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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

Favorites = Main Menu = > Recruiting= > Creale Job Opening
ORACLE All ~ | Search 7 | Advanced Search
Job Opening
Save and Submit | | SaveasDraft | | f§§Recruiing Home | [ Notification | Start Qver
Job Opening ID NEW Status 005 Draft
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Department FDSC (R & DH CARRILLO FD SVC)

Position Number 40066392 (COOK) Primary Recruiting Location 5118 (UCSB Campus)

Job Details Qualifications Screaning Hiring Team Job Postings

Assignments ¢
Recruiters (¢

*Name Recruiter ID Primary

Tori Stoeckingar @ Q10188420 @ v a
@ Add Recruiter Add Recruiter Team

Hiring Managers ¢

*Name Manager ID Primary
Darrell Littleberry &} 10070202 v o
@ Add Hiring Manager Add Hiring Manager Team
Save and Submit Save as Draft | | f§Recruiing Home | [=] Notification | Start Over Top of Page

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
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Thisaction will assign a Job Opening ID with a Status of &@raftd

i After about 15 minutes, the added hiring managers should see this Job
Opening ID through the Browse Job Openings page.

FIGURB TAM 101 JOB OPENING|ADDING H IRING MANAGERS FOR NTERNAL REVIEW
Favorites =

Main Menu « > Recruiting~ > Browse Job Openings
ORACLE
All ~ | Search Advanced Search
Job Opening
Save and Submit Save as Draft Delete | | #§¥Recruiting Home | © Search Job Opening | [=] Notification | #{[jPrevious Job Opening | >>
Job Opening |1D 4654 Status 005 Draft
Job Posting Title BLANK AST 1 Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004724 (BLANK AST 1)
Position Number 40189540 (BLANK AST 1)

Departmant DOST (DEAN OF STUDENTS)
Primary Recruiting Location 5118 (UCSB Campus)

Job Details Qualifications Seraening Hiring Team Job Postings

Assignments ¢
Recruiters |7
*Name Recruiter 1D Primary
Katherine Abad Q, 10074319 *l ﬁ
Add Recruiter Add Recruiter Team Only include the
— primary HM on
Hiring Managers (7 initial submittal.
*Name Manager ID Primary
Maria Ayilon ), 10035101 '[j
Darrell Littleberry 10070202 v a
Add Hiring Manager @ Add Hiring Manager Team
Interviewers 7

Mo Interviewers have been added to this Job Opening
Add Interviewer

Add Interviewer Team
Interested Parties | 7

No Interested Parties have been added to this Job Opening

Add Interested Party Add Interested Parties Team

\re and Submit Save as Draft Delete | 'ﬂRecluiling Heme | © Search Job Opening | [ Notification | ojPrevious Job Opening | ==

When your internal department review iscomplete, remove reviewing hiring managers
from the Hiring Team before submitting the job opening to HRfor approval.

Notes

Top of Page

Add Interviewers and add Interested Parties after the primary consideration
date has passed and the hiring manger ismanaging the job opening.
Job Aid ID 1.5

15
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6 - ENTERING THHOB POSTING

Overview The job posting is an integral part of the job opening that will be
viewable on the Candidate Gateway (s) by applicants.

FIGURB TAM 101 REQUIRED JOB POSTING SECTIONS

Posting Section s Required  Use Section Notes
Template
Position Information X Default
Pay & Work Schedule X Default
Summary of Job Duties X
Minimum Requirements X
Special Conditions of X Default Include Physical
Employment Requirements ( e.g.,
frequent heavy lifting > 50
Ibs.). Omitwhat is not
relevant.
Knowledge, Skills & Abilities X
Job Duties X Include percentages, job
functions, and tasks;
exclude order of
importance and
frequency
Equal Opportunity/Affirmative X Default
Action
Department Marketing
Statement
Desirable Requirements
Navigation PeopleSoft Menu >Recruiting >Create Job Opening
Tab Job Postings
Procedures See integrated procedures in lllustration s section.
Illustrations
a) Click the Add Job Posting button from the Job Posting s tab
FIGUREO TAM 101 JOB OPENING|JOB POSTINGS TAB
Favorites - Main Menu ~ » Recruiting~ > Create Job Opening
ORACLE' All ~ | Search Advanced Search
Job Opening
Save and Submit Save as Draft | 'ERec!uihng Home | [=]Notification | QPrinl Job Opening
Job Opening 1D 4440 Status 005 Draft
Job Posting Title BLANK AST 1 Business Unit SECMP (UC Santa Barbara Campus)
Job Code 004724 (BLANK AST 1) Department LIBR (LIBRARY)
Position Number 40066515 (BLANK AST 1) Primary Recrulting Location 5118 (UCSB Campus)
Job Details Qualifications Screening Hiring Team Job Postings
Job Postings
No job postings exist for this job opening.
Add Job Posting @
Save and Submit Save as Draft | "ﬂReG’ui'ljng Home | [ Notification | ¢&jPrint Job Opening Top of Page

b) Select a section *Description Type to add to the posting
c) Selectthe section *Visibility for the added section

16
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d) Select section Template to automatically populate information ( as setups are
available ) or enter desired information in the section textbox
0 Optionally use icons to format po  sting information
o Complete Job Posting Destinations dates for each Destination
e) A Remove Date is not required and may be left blank
f) If you enter a numberin  Posting Duration (Days) , TAM will automatically calculate
and lock the Remove Date

g) Preview the job posting by clicking the yellow Preview button

FIGURE1 TAM 101 JOB POSTINGS TABICREATING JOB POSTING
Favorites = ‘ Main Menu ~ > Recruiing ~ > Create Job Opening
ORACLE’

All ~  Search # | Advanced Search

*Visibility | Internal and External

JOD UESCIpUons | 7 FUSL N VO T U Last
@.@ﬁg" Type Share Posting Info 4 Template How to share a job posting §

fm}

HRa Q b

E A- @

A e ) Format Font ~||sizz ~ | B I U S @

Want to send these Job Details to a friend?
Copy and paste the link into the body of an email and send to your friend.

Mote: The link is only active while the job is open.

Add Posting Description Delete Posting Description

Job Posting Destinations 7 @

Destination *Posting Type Relative Open Date Post Date Remove Date :;:;Lr;“ Duration

) 0111712020 01/27/2020 @ 10 i
Company Website External Posting H

5 0 - On Approval Date ¥ 01117/2020 [ i ]

Company Website Internal Posting B 0 - On Approval Date

Add Posting Destination

oK Cancel Preview @

7 - PREVIEWING THE JOPOSTING

From the Job Posting stab, click the Preview button (see procedure g above )to view the
job posting

a) To view posting sections including Internal visibility, click the link to Switch to
Internal View

b) Once satisfied with your job opening, submit your job opening to HR for
approval b y clicking Return to Previous Page and clicking the Save and Submit

button in the bottom left corner of the Job Opening page ( not shown below ) &
See Submitting the Job Offer
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FIGURE2 TAM 101 JOB POSTING PREVIEW
Favorites = | Main Menu » Recruiting » > Create Job Opening

ORACLE’ Al = | Search

» | Advanced Search

Job Description - . . ,
This is the preview of the job posting . Of course,

Job Title BLANKAST 1 your job posting will include all required and desired
JobID 99999999999590 posting sections to create a full job posting.
Location UCSB Campus
FulliPart Time System Default - Select Value
Regular/Temporary Mot Applicable

Return to Previous Page; Switch to Internal View

Share Posting Info

‘Want to send these Job Details to a friend?
Copy and paste the link into the body of an email and send to your friend.
Note: The link is only active while the job is open.

Return to Previous Page Switch to Internal View

Notes
Job Aid ID 1.6
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8 - SUBMITING THEJOB OPENING

Overview
Navigation
Tab
Procedures
Illustrations

a) To save and submit your job opening
Submit button in the bottom left corner to submit the job openi

for approval

The hiring manager will submit the job opening to HR for approval.
PeopleSoft Menu >Recruiting >Create Job Opening

Job Details

See integrated procedures in lllustration s section.

for approval , click the yellow Save and
ng request to HR

FIGURE3 TAM 101 JOB OPENING|SAVE AND SUBMIT

Favorites = Main Menu

ORACLE’

Job Opening
Save

Job Opening ID 2874
Job Posting Title BLANK AST 1

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

Job Details Qualifications Screening

Opening Information 7

*Template 1D
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

Save and Submit Save as Draft

| ff}Recruiting Home | [=]Notification | Start Over

> Recruing > Create Job Opening

All v | Search 7> | Advanced Search

| #§YRecruiting Home | EElClone | (8, Create New | ¢ Print Job Opening

Status 006 Pending Approval
Business Unit SBCMP (UC Santa Barbara Campus)
Department LIBR (LIBRARY)
Primary Recruiting Location 5118 (UCSB Campus)

Hiring Team Job Postings Approvals

2068/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

Staff: Career ¥
LIBR LIBRARY
006 Pending Approval

Top of Page
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9 - ATTACHING JOB DESCRIPTIONAND JOB APPROVAL FORM AFTERSUBMITTAL

After submitting the job opening , the job opening will become available again from

the Browse Job Openings page (Status: @Pending Approval @), the Activity and
Attachment tab will be visible.

Note : Immediately after submitting the job opening , you will go back into the job and
attach the job description as well as your job approval form or email . Your job will be
available inthe Browse Job Openings page.

Toattach the job description after job opening submittal ,

a) Click the yellow Add Attachment buttonto a ttach job description and job
approval form to job opening

FIGURE4 TAM 101 MANAGE JOB OPENING|A CTIVITY & ATACHMENTS

Favorites = Main Menu - > Recruiting~ > Browse Job Openings » Manage Job Opening
ORACLE All = | Search Advanced Search
Manage Job Opening
Save | gaRetum | ¢} Recruiing Home | 4] Mext | (5 Create New | £ Clone | (43 Add Note | [T} No Category | ¢ Print Job Opening Personalize
Job Opening ID 4642 Status 006 Pending Approval
Job Posting Title BLANK AST 1 BusineSs Unit SOCMP (U ania barbara Campus)

Job Code 004724 (BLANK AST 1)
Position Number 40209280 (ELANK AST 1)

Activity & Attachments Details

Department INST (INSTRUCTIONAL DEVELOPMENT)

Job History

Date Subject Reason Action Taken By
04/06/2020 006 Pending Approval Darrell Litheberry
Searches

Mo searches are related to this Job Opening

Notes

No notes have been added to this Job Opening.
Add Nate

Attachments

File Name Description

Audience Updated Uploaded By
J0_Report-40209280.pdf @ J0O_Report-40209260.pdf +| 04/06/2020 2:25PM Darrell Litteberry i}
Expenses
No Expenses have been added to this Job Opening.
Add Expense
Save | guRetun | A} Recruiting Home | 4] Mext | & Create New | 55 Clone | (g3 Add Note | [} No Category | (5 Print Job Opening Top of Page
Notes If job opening is Approved : the hiring manager will receive an
email notification
If job opening is Denied : the hiring manager will
9 receive an email notification
9 be able to view the denial comments
1 can make required change  (s) and resubmit the job opening
for approval
To save your work not yet readyto  be submitted for approval by
clicking the vyellow Save as Draft button (nextto the yellow Save and
Submit button in bottom left corner of Job Opening page ).
Job Aid ID 1.8
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10 - VIEWING JOB POSTINGSIN CANDIDATE GATEWAYS

Overview

Navigation

Tab
Procedures
Illustrations

UCSB employees are internal applicants

jobs.

Access to the

UCPath,

a) Navigate to Self Service>Recruiting>

The job openings were posted to both Candida te Gateways (CG) as
setup in the job opening.

o Internal CG accessed via logging into UCPath

o External CG accessed via web link on the world wide web
PeopleSoft Menu >Self Service >Recruiting >UC Santa Barbara Careers
(Internal)
Job Search

See integrated procedures in lllustration s section.
and must only use the internal CG to apply for
internal CG isgranted by logging into UCPath. After logging into

UC Santa Barbara Careers

FIGURES TAM 101 INTERNAL CANDIDATE GATEWAY

Favorites = Main Menu = > Self Service» » Recruiing~ > UC Santa Barbara Careers
ORACLE’
All ~ | Search Advanced Search
Job Search Job Search | My Nolifications | My Activities | My Favorite Jobs | My Saved Searches | My Contaet Information Signad In as Darrell
Filter by Keywords Search Tips
R !'.Z Search Reset Search Save Search = More Oplions
UCSE Campus (4
Departmant Sort By | Posted Date 0
R & DH CARRILLO FD SVC (3) “sma'c';]“:"”"i e
i 4 )
LIBRARY (1) earch Results
Asgsistant Cook - 4443
Job Famil Department: R & DH CARRILLO FD SVC | Job Code: 005523 - COOK | Location: UCSB Campus | Job Function: Food Services
o0 Famlly Posted Date: 02/28/2020
General Services (3)
General Administration (1) BLANKAST 1 - 4440
Department: LIBRARY | Job Code: 004724 - BLANK AST 1 | Location: UCSE Campus | Job Function: Clerical | Posted Date: 02/28/2020
Job Function COOK - 4443
Food Services (3) Department: R & DH CARRILLO FD SVC | Job Code: 005523 - COOK | Location: UCSB Campus | Job Function: Food Services
Clerical (1) Posted Date: 02/28/2020
Senior Cook - 4443
Job Posted In Department: R & DH CARRILLO FD SVC | Job Code: 005523 - COOK | Location: UCSB Campus | Job Function: Food Services
2020002 (4) Posted Date: 02/28/2020
Apply Without Selecting a Job (7
Job Search | My Nolifications | My Activities | My Favorite Jobs | My Saved Searches | My Contact Information
Accesstot he external CG isgranted through a web link. External applicants will need

to create a user profile to apply for jobs.

UCSB employees should only use the internal CG to apply for jobs.
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FIGUREG TAM 101 EXERNAL CANDIDATE GATBNVAY

< C' & tucs3jcareerspub.universityofcalifornia.edu/psp/ucsb/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_APP_SCHJOB.GBL?Page=HRS_APP_SCHJOB&Action=U&FOCUS=Applicant&Siteld=31

CSANTA BARBARA

You can search and review jobs from this page without creating an account with us. When you are ready to apply, registering only takes a minute. Your online account allows you to upload your resume, apply for jobs and
access our onling career tools

Filter by Keywords

Search Tips

RRecruiting Location!
ucl?:SI;gCa:-lcpu:,(r:i) Search Reset Search Save Search = More Options

Department
R & DH CARRILLO FD 8VC (3)
LIBRARY (1)

4 matches found Sort By | Posted Date %

Search Results First (4 140fd » Last

Assistant Cook - 4443
Job Family Department: R & DH CARRILLO FD SVC | Job Code: 005523 - COOK | Location: UCSB Campus | Job Function: Food Services

. Posted Date: 02/28/2020
General Services (3)

General Administration (1) BLANK AST 1 - 4440
Department: LIBRARY | Job Code: 004724 - BLANK AST 1 | Location: UCSB Campus | Job Function: Clerical | Posted Date: 02/28/2020

Jab Function
COOK - 4443
Faod Services (3) Department: R & DH CARRILLO FD SVC | Job Code: 005523 - COOK | Location: UCSB Campus | Job Function: Food Services
Clerical (1) Posted Date: 02/28/2020
Job Posted In Senior Cook - 4443
2020002 (4) Department: R & DH CARRILLO FD SVC | Job Code: 005523 - COOK | Location: UCSB Campus | Job Function: Food Services

Posted Date: 02/28/2020

Apply Without Selecting a Job

Notes The external CG isdenoted by the www web address while the internal

CG has UCPath self-service navigation instead.
Job Aid ID 10.1
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STEP1B - CREATING ACONTINUOUSJOB OPENING

Overview Hiring man agers may need to create job openings to recruit for
multiple position s. Most of the steps are the same as creating a
standard job opening but there are a few differences.

Navigation PeopleSoft Menu >Recruiting >Create Job Opening
Tab Job Postings

Procedures See integrated procedures in lllustration s section.
lllustration s

a) Select &Continuous Job Opening 6for the Job Opening Type
b) Click the yellow Continue button

FIGUREL7 TAM 101 CREATE JOB OPENING|PRIMARY JOB OPENINGPAGE - CONTINUOUS
Favorites = Main Menu = * Recruiting= * Create Job Opening

ORACLE All = | Search Advanced Search

Primary Job Opening Information

A} Recruiting Home
Job Details | ¢
Job Opening Type| Continuous Job Opaning . @
*Business Unit SECMP C} uC santa Barbara Campus

Department Q

Position Number Q,

Job Code |

Recrulting Location 5118/Q, UCSE Campus

*Job Pesting Title Multiple Cooks Needed|

Profile Details -
Job Profile °
Profile ID View Profile
Q, View Profile i
Add Job Profile

@ Continue

1 - ADDING MULTIPLEPOSITIONNUMBERS

c) Click the yellow Add Position button to add position numbers

FIGURE8 TAM 101 CONTINOUS JOB OPENING| JOB DETAILS TAB POSITIONS §CTION
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Favorites v Main Menu + > Recruiting~ > Create Job Opening
ORACLE All ~ | Search » | Advanced Search
Referral Program ID :
Recruitment Contact v
Locations 7
*Location Location Description Primary Location
ELLIS-6828 |Q_ Ellison Hall v ii |
Add Location
Recruiting Locations 2
*Recruiting Area Recruitment Area Description Primary Recruiting Area Target Openings
5118 @_ UCSB Campus v 13
Add Recruiting Location
Positions
*Position Position Number Primary Position
COOK Q_ 40066392 % ii |
COOK AST Q40066393 ﬁ
COOK SR Q40070247 G
Add Position @
Employees Being Replaced
*Employee ID Name
1 Q i}
Add Employee
Additional Job Specifications ? Find | View All First 4 10of3 » Last
Job Code 005523 Q¥ Primary Job Code
Staffing Information 7
Region USA Q

2 - COMPLETINGJOB DETAILS

d) Complete Job Detail tab by entering these required fields for multiple positions:

(o]

0]
(0]
0]

Salary Range From
Salary Range To
Pay Frequency
Currency

When the job opening issaved /submitted, the message below will appear if the fields

above are

FIGURESYS TA

Message

Please enter Salary

""""8'&""""""!

not populated.

M 101 CONTINUOUS OB OPENING - ERROR MESSAGE

Range from, Salary Range To, Pay Frequency and Currency for Primary Job Code

FIGURRO TAM 101 CONTINUOUS JOB OPENNG| JOB DETAILS REQUIRED SALARY INFORMATI®
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Favorites « Main Menu ~ » Recruiing~ » Create Job Opening
ORACLE’
All ~ | Search # | Advanced Search
1 Q a
Add Employee
Additional Job Specifications ' 7 Find | View All First 4 10of3 » Last
Job Code 005523 Q, # Primary Job Code

Staffing Information 7
Region |USA Q,
Schedule Type | Variable
RegularTempaorary _Not Applicable

A | an

Begin Date [31)
End Date [#)

ar

Shift| Mot Applicable
Hours 40.00
Work Period |_Weekly

| |

Travel Percentage | Never or rarely

Salary Information | ¢

Salary Admin Plan|UCSX Q, SX Salary Plan
From Grade 133 Q 005523
From Step Q,
To Grade Q
To Step Q,
Salary Range From|19,000.000000 (Default From Job Code)
Salary Range To 55,000.000000 (Default From Job Code)
Pay Frequencyl_Blrweeky )
Currency_US Dallar .
Add Job Code Delete Job Code
Save and Submit Save as Draft | | ¢§}Recruiting Home | [ MNoification | Start Over Top of Page

Hiring managers will then enter the Hiring Team as described for the standard job
opening 08 See Job Aid Entering the Hiring Team for more procedures . After entering
the hiring team, the hiring manager will move on to creating the job posting.

e) Add the job posting by clicking the Add Job Posting button

FIGURR1 TAM 101 CONTINUOUS JOB OPENNG| JOB POSTINGS TAB
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Favorites v | Main Menu ~ > Recruitingw > Create Job Opening

ORACLE All ~ | Search 7 | Advanced Search
Job Opening
Save and Submit | | SaveasDraft | | #f}Recruiting Home | [~ Notification | Start Over
Job Opening ID NEW Status 005 Draft
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Department FDSC (R & DH CARRILLO FD SVC)
Position Number 40066392 (COOK) Primary Recruiting Location 5118 (UCSB Campus)

Job Details Qualifications Screening Hiring Team Job Postings

Job Postings 7
No job postings exist for this job opening.

Add Job Posting @

_ Save and Submit | | Save as Draft | | ¢§}Recruiting Home | =] Notification | Start Over Top of Page

f) Enter the job *Posting Title and follow the instructs in the Creating a Job Opening
9 Formultiple positions, you must create a job posting (e.g., if there were
multiple cook positions all at the same level) but you may create multiple
job postings (i.e., one for each level of a multiple level recruitment ).

g) Click the yellow OK button after you have finished adding and entering all of
your job Posting Descriptions and Job Positing Destination information.

FIGURR2 TAM 101 CONTINUOUSJOB POSTING|POSTING INFORMATION PAGE

Favorites - | Main Menu ~ » Recruiting~ » Creale Job Opening
ORACLE All ~ | Search | Advanced Search
T USUNIY IOTTa ey

Job Postings 7

Posting Title COOK

Job Descriptions 7 First 4 1of1 » Last

“Deseription Type _Position Information 3]
*Visibility [_Internal and External %)
XEa @ - Qb3 =@ &= Q || Nomal - || Font || sz -||B I U S '
[El2 == = = & A-B- o)
This is where the job posting information is entered for this Position Information section |
Add Posting Description Delete Posting Description

Job Posting Destinations 7
Destination *Posting Type Relative Open Date Post Date Remove Date :;“;;:i“ N
Company Website ((internal Posting %) ([0 - On Approval Date *) 0202712020 ] i §
Company Website (_External Posting %] [ 0 - On Approval Dale +) 020272020 ] i §

Add Posting Destination

@ OK Cancel Preview
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3 - ADDING JOB POSTINGFOR EACH POSITION
h) Click the yellow Add Job Posting button to add the next job posting if desired

FIGURE3 TAM 101 CONTINUOUSJOB OPENING|JOB POSTINGS TAB

Favorites « Main Menu = » Recruitihg~ * Create Job Opening
ORACLE’
All = | Search » | Advanced Search
Job Opening
Save and Submit Save asDraft | | f§}Recruiting Home | [=]Nofification | Start Over
Job Opening 1D NEW Status 005 Draft
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Department FDSC (R & OH CARRILLO FD SVC)

Job Code 005523 (COOK)

Position Number 40066392 (COOK) Primary Recruiting Location 5118 (UCSE Campus)

Job Details Qualifications Screening Hiring Team Job Postings

Job Postings ¥
Primary Posting Title

v ]

Postings

COOK

Add Job Posting @

Save and Submit | | Save asDraft | | ffjRecruiting Home | [="| Notification | Start Over

Top of Page

Repeat steps e d h above to add additional job posting as desired.

The illustration below isadding a second job posting for the Assistant Cook level. When
y 0 u Ofwighed creating the job opening, click the yellow Save and Submit button to

submit to HRfor approval.
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FIGURER4 TAM 101 CONTINUOUS JOB OPENNG| POSTING INFORMATIONPAGE

Favorites + | Main Menu = » Recruiting= > Create Job Opening
ORACLE’ All ~ | Search % | Advanced Search
Posting Information
Job Postings 7
[ *Posting Title Assistant Cook ]
Job Descriptions ¢ First 4 10of1 } Last
*Description Type _Position Infi ion %) late | s
v (_Intenal and External $)
2R @« Qi =T Ee Q) Nomal - || Font sze - B I U & :
Elz 2= 2=« A B N
This is where the position information will be entered for the Assistant Cook level of this mcruiirnenﬂ
Add Posting Description Delete Posting Description
Job Posting Destinations 7
Destination “Pasting Type Relative Open Date Post Date Remove Date :;f:;:‘}“ Diaton
Company Website |_Internal Posting ¥| [0 - On Approval Date ¥ | 02272020 ] o
Company Website |_External Posting ¥| [ O - On Approval Date ¥ | 02/27/2020 ] o
Add Posting Destination |
oK | Cancel ||  Preview
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4 - VIEWING MULTIPLBOB POSTINGS

Thisillustration shows the result of adding a job posting for each cook level.

FIGURES5 TAM 101 CONTINUOUS JOB OPENNG| JOB POSTINGS TABJOB POSTINGS SECTION

Favorites = Main Menu ~

ORACLE’

Job Opening

Save and Submit Save as Draft

Job Opening 1D NEW
Job Posting Title COOK

* Recritng~ > Create Job Opening

All ~ | Search 4 | Advanced Search

| ¢8}Recruiting Home | [=] Netification | Start Over

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

Job Code 005523 (COOK) Department FDSC (R & DH CARRILLO FD SVC)
Position Number 40066392 (COOK) Primary Recruiting Location 5118 (UCSEB Campus)

Job Details Qualifications Screening Hiring Team Job Postings

Job Postings 7

Postings Primary Posting Title
COOK v i
Assistant Cook ﬂ
Senior Cook i |
| Add Job Posting

Save and Submit Save as Draft | | ¢§}Recruiting Home | [] Notification | Start Over Top of Page

Notes
Job Aid ID

ltem Email
Notification

1 The hiring
manager
will receive
an email
notification
when a job
opening is
successfully
submitted
to HR for
approval.

2 Below is the
Approval
emalil
notification

1B.1

JOB OPENING PROCESS NOTIFICATIORN

Screenshot

FIGURR6 TAM 102 8 JOB OPENING SUBMITTED EMAIL

n [}
&

Job Opening Submitted inbox x

tucs3j@universityofealifornia.edu 2:18 PM (2 minutes ago) Yy
to darrell.littleberry ~

The following Job Opening has been submitted.

Job Opening ID: 2874
Posting Title: BLANK AST 1

To view this Job Opening, visit:

Page=HRS JOB_OPENING&Aclion=U&HRS_JOB_OPENING_|D=2874

4. Reply » Forward
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sent to the FIGURR7 TAM 102 JOB OPENING APPROVED EMAIL
submitter Job Opening ID (2874) BLANK AST 1 has been Approved intox x B &
tucs3j@universityofcalifornia.edu 5:44 PM (1 minute ago) Yy 4

to darrell.littleberry ~

The following Job Opening has been "Approved"”.

Job Opening ID: 2874
Posting Title: BLANK AST 1

To view this Job Opening, visit:

Page=HRS JOB_OPENING&Action=U&HRS JOB OPENING ID=2874

& Reply ®» Forward

NEXT PROCESS STEP

HR will need to disposition (approve or deny ) the job opening request.
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COURSE 1® - MANAGING JOB OPENING

STEP 4 REVIEWNG & DISPOSITIONNG APPLICANTS
Hiring managers review the application and related information provided by the
applicant through the application process. After the primary consideration date has
passed, hiring managers will be able to manage their job openings.

Process Parameters
Letds review the process parameters.

Inputs Process Impact Result

Primary consideration Hiring managers will Applicants who are

date for applications has be able to view the associated with the job
passed job opening via opening can be reviewed

T Check with HR for ~ Browse Job Openings and managed
guestions about
PC period

With this processinput secured, | etds review how to manage t
reviewing applicant data, dispositioning applicants, scheduling interviews and more.
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1-SELECT JOB OPENING@O MANAGE

Overview Hiring managers can select the desired job opening to manage.
Navigation PeopleSoft Menu >Recruiting >Browse Job Openings
Tab n/a
Procedures a) click the blue Posting Title link to manage the job posting
Illustration s
FIGURR8 TAM 102 BROWSE JOBOPENINGS PAGE
Favorites » Main Menu ~ > Recruiting+ > Browse Job Openings
ORACLE All ~ | Search > Advanced Search

Browse Job Openings

@aRetumn | #}Recruiting Home | §§ Browse Applicants | &3 Search Job Openings | & Create Job Opening

Search job openings )
010 Open [X] | Clear All Filters
Filter by 17 matches found.
Job Openings
ber (13) Job ID Posting Title Category f::::ll;':g Department
Created by Me (4)
Hiring Manager (3)
Primary Hiring Manager (3) 2874 BLANKAST 1 @ C} UCSB Campus LIBRARY
Notes To see a job opening, you may need to click the Clear All Filters link
above as the page defaults to Open jobs.
Job Aid ID 4.1
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2 - MANAGE JOB OPENING

hiring managers will be

Overview From the Manage Job Opening component,
able to compr ehensively manage all recruitment functions.
Navigation PeopleSoft Menu >Recruiting >Browse Job Openings
Action Click the blue Posting Title link
Procedures See the Job Opening Functions below .
lllustration s

Below isthe Manage Job Opening component

FIGURER9 TAM 102 HM WORKBENCH

Favoites» = MainMenus > Recruiing= > Browse JobOpenings > Manage Job Opening
ORACLE All ~ | Search Advanced Search
Manage Job Opening

gaReturn | #f}Recruiting Home | &3 Search Job Openings | 4| Next | &} Create New | GEIClone | %, Refresh | [41Add Note | {")JNo Category | ¢ Print Job Opening
Job Opening ID 2874
Job Posting Title BLANK AST 1
Job Code 004724 (BLANKAST 1)
Position Number 40066515 (BLANK AST 1)

Status 010 Open
Business Unit SBCMP (UC Santa Barbara Campus)
Department LIBR (LIBRARY)

Applicants || Applicant Search || Applicant Screening || Activity & Attachments || Details
Al Applied Reviewed Screen Route Interview Offer Hire Hold Reject
[y} (U] (0) (0 () (0) (@) 0) (0) (0)
Applicants 7
Select Podcad s ‘L"“R'I’:I‘,‘u‘:r‘;’”“"' Applicant D Type Disposition Disposition  ppplication Date  SPC
Darrell Applicant
Litteberry 70389 External Applied 01/21/2020
SelectAll  Deselect All ~ Group Actions

goRetum | ¢}Recruiting Home | &5 Search Job Openings | 4ff Next | & Create New | EEIClone | 4, Refresh | [iAdd Note | {7} No Category | ¢jPrint Job Opening

(alsoreferred to as the HM Workbench )

Home Worklist Add to Favorites

| Help | Personalize Page

Personalize

UC Work Experience
(0)

Mark

Application Resume  Interest s

im} B AaaX @2

Top of Page

3 - UPDATING THEHIRING TEAM

After the primary consideration date , hiring managers will be able to add interviewers,
interested parties and other hiring managers as desired to their hiring team .

a) Click the Details tab
b) Click the Hiring Team
c) Click the yellow Add Hiring Manager
d) Click the yellow Add Interviewer

button to add interviewers

button to add additional

hiring managers

e) Click the yellow Add Interested Party button to add interested parties
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FIGUREBO TAM 102 HM WORKBENCH|DETAILS TAB- HIRING TEAM
Favorites = Main Menu = > Recruiitng= > Browse Job Openings

ORACLE'

All ~ | Search Advanced Search
Job Opening
Save || gmReturn | ¢f}Recruiting Home | EEICione | (5 Create New | #[]|Previous Job Opening | 4/f|Next Job Opening
Job Opening 1D 4443 Status 110 Filled/Closed
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Department FDSC (R & DH CARRILLO FD SVC)
Position Number 40066392 (COOK) @ Primary Recruiting Location 5118 (UCSB Campus)

Applicants || Applicant Screening Activity & Atachments

Job Detalls | CQualifications | Screening | | Job Postings | Approvals

Assignments ¢
Recruiters ¢
“Name Recruiter 1D Primary
Katherine Abad Q) 10074318 7 EI
Add Recruiter Add Recruiter Team
Hiring Managers 7
“Name Manager ID Primary
Darrell Littleberry Q, 10070202 v ﬁ
@ Add Hiring Manager Add Hiring Manager Team
Interviewers. | 7

Mo Interviewers have been added to this Job Opening
Add Interviewer Add Interviewer Team

Interested Parties ' 7

“Nama Emipl ID

Maria Ayllon Q. 10035101 D
@ Add Interested Party Add Interested Parties Team /

Save | | gmRetun | ¢g}Recruiting Home | EEIClone | (5 Create New | #[]]Previous Job Opening | /i Next Job Opening

Top of Page

Notes Interviewers listed in the hiring team  will automatically default into
the Schedule Interview page. You can delete defaulted interviewers

and add new interviewers inthe  Schedule Interview page.

Interviewer who are listed in the  Schedule Interview page will

automatically be  able to complete an interview evaluation

Service . If you do not want interviewers to complete an interview

via Self-

evaluation in TAM, delete them from the Schedule Interview page .

Interviewers listed in the Hiring Team tab, are NOT automatically

given the ability to complete an interview evaluation via Self-Service.

Job Aid ID 4.2
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4 - JOB OPENING FUNCTIONS

Overview
Navigation

Action
Procedures

lllustration s

The Manage Job Opening component isthe hub for recruiting
functions .

PeopleSoft Menu >Recruiting >Browse Job Openings

Click the blue Posting Title link
Click

a) Application icon to review a p p | i capplicaios

b) Resume icon to review a p p | i crasurhed s

c) Interest icon to rate interest in the applicant

d) Mark Reviewed icon to denote the applicant has been
reviewed

e) Route icon o6 option not functional for hiring mangers

f) Interview icon to schedule an interview for the applicant

g) Reject icon to end the recruitment process for the applicant

h) Printicon to generate a printable PDFreport of applicant
information

i) Other Actions sub-menu to execute downstream processing
functions such as submitting a background check or to
prepare the applicant for hire

FIGURB1 TAM 102 RECRUITINGFUNCTIONS

Type Disposition

Disposition
Reason

@ @ @ @ @Pemonalize| Find | ViewAl | 21| [ First (4 10f1 ) Last
Mark

Application Date SPC Application Resume  Interest Route Interview Reject Print

Reviewed

External  Applied 01/21/2020 [m} B AieX @ k) ) Q ~Other Actions @
Notes
Job Aid ID 4.4
5-JOB OPENING FILTERS
Overview The manage job opening filters automatically tracks the applicant pool
based on where they are in the recruitment process.
Navigation  PeopleSoft Menu >Recruiting >Browse Job Openings
Action Click the blue Posting Title link
Procedures Click
a) All to see the total applicant pool
b) Applied to see applicants who completed the application process
c) Reviewed to see applicants who have been marked reviewed
d) Screen to see applicants who have been screened
e) Route to see applicants who have been route to others for response
f) Interview to see applicants who are in the interview stage of the
process
g) Offer to see applicants who are in the job offer stage of the process
h) Hire to see applicants who were hired for this job opening
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i) Hold to see applicants who on hold in the process (usually used to
hold second choice candidate pending offer of 1stchoice )
j) Reject to see applicants who have been rejected thus ending their
candidacy
k) UC Work Experience to see applicants who indicated they have UC
prior work experience
[llustration s

FIGURBE32 TAM 102 PROCESS FITERS

All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
@ 0 © © 0 O 0 00O ©
Below are the visible statuses seen by the applicant in the Candidate Gateway through

the process.

FIGURB3 TAM 102 CANDIDATE GATEWAY APPLCANT VISIBLE STATES

&
Code Disposition Reason Corresponding Status Visible in Candidate Gateway
Draft Not Submitted
Applied Application Received
Reviewed Application under Review
Screen Application under Review
Route Application under Review
Hold Application under Review
Interview Routed for Further Consideration I
Offer Offer
Offer Accepted Offer Accepted
Ready to Hire Hire in Progress
Hired Hired
Reject No Longer Under Consideration
Withdrawn No Longer Under Consideration

The applicant, Darrell, can see the  Status field in the Candidate Gateway under the My
Activities link.

FIGURB4 TAM 102 CANDIDATE GATEWAY| MY ACTIVITIES

My Activities {iob Searchi | My Naliﬁcatlonso My Activities | My Favorite Jobs | My Saved Searches | My Account Information Signed In as Darrell | Sign Out

Display applications from | All Applications

Applications
Job Title Job ID Location ( Status \ Date Created Date Submitted Withdraw Application

COOK 4443 Ellison Hall No Longer Under Consideration 03/04/2020 9:04AM  03/04/2020 9:04AM Withdraw
BLANK AST 2 Needed! 4599 5:;‘:;”'“9"‘5' Health& | o1 submitted 03/30/2020 6:19PM Withdraw
BLANK AST 2 4626 University Center Hire in Progress 03/30/2020 7:35PM  03/30/2020 7:35PM Withdraw
Front Office 4616 Ellison Hall Not Submitted 04/06/2020 12:54PM Withdraw
Front Office 4816 Ellison Hall Not Submitted 04/06/2020 12:56PM Withdraw
EXECAST 3 4653 Bio Sciences Annex Offer Accepted 04/07/2020 5:3dPM  04/07/2020 5:34PM Withdraw
Reception 4815 Santa Cruz Island Reservg Offer Accepted 04/07/2020 6:05PM  04/07/2020 6:05PM Withdraw

BLANK AST 2 Needed! 4599

gz:;::”me”‘a' Health & \ o oiication Under Review  / 04/15/2020 4:32PM  04/15(2020 4:32PM Withdraw
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Notes

Job Aid ID

The filtered tab s automatically populate based on the
value.
4.5

Disposition status

6 - APPLICATION & RESUMBREVIEW

Overview Hiring managers will be able to review applicant information clicking the
appropriate icon.
Navigation  PeopleSoft Menu >Recruiting >Browse Job Openings
Action Click the blue Posting Title link
Procedures a) Click Application icon to review the a p p| i capplication
b) Click Resume icon to review the ap p | i crasurmed s
Application Resume
o B

lllustrations

FIGURB5 TAM 102 HM WORKBENCH| APPLICATION AND RESUME REVIEWCONS

Favorites = Main Menu = > Recruiting» > Browse Job Openings > Manage Job Opening
Home Worklist Add to Favorites
ORACLE All | Search Advanced Search
‘ Help | Personalize Page
Manage Job Opening
goRetum | ¢} Recruiting Home | & Search Job Openings | yfjNext | & Create New | E§IClone | #, Refresh | (43 Add Note | {"}No Category | ¢5jPrint Job Opening Personalize
Job Opening ID 2874 Status 010 Open
Job Posting Title BLANKAST 1 Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004724 (BLANK AST 1) Department LIBR (LIBRARY)
Position Number 40066515 (BLANK AST 1)
Applicants || Applicant Search | Applicant Screening || Activity & Attachments || Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
U] (1) (0) (0) (0) (0) (0) 0) (0) (0) (0)
Applicants 7
sct  Aepieat Qe D appleant - ppplcantio  Type Disposition Oispasilon pppicaion Dats PG Application Resume  Intorest i)
Darrell Applicant
Litoter 70388 Extenal  Applied 0112172020 i} B e X @
Select All Deselect All = Group Actions
goRetum | ¢} Recruiting Home | &3 Search Job Openings | 4f]Next | 8 Create New | EFIClone | ¢, Refresh | [ Add Note | ["JNo Categery | 5 Print Job Opening Top of Page

Thisisthe page that appears when you click the Application icon.
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FIGUREB6 TAM 102 HM WORKBENCH| MANAGE APPLICATION PAGE

Favorites + Main Menu > Recruiting > Browse Job Openings

ORACLE’

All ~ | Search

» Manage Job Opening

> Manage Application

Advanced Search

Manage Application

goReturn | ¢fjRecruiting Home | [[faSearch Applications | #[]Previous | 4[f[Next | @Print | %, Refresh

Applicant

Name Reese Witherspoon Preferred Contact Not Specified

Applicant ID 144176 Phone 703/901-4737

Applicant Type External Applicant Email lorl.stoeckinger@hr.ucsb....

Status 010 Active Address 1234 Los Olivos

Santa Barbara, CA 83105
Jobs Applied 4

Process Application
Disposition 110 Reject

Reason Candidate pool identified

Interest 70T M [G# Mark Reviewed

Date 04/02/2020

Application and Resume
Personal Information

Questionnaire || Other || UC Affiliation

POI Type Unknown
Eligible to Work in U.S. No

Are you a former employes No

Previous Termination Date

Preferences
Desired Start Date
RegularTemporary Regular
Full’Part-Time Either
Willing to Relocate No
Willing to Travel No
#  Life Insurance....pdf A
Notes

Personalize

Job Opening

Job Opening ID 4443
Job Posting Title COOK

Status Closed

Job Code 005523 (COOK)

Recruiter Katherine Abad Job Type Continuous

Hiring Manager Darrell Littleberry Position Number 40066392 (COOK)

Salary Range 19,000.00 to
55,000.00 USD/BI-w

[ Interview @ Reject = Other Actions
Attachments (7
Aftachment  Attachment Apply to
Attachment e Type B Uploaded By
Copy and Pasted Resume Actress Resume

This_is_my_co

This_is_my_cover_|etter.p... ver_letier.pdf

Cover Letters

Work Experience

No Work Experience has been added to this applicant's profile.

Education Level

Highest Education Level I-Master's Level Degree

letter) in the attachment section of the application.

Job Aid ID 4.6

Business Unit SBCMP (UC Santa Barbara

Campus)
Department FDSC (R & DH CARRILLO
FD SVC)

Reese Witherspoon

Home

Personalize

Last Updated

03/04/2020
10:33AM

03/04/2020
10:33AM

As noted Figure 36, You can view a  dditional attachments (resume/cover

7 - PRINTING APPLICANTNFORMATION

Overview Hiring manager may Printa p p | i capplitafios information.
Printing applicant information allows hiring managers to see what
content are available and select desired information. Below isjusta
sample of what isavailable.

Navigation PeopleSoft Menu >Recruiting >Browse Job Openings

Action Click the blue Posting Title link

Procedures a) Click the Printicon

Print
=]
b) Select the application report options to print on the report
C) Click the yellow Generate Report button in the bottom left
corner of the page
lllustration s
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FIGURB7 TAM 102 PRINT ICON

Personalize | Find | ViewAll | (3| [E§  First 4 10f1 (b Last
Type Disposition Disposition  Application Dats spc Application Resume Interest ek Route Intorview Reject Print
External Applied 01/21/2020 [im] B & <) 4} 7] a8 ~ Other Actions
FIGUREBS8 TAM 102 PRINT APPLICATIONREPORT OPTIONS
Favorites = Main Menu ~ » Recruiing ~ > Browse Job Openings » Manage Job Opening
ORACLE All ~ | Search 7> | Advanced Search
Application Report Options
Applicant Name Darrell Applicant Littleberry Job Posting Title BLANK AST 1
Applicant ID 70389 @ Job Opening ID 2874
Disposition 010 Applied A
Application Detail Questionnaire Type
Select Application Detail :::I'I:.:']L Select Questionnaire Type g‘:?l':;:
Preferences v Basic Screening
Referral Sources Basic Eligibility
Work Experience v Minimum Qualifications
Education Level v Quality Ranking
Training Preliminary
Degrees v Final
Honors and Awards Pre Screening

FIGURB9 TAM 102 PRINT APPLCATION| GENERATE REPORT BUON

Exclude sections with no content available

Save My Selections

Generate Report @

Return to Previous Page
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PRINTMULTFAPPLICANT PACKAGE

You can create an information package for multipl e selected applicants that will be
emailed to you using the following steps.

a) Click on the checkboxes for the desired applicants
b) Click the Group Actions link

c) Select dview Applications 0

d) Click the yellow OK button

FIGURHEO TAM 102 HM WORKBENCH VIEW APPLICATIONS
Favorites = MainMenu= > Recruiting~ > Browse Job Openings > Manage Job Opening

ORACLE’
All ~ | Search # | Advanced Search
vianage Job Opening
gaRetum | ¢f}Recruiting Home | #]Previous | 4ffjNext | &8 Create New | EZClone | 7, Refresh | [z3Add Note | [ER Interviews | {"}No Category | ¢&Print Job Opening Personalize
Job Opening ID 4443 Status 110 Filled/Closed
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Department FOSC (R & DH CARRILLO FD SVC)
Position Number 40066392 (COOK)
Applicants Applicant Screening Activity & Attachments Details
All Applied Reaviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
) [1W] (0) (0) (0) 0y (o) (1 (0) 3) (1)
Applicants 7 Personi
Salect SW‘; e Applicant Name Applicant D Type Disposition D';:‘::E:’“ Application Date SPC Application Resume
Candidate pool o
Darrell Littleberry 144166 External Reject aiiod 03/04/2020 1m] B
Candidate pool o
@ Reese Witherspoon 144176 External Reject identified 03/04/2020 1m]
Taylor Swift 144170 External Reject 03/0412020 im| B
0 Audrey Ruston 144171 External Hired 03/04/2020 im] B
Soecthl Doseloa
Recruiting Actions  » . peviewed
goRetum | fYRecriting Hor ~ APPlIcant Actions — » | s prvarviews resh | (3Add Note | EHinterviews | {"}No Category | ¢&jPrint Job Opening Top of Page
Create Interview Evaluation
Reject Applicant
Print Applications

View Applications

©
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Below isthe message after selecting the éview Applications doption.

FIGURE1 TAM 102 VIEW APPLICATIONS CONSOLIDATED REPORMESSAGE

Message

Message (32001,1116)

A by the system and will be sent to you in an email notification. Please give a few minutes for the

Below isthe consolidated application pack age email with the attached PDFreport of

the ap p | i ciaformafios (includes the job posting and each a p p | | capplicatios,
resume and cover letter as provided ).

FIGURE2 TAM 102 CONSOLIDATED APPLICATION REPORTEMAIL

Q Search mail hd @ EEE UC SANTA BARBARA ’
o- ¢ 1-500f16935 < > gEm-v £ 5]
| donotreply Consolidated Applications Report for Job Opening 4443 - COOK - | 4:26 PM a
E& Applications_R.. +1
Notes
Job Aid ID 4.7

8 - DISPOSITIONING APPIGANTS

Overview Hiring Managers will disposition or move applicants through the
recruitment by changing their process status.

Navigation PeopleSoft Menu >Recruiting >Browse Job Openings

Action Click the blue Posting Title link

Procedures From there, hiring managers can disposition applicants by clicking

the appropriate icon to:
a) Rate Interest to denote your enthusiasm level in the
applicant

b) Mark Reviewed soyou know that y o u dreveewed the

applicant
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c) Route appl icants
a. Note: Hiring managers
applicants
d) Schedule

Illustration s
This represents where the applicant is in the recruitment process.

FIGURHE3 TAM 102 HM WORKBENCH| DISPOSITION FIELD

Favorites v Main Menu ~ > Recruiing= > Browse Job Openings > Manage Job Opening

ORACLE’ All | Search Advanced Search

Manage Job Opening

@oRetum | #f}Recruiting Home | & Search Job Openings | 4ff|Next | & Create New | EElClone | %, Refresh | [1Add Note | {"}No Category | ¢Print Job Opening

Job Opening ID 2874
Job Posting Title BLANK AST 1
Job Code 004724 (BLANK AST 1)
Position Number 40066515 (BLANKAST 1)

Status 010 Open
Business Unit SBCMP (UC Santa Barbara Campus)
Department LIBR (LIBRARY)

Applicants || Applicant Search || Applicant Screening || Activity & Attachments || Details
All Applied Reviewed Screen Route Interview Offer Hire Hold
) (1) (0 (0) () () ) (0) (0)
Applicants
Select Application - Assessment  pttachmant ‘L’I““":‘;'nf‘r‘;"”“"' ApplicantD  Type Disposition Dlspositon  Appiication Date
Darrell Applicant
itleberry 70389 External Applied 01/21/2020
Select All Deselect All ~ Group Ations

gaRetum | ¢} Recruiting Home | (3 Search Job Openings | 4 Next | (5, Create New | [EICIone | 7, Refresh | [3Add Note | ["}No Category | ¢&jPrint Job Opening

will not be able to Route

Interview to enter interview details
e) Reject them to end their application

process
Home | Workist  Addto Favorites
| Help | Personalize Page
Personalize

Reject UC Work Experience
(O) [m @ @
sPC Application Rosumo  Interest et
(] B 2'¢ 4 @
Top of Page

FIGURE4 TAM 102 INTERVIEW AD REJECT ICON

This presentation of disposition icons is

i ) ) Interest Bt‘i:":a Route Interview Reject
available when viewing the fevienes
application by clicking the Application %3 88 i3 @
icon. — — @
These icons are available to the  rightin = e

the screenshot above.

Notes

Job Aid ID 4.8

9 - OTHER ACTIONS FOR APLICANTS

able to be perform

Overview Post candidate selection, hiring managers will be
additional functions.

Navigation  PeopleSoft Menu >Recruiting >Browse Job Openings

Action Click the blue Posting Title link
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Procedures

Recruiting Actions
Step Key Inputs

Create Interview Evaluation
Prepare Job Offer
Withdraw Application

Edit Application Details
Edit Disposition

g b wWwN -

Applicant Actions

Step Key Inputs

1 Add Applicant to List
Change Applicant Status
Forward Applicant

Link Applicant to Job
Manage Applicant Checklists
Pre-Employment Check
Send Correspondence

~No o~ wN

lllustration s

FIGURE5 TAM 102 HM WORKBENCH| OTHER ACTIONS

Disposition

Type Disposition Reason Application Date sPC Resume  Intarest

Application

External Applied

FIGURE6 TAM 102 OTHER ACTIONS - RECRUITING ACTODNS

Recruiting Actions  »
Applicant Actions ~ »

Create Interview Evaluation
Prepare Job Offer
Withdraw Application

Edit Application Details

Edit Disposition

FIGURE7 TAM 102 OTHER ACTIONS - APPLICANT ACTIONS
Recruiting Actions  »

Add Applicant to List Applicant Actions

Change Applicant Status
Forward Applicant

Link Applicant to Job
Manage Applicant Checklists
Pre-Employment Check
Send Correspondence

Notes
design.

Job Aid ID 4.9

0172112020 im} B X

a) Click the Other Actions sub-menu

~ Other Actions

Input Notes

Allows the entry of an interview evaluation
Thiswill not be available for hiring managers
Thiswill not be available for hiring managers
Thiswill not be available for hiring managers
Allows the Disposition status to be changed

Input Notes

Thiswill not be available
Thiswill not be available
Thiswill not be available
Thiswill not be available
Thiswill not be available
Submit background
Send email to applicant

Personalize | Find | View All | (2] | Q First

Mark

Reviewed Reve

Interview Reject

# i ® @

for hiring managers
for hiring managers
for hiring mana gers
for hiring managers
for hiring managers

check

4 10of1 b Last

Print

8 = Other Actions @

Some menu actions shown may not be available to hiring managers by
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10 - GROUP ACTIONS FOR ARPLICANTS

Overview Hiring managers will be able to take some actions for a group of selected
applicants to streamline management and save time.

Navigation PeopleSoft Menu >Recruiting >Browse Job Openings

Action Click the blue Posting Title link

Procedures See integrated procedures in lllustration section.

lllustration s

Some recruiting and applicant actions can be executed for a group of selected

app licants.
a) Select checkboxes for desired applicants
b) Click the Group Actions link
c) Select &Recruiting Actions 0
d) Select the desired menu action

FIGURHES8 TAM 102 HM WORKBENCH| GROUP RECRUITING ACTIONS
Favorites = Main Menu = > Recruiting= > Browse Job Openings > Manage Job Opening
ORACLE —

* | Search Advanced Search

Manage Job Opening

gaReturn | ¢f}Recruiting Home | #[f|Previcus | 4[f[Next | 5 Create New | EEClone | 2, Refresh | [i7Add Note | [EHinterviews | {"JNo Category | & Print Job Opening

Job Opening 1D 4440
Job Posting Title BLANK AST 1
Job Code 004724 (BLANK AST 1)
Paosition Number 40066515 (BLANK AST 1)

Status 105 Pending Hire
Business Unit SBCMP (UC Santa Barbara Campus)
Department LIBR (LIBRARY)

Applicant Screening Activity & Al Details
All Applied Reviewed Screen Routa Interview Offer Hire Hold Reject
2 () @ @ @) m (1 o) (0) (0)
Applicants 7
Applicati —— Disposition ieati
Selact oy et Applicant Name  Applicant D Type Disposition R Application Date SPC
@ Audrey Ruston 144171 External Offer 03/04/2020
Beyoncé Knowles 144174 External Interview 03/04/2020
Select All Deselect Al = Groun.Actinng

Recruiting Actions  »
Applicant Actions  »

Mark Reviewed

g=Retum | -ﬂﬂeuum’ng Home | 4 Manage Interviews

| [gAdd Note | B Interviews | {_}No Category | ¢&jPrint Job Opening
Create Interview Evaluation
Reject Applicant

Print Applications

View Applications

MARK REVIEWED

Personalize

UC Work Experience
(2)
Application Resume
im| =
im] B
Top of Page

Below isthe page that appears after selecting the 8Viark Reviewed Goption for selected

applicants.

FIGURE9 TAM 102 GROUP RECRUITING ACTIONS MARK REVIEWED MESSAG
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Favorites = Main Menu = * Recruiting= > Browse Job Openings *  Manage Job Opening

ORACLE All = | Search 2 | Advanced Search

Da you want to mark the selected applicants as reviewed?
If you wish to mark all the selected applicants as reviewed, select OK. This action will alter the dispesition for each

selected applicantjob opening. If you do not wish to continue with this action, select Cancel.

OK Cancel

MANAGE INTERVIEWS

Below isthe page that appears after selecting the Gnterview Schedule doption for both
selected applicants.

FIGUREO TAM 102 GROUP RECRUITING ACTIONE MANAGE INTERVIEWS P&E
Favorites v MainMenuw > Recruiingw > Browse JobOpenings > Manage Job Opening

ORACLE All ~ | Search » | Advanced Search

Interview Schedule

Submit | | SaveasDraft | | gReturn Personalize

Job Opening ID 4440 Business Unit SBCMP (UC Santa Barbara Campus)

Job Opening Status 105 Pending Hire Job Posting Title BLANK AST 1
Submitted No Position Number 40066515 (BLANK AST 1)

Audrey Ruston (1)
Applicant ID 144171 Preferred Contact Email

Applicant Type Extamal Applicant
Interview 1 - 03-04-2020 11:20 AM To 11:25 AM PST 7

Consolidated Interview Letter (7

Add Interview

Beyoncé Knowles (1)
Applicant ID 144174 Preferred Contact Email

Applicant Type Extemnal Applicant
Interview 1 - 03-10-2020 11:00 AM To 12:00 PM PST 2

Consolidated Interview Letter =

Add Interview

View All Interviews Expand All Collapse All

Submit | | SaveasDraft | | g=Return Top of Page

CREATEINTERVIEWEVALUATIONS

Below isthe page that appears after selecting the GCreate Interview Evaluation Goption

for the selected applicants.
a) Click the Next icon to view the next applicant

FIGUREB1 TAM 102 GROUP RECRUITING ACTION CREATE INTERVIEW EMAJATION
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Favarites = Main Menu + > Recruiting~ > Browse Job Openings » Manage Job Opening

ORACLE All = | Search 7 Advanced Search

Interview Evaluation

Submit SaveasDraft | | gmReturn | JffNext @ Personalize
Name Audrey Ruston Job Posting Title BLANK AST 1
Applicant 1D 144171 Job Opening ID 4440
Status 020 Hired Job Opening Status 105
Evaluation Interview Ratings Find First (4 1of1 (b Last
Interview Date 03/04/2020 1) Category Overall Impression
Interview Type_Phone 3 Interview Rating : Score 0
Recommendation Comment 'E]]
Overall Rating
Recommendation
Comments El] £
)
Submit | Save asDraft | | goReturn | 4[Next Top of Page

Below isthe Interview Evaluation for the next applican t.

FIGUREB2 TAM 102 GROUP RECRUTING ACTIONY CREATE INTERVIEW EMAJATIONNEXT BUTTON
Favorites = Main Menu = » Recriting= > Browse Job Openings > Manage Job Opening

ORACLE’ -

= | Search % | Advanced Search

Interview Evaluation

Submit | | Save asDratt | | @mReturn | *[] Previous

Personalize
Name Beyoncé Knowles Job Posting Title BLANK AST 1
Applicant ID 144174 Job Opening 1D 4440
Status 010 Active Job Opening Status 105
Evaluation Interview Ratings Find First 4" 10of1 (b Last
Interview Date 03/10/2020 & Category Overall Impression
Interview Type|_Round 2 v Interview Rating s Score 0
Recommendation Comment 'E1]
Overall Rating
Recommendation
Comments: El] 4
Z
Submit Save as Draft | | @=Return | #{Previous Top of Page

REJECTAPPLICANT

Below isthe Reject Applicants option for both selected applicants.
a) Reject 8 Thisrejects the appl icant with no notification
b) Reject and Correspond @ Thisrejects the applicant and allows the Hiring Manager
to create and send an email notification.
c) Cancel 8 Thisabandons the reject action.

FIGUREB3 TAM 102 GROUP RECRUTING ACTIONS| REJECT APPLICANT
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Favorites + | Main Menu + »  Recruiting =

ORACLE’

All = | Search

Applicant to Reject

Applicant ID Name

144171 Audrey Ruston
144174 Beyoncé Knowles
Disposition

Dispesition 110 Reject

» Browse Job Openings > Manage Job Opening

| Advanced Search

Job Opening Delete

4440 - BLANK AST 1

4440 - BLANK AST 1

Reason|.

@ Reject @ Reject and Correspond
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