssseesssseessneessnseesssseeeans 71

1 8 Creating INterview eValUation  .........ueiiiiiiiieeie e e e e e 71

2 d Creating interview evaluation from interview SUmmary  .....cccccieeeeeenniiiiiieee e 73

3 0 Entering final recommendation ... 74

4 9 Selecting @ CanAIAte  .........uviiiiiiiii e 75

5 0 Entering job Offer PropoSal  ......eiiiiiiiiiiiiiiiiiiiiie e 76
OTHERMANAGE JOB OPENING FUNCTIONS ......uttiiieiiiiriteessiiiee et e e s s e s s e e e s snnae e s e e e s 78
PriNTJOD OPENING ittt ettt e sttt e e e ennnnnne 78
ClONE JOD OPENING  ..eeiiiiiiiiiiiitiii e 81
Personalizing JOD CAtEJOIES  .....iiiiiiiiiiiieeiiei ettt ettt e e e e e e e e s e nnnnnnnnnnnee 82
COURSE 1038 HIRING IN TAM ...ttt et ettt e e e e e e s st e e e e e e aaaaneeee s 86
STEPI - SUBMITBACKGROUND CHECK (FROM TAM)....ciiiiiiiiiieee ittt sneee s 86

1 - Submitting a background check request from TAM ... 86

2 - Completing the background check via the Universal portal ~  ......ccoooiiiiii i, 88

3 - Reviewing background Statu = SN TAM .....uuiiiii e 91
STEPLO O PREPARE FORHIRE. ... uttiiiutiieitiiesitte sttt e st e ettt e bt e e et e e s st e e nab e e saae e e snbeeeseeennneas 94

1 - Starting the prepare for hire reQUEST  ....oiiiiiiiiiiieeie e 94

2 - Completing prepare for hire data €Ntry  ...oeeeeiiiiii e 95

3 - Launching search MatCh ... 97

4 - ReViewing Person Org SUMMAIY  ....uuuuuuuuaaaaaeaaeaeae e e e e e e e s e 98

5 - Selecting type of hire and action rASON ......ueeiiiiiiiii e 99

6 - Entering COMPENSAtION  TALA .......uvurriiiiiiiiiiiiiiiiiiiie ettt eeeeeenenenee 99

7 - Entering prepare for Nire COMMENTS  ....uuiiiiiiiiiiii e 100

8 - Generating the prehire audit FEPOIT ...ouiiiiiiiiiii e 101

9 - Submit hire reqUEST 10 UCPC ..o it nnennnne 102

10 - Final disposition of applicant POO0I ............ooviiiiiiiiiiiiiiiiieiieeeeeeeeeee 103

11 - Monitor hire request & view UCPC COMMENTS ........oovvviivimviiiiiiiiiiiiieieeeeeinnennnnnnnnns 104

12 - Resubmitting prepare for hire reqUEST ............ovvviiiiiiiiiiiiiiiieeiieeeeeeeeeeeeeeeee 106

13 - Vetting the Prepare for Hire reqQUEST ..........oovviiiiiiiiiiiiiiiiiieceeeeeeeeeeeeee e 108
LTI @S35 Y | /TSP PRRR P 113
GUIDE APPENDEX ... ttititeiiitititie et ettt s sttt e e e e ettt e e e e e st e e e e e e abbe e e ee naneeeeeeeaannees 114
TABLE OF ILLUSTRATNS . ...ccii ittt sttt ettt e e e e e ittee 2 e ettt e e e e s annbee e e e e e e annnn aaeeans 116



UC Santa Barbara HR Employment

PREFACE

This guide focuses primarily on the steps taken by the hiring managers to start and

compl ete recruitment. I tds designed to be a
procedural guidance, not a complete source of recruitment information . For specific
recruitment questions not covered in this document, please cont act the UCSB HR
employment team.

HIGH LEVEL PROCESS

The end -to-end recruitment process is comprised of three swim lanes for each of the
following key process stakeholders.

1 Departmental Hiring Manager

1 HROA Employment Team

91 Applicants (internal/external)

The process starts with the Hiring Manager creating a job opening and ends with
submitting the prepare for hire request to UCPath Center to hire the selected

candidate.
FIGUREL END TO END PROCESSVAP

TAM Tﬂ “ﬂl’ﬂ FUTURE STATE ( No- c m

Change Change Expected
!NII TO-END HIGH-LEVEL PROCESS FLOW

OACIS not After primary There is no AWE
|n(egrz(ed with TAM consideration period approval mvolved

Vendor changes from 10
Lots of new features lecRIgh( to Unrversal Su
" l I to make scheduling hlll!
D — -

©)

7
Make

Job Offer

Can be posted
to CG

Can dispositioned 1
from CG |

Reject
Updated look and
applicant experience

Department hiring managers will  perform the following major process steps.
Map Step  Process Step Description Key Change Impact

1 Create Job Openings Job posting is no longer the full job description
4 Manage Job Openings No change from current state
5 Schedule Interviews Optional but powerful functionality to use
5B Enter Interview Evaluations Will need to notify when candidate is selected
9 Submit Background Checks New vendor, Universal , is integrate with TAM
10 Submit Prepare for Hire Replaces template base hire  for staff non -students

hel
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COURSE 10XCREATINGJOB OPENINGS

STEP1 6 CREATING A STANDARDJOB OPENING

Hiring managers create job openings to recruit human resource talent.
Process Parameters

Inputs Process Impact Result
Position number(s) Required to save The position
9 Position numbers are the job opening number(s) is
requested in UCPath connected to the
job opening for
downstream
processing
Job description Key data to Provide key data
1 Available in OACIS complete the job requirements for
posting section job posting
Required Job Posting Sections These sections are Job posting for
1 Provided by HR required by HR to candidate
complete the job gateway with
posting for required job
approval description sections
consideration
Withprocess i nputs secured, | et ds r dypasdhatcanhbee t wo
created.
Type Process Impact Notes
Standard Job Opening requires asingle Facilitates recruiting for
position typically a single
candidate
Continuous Job Opening | Allows for multiple Facilitates recruiting for
position sto be added multiple candidates

j

ob

op
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1 - CREATNG A STANDARDJOB OPENING FOR SINGLE POSITION

Overview The job opening is the first official step of the recruitment process for hiring
managers.

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening

Tab Primary Job Opening Information

Procedures Select &Standard Requisition 8as the Job Opening Type
Accept *Business Unit default, 6 SBCMP &
a) Enter the Position Number
b) Change the defaulted Job Posting Title if desired
c) Click the yellow Continue button locate d in lower right corner

lllustrations

FIGURER TAM 101 CREATE JOBOPENING|PRIMARY JOB OPENING PAGE - STANDARD
Favorites = | Main Menu - » Recruiting~ > Create Job Opening

ORACLE

All ~ | Sgarch #r | Advanced Search

Primary Job Opening Information

¢§} Recruiting Home
Job Details =
@Job Opening Type ; Standard Requisition i
@ *Business Unit SBCMP Q. uC santa Barbara Campus
Department
Position Number Q

Job Code

Recruiting Location

@ *Job Posting Title

Profile Details =
Job Profile 2
Profile ID
i
Add Job Protd
@ Continue
Notes IGNORE: The Profile Details section as thisisnot used in our campus
process.

JobAidID 1.1
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2 - ENTERING JOB DEAILS

Overview This page is long and has many fields for data entry although most are not
required to complete the job opening.
Navigation  PeopleSoft Menu >Recruiting >Create Job Opening
Tab Job Details
Procedures  Complete the Job D etails tab below.
a) Do not change the *Template ID
b) Enter *Employee Class ification field
c) Enter other job detail fields as desired/required
lllustrations
FIGURB TAM 101 JOB OPENING| JOB DETAILS TAB
Favorites = Main Menu = > Recruitng= > Create Job Opening
ORACLE All ~ | search | Advanced Search
Job Opening
Save and Submit Save as Draft | mRecruiting Home | [=]Nofification | Start Over

Job Opening ID NEW
Job Posting Title BLANK AST 1

Job Code 004724 (BLANKAST 1)
Position Number 40066515 (BLANK AST 1)

Job Details Qualifications

Opening Information 7

@ *Template ID

Job Opening Type

Created
By

Created

*Openings to Fill
Target Openings

Available Openings

Establishment ID
Business Unit

Company

@ *Employee Classification

Department
Status Code

Status Reason

Screening

Status 005 Draft
Business Unit SBCMP (UC Santa Barbara Campus)
Department LIBR (LIBRARY)
Primary Recruiting Location 5118 (UCSB Campus)

Hiring Team Job Postings

2069/Q Requisition Default

Standard Requisition

10070202 Darrell Consultant Littleberry
01/17/2020
Limited Number of Openings -

1

1
SBCMP UC Santa Barbara Campus
ucs University of California
LIBR LIBRARY
005 Draft

ar
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Desired Start Date w1
B . Date| .
Projected Fill Date [ - -
) 5 ThisDate Authorize d
Date Authorized 2 q
[ field will be used by
' HR for the Prima
Referral Program ID| . . 17
o - r Consideration End
Locations 2 Date.
Location Location Description Primary Location
DAVID-1302 Davidson Library o
Add Location
Recruiting Locations ¢
g Area Recr Area Dy p Primary Recruiting Area Target Openings
5118 UCSE Campus 7 10
Add Recruiting Location
Positions
“Position Position Number Primary Position
BLANK AST 1 € 40066515 el i}
Add Position
Employees Being Replaced
*Employee ID Name
1 Q i
Add Employee @
Additional Job Specifications ¢ Find | View All First 4/ 10f1 (} Last
Job Code 004724 Q) # Primary Job Code
Staffing Information | 7
Region USA
Schedule Type System Default - Select Value
RegularTemporary Not Applicabl
Begin Date [+
End Date [
Shift Mot Applicable
Hours 40.00
Work Period [ Weekly )|
Travel P [ Never or rarely D
Salary Information |7
Salary Admin Plan SB Locally Assigned - PSS
From Grade X Grade X
From Step Q
To Grade Q
To Step Q
Salary Range From 16.795877 (Default From Job Code)
Salary Range To 26.852969 (Default From Job Code)
Pay Frequency Hour
Currency US Dollar
Add Job Code J Delete Job Code |

Save and Submit | | Save as Draft | | mRecruiling Home | [ Notification | Start Over Top of Page

Note : The Date Authorized field will be used by HRrecruiters to populate the primary
consideration date . Hiring managers should not use the field for data entry.
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ADDING MULTIPLEPOSITIONSTO A STANDARDJOB OPENING

Exceptionally, a hiring manager may need to increase the number of the Available
Openings field for a recruitment. TAM allows a standard job opening to have multiple
position s if the added positions all have the same:

0 Department

o Job Code

o Standard Hours
To add additional position numbers, follow the procedures in: Add Positions

FIGURE: TAM 101 JOB DETAILS TAB INCREASE AVAILABLE ®ENINGS

10
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> & ifuatOl.universityofcalifornia.edu/--IF/TUCS3J/InFlightViewer1/70/originalRequest/DisplayLang=ENG/Proxy/FI
Favorites ~ | Main Menu ~ > Recruiting~ > Create Job Opening
oOoORACLE | Aan ~ [ search | » | advancea search
Job Opening
Save | 7@} Recruiting Home | EE Clone | &% Create New | ¢& Print Job Opening
Job Opening ID 4678 Status 006 Pending Approval
Job Posting Title BLANK AST 3 Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004722 (BLANK AST 3) Department AASC (ARTS ADMIN SUPPORT CENTER)
Position Number 40073620 (BLANK AST 3) v a L ion 5118 (UCSB C.
Job Details || Qualifications || Screening || Hiring Team || Job Postings || Approvals
Opening Information 7
Job © T
Created 10070202 Darrell Litleberry
By

Created 04/23/2020

[ Limited of O

"0 to F

Target Openings 2
Available Openings 2

Establishment ID
Business Unit SECMP UC Santa Barbara Campus

Company UGS University of California

cl ([ Staff: Career

Department AASC ARTS ADMIN SUPPORT CENTER
Status Code 006 Pending Approval
Status Reason

Status Date 04/23/2020

Desired Start Date

Datel.
Projected Fill Date )
- Date Authorized 04/23/2020 i)

Referral Program 1D |

Contact!
Locations ¢
Location Location Description Primary Location
ELLIS-6629 Ellison Hall = §
Add Location
Recruiting Locations 7
Recruiting Area Recruitment Area Description Primary Recruiting Area Target Openings
5118 UCSB Campus - EI i |
Add Recruiting Location
Positions
“Position Position Number Primary Position
BLANK AST 3 @, 40073620 £ i |
Undergraduate Program Advisor ©, 40134400 [=] o
Add Position
Being
*Employee ID Name
1 o o
Add Employee
Job z Find | View All First (4) 10f1 (b Last
Job Code 004722 @ # Primary Job Code

Staffing Information 7
Region USA
Schedule Type Fixed
Mot

Begin Date =]
End Date =
Shift Not Applicable
Hours 20.00
Work Period | VWeekly

Frarvai (_Newver or rarely

o |

Salary Information 7

Salary Admin Plan UCCX CX Salary Plan
From Grade 108 004722

From Step

To Grade

To Step

Salary Range From 23190000 {(Default From Job Code)

Salary Range To 33.250000 (Default From Job Code)

200

Pay Frequency Hour
Currency US Dollar

Add Job Code ][ Delete Job Code
Save | | fR¥Recruiting Home | EEIClone | B% Create New | ¢ Print Job Opening Top of Page

L UCSBRecruiter....xIsx -

11
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Notes
Job Aid ID 1.2

3 - ENTERING QUALIEATIONSTHIS TAB NO LONGER XAILABLE
Overview Hiring managers will complete  Work Experience & Education  information.
Navigation  PeopleSoft Menu >Recruiting >Create Job Opening
Tab Quialifications
Procedures a) Selectthe *Highest Education Level

b) Enter the desired number in  Years of Work Experience

lllustrations

FIGURE TAM 101 JOB OPENING|QUALIFIC ATIONS TAB

Favorites = Main Menu = » Recruiting» > Create Job Opening
ORACLE' T p—
Job Opening

Save and Submit |  SaveasDraft | ¢§}Recruiting Home | [=Nofification | Start Over

Job Opening ID NEW
Job Posting Title BLANK AST 1
Job Code 004724 (BLANK AST 1)
Position Number 40066515 (BLANK AST 1)

Job Details Qualifications Screening Hiring Team Job Postings

Additional Job Specifications 7
Job Code 004724 Q Primary Job Code
Work Experience & Education 2

*Highest Education Level

C-HS Graduate or Equivalent

Add Work Experience and Education

Add Job Code Delete Job Code

Copy Qualifications from Primary Job Code

Save and Submit SaveasDraft = | f§}Recruiting Home | [=]Nofification | Start Over

Notes
Job Aid ID

Quallifications are no longer a tab
1.3

# | Advanced Search

Status 005 Draft
Business Unit SBCMP (UC Santa Barbara Campus)
Department LIBR (LIBRARY)

Primary Recruiting Location 5118 (UCSB Campus)

Find | View All First (4 10of1 (» Last

Years of Work
Experience

@0 ®

13

Top of Page

within TAM. Please skip over this section

4 0 SCREENINGDATA (NO REQUIRED ACTION

12
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Overview There is no action required of hiring managers on the Screening tab . Job
opening -specific screening questions were deemed out of scope for our
initial implementation  of TAM.

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening

Tab Screening

Procedures n/a

lllustrations

FIGURB TAM 101 JOB OPENING| SCREENING TAB

Favorites = Main Menu - > Recruiting= > Create Job Opening
ORACLE All * | Search Advanced Search
Job Opening

Sawve and Submit

SaveasDraft | #f}Red Do not make | Start Ower

Job Opening ID NEW changes on Status 005 Draft

Job Posting Title BLANK AST 1
Job Code 004724 (BLANK AST 1)
Position Number 40192795 (BLANK AST 1)

Job Details Qualifications

thlS tab Business Unit SBCMP (UC Santa Barbara Campus)
y Department DOST (DEAN OF STUDENTS)
Primary Recruiting Location 5118 (UCSB Campus)

Hiring Team Job Postings

Additional Job Specifications 7 Find | Wiew All First 4 1of1 b Last

Job Code 004724 &, ¥ Primary Job Code

Screening Questions 7

*Question Question Order Action
US Work: Eligibility Q 2 View Answers U
Eligible Working Age Q 1 View Answears I:[
Add Screening Question Load from Question Set
Applicant Screening 7
Max Total Points 0 Must Pass Previous Levels
Applicant Screening | 7
Saquance Screening Lavels
1 Wark Eligibility o
Add Screening Option
Add Job Code Dalete Job Code
Qe 5 from Primary Job Code
Sawve and Submit Save as Draft | fﬂl Recruiting Home | [=|MNotification | Start Over Top of Page
Notes The two questions included on the Screening tab are used to assesswork
eligibility. Please do not make any changes to this page.
Job Aid ID 1.4
5- ENTERNG THEHIRING TEAM
Overview The hiring team identifies key stakeholders in the recruitment process.

13
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Navigation  PeopleSoft Menu >Recruiting >Create Job Opening

Tab Hiring Team
Procedures See inte grated procedures in lllustration s section.
Illustrations

To enter the required hiring team sections for initial submittal of approval, follow the
procedures below,

a) Add recruiter sby clicking the Add Recruiter button
0 The recruiter may default automatically
b) Type first name of recruiter in  *Name field
c) Check onthe Primary checkbox , as needed
d) Add hiring managers by c licking the yellow Add Hiring Manager button
Follow steps b through ¢ above to select the Hiring Manager

FIGURE TAM 101 JOB OPENING|HIRING TEAM TAB

@

(@

ENTERHIRING TEAM FOR INTERNALDEPARTMENTREVIEW(OPTIONAL)

Hiring managers may want to facilitate an internal department review with other hiring
managers before submitting the job opening to HRfor approval.
a) Click the yellow Add Hiring Manager button to add hiring managers who you
want to grant access for the internal review - See Job Aid Entering the Hiring
Team for more procedures. Please note that any additional hiring managers that
you add, will be removed during the primary consideration phase of
recruitment.

b) Click the yellow Save as Draft butto n, instead the yellow the Save and Submit .

14





















































































































































































































































































































