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PREFACE 

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

complete recruitment.  Itõs designed to be a helpful reference to provide process and 

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.  

¶ Departmental Hiring Manager  

¶ HR ð Employment Team  

¶ 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.  
FIGURE1 END TO END PROCESS MAP  

 
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  
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COURSE 101-CREATING JOB OPENINGS 

 

STEP 1 ð CREATING A STANDARD JOB OPENING 

Hiring managers create job openings to recruit human resource talent.   

Process Parameters  

Inputs  Process Impact  Result 

Position number(s)  

¶ Position numbers  are 

requested in UCPath  

Required to save 

the job opening  

The position 

number(s) is 

connected to the 

job opening for 

downstream 

processing  

Job description  

¶ Available in OACIS  

Key data to 

complete the job 

posting section  

Provide key data 

requirements for 

job posting  

Required Job Posting Sections  

¶ Provided by HR  

These sections are 

required by HR to 

complete the job 

posting for 

approval 

consideration  

Job posting for 

candidate 

gateway with 

required job 

description sections  

With process  inputs secured, letõs review the two job opening types  that can be 

created.  

Type Process Impact  Notes  

Standard  Job Opening  requires  a single 

position  

Facilitates recruiting for  

typically  a single 

candidate  

Continuous  Job Opening  Allows for multiple 

position s to be added  

Facilitates recruiting for 

multiple candidates  
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1 - CREATING A STANDARD JOB 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  ôStandard  Requisitionõ as the  Job  Opening  Type  

Accept  *Business Unit default,  ôSBCMPõ 

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   

Illustrations  

FIGURE2  TAM 101 CREATE JOB OPENING|PRIMARY JOB  OPENING PAGE - STANDARD 

 
 

Notes  IGNORE:  The  Profile Details  section  as this is not  used  in our  campus  

process.  

Job Aid ID  1.1 

a 

b 

c  

e 

d 
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2 - ENTERING JOB DETAILS 

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   

Illustrations  

FIGURE3  TAM 101 JOB OPENING| JOB DETAILS TAB 

 

b 

a 
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Note :  The Date Authorized  field  will be  used  by  HR recruiters  to  populate  the  primary  

consideration  date .  Hiring managers  should  not  use the  field  for  da ta  entry.  

 

c  

This Date Authorize d  

field will be used by 

HR for the Primary 

Consideration End 

Date.  
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ADDING  MULTIPLE POSITIONS TO A STANDARD JOB 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:  

o Department  

o Job Code  

o Standard  Hours 

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

 
FIGURE4  TAM 101 JOB DETAILS TAB ð INCREASE AVAILABLE OPENINGS 
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3 - ENTERING QUALIFICATIONS-THIS TAB NO LONGER AVAILABLE 

 

 

 

  

 

 

 

 

 

4 ð SCREENING DATA (NO REQUIRED ACTION) 

Notes   

Job Aid ID  1.2 

Overview  Hiring managers will complete  Work Experience & Education  information.  

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Qualifications  

Procedures  a)  Select the *Highest Education Level  

b)  Enter the desired number in Years of Work Experience  

Illustrations  

FIGURE5  TAM 101 JOB OPENING|QUALIFIC ATIONS TAB 

  

Notes  Qualifications  are  no  longer  a  tab  within  TAM. Please skip over  this section   

Job Aid ID  1.3 

b

y 

a

y 
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5 - ENTERING THE HIRING TEAM 

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  

initia l implementation  of  TAM.   

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Screening  

Procedures  n/a  

Illustrations  

FIGURE6  TAM 101 JOB OPENING| SCREENING TAB 

 
Notes  The two  questions  included  on  the  Screening  tab  are  used  to  assess work  

eligibility.   Please do  not  make  any  changes  to this page.    

Job Aid ID  1.4 

Overview  The hiring team  identifies key stakeholders in the recruitment process.  

Do not make 

changes  on 

this tab . 
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Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Hiring Team  

Procedures  See inte grated  procedures  in Illustration s section.  

Illustrations  

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

procedures below,  

a)  Add recruiter s by clicking the Add Recruiter  button  

o The recruiter may default automatically   

b)  Type first name of recruiter in *Name  field   

c)  Check on the Primary  checkbox , as needed  

d)  Add hiring managers  by c licking  the yellow Add Hiring Manager  button  

Follow  steps b  through  c  above  to  select  the  Hiring Manager  

FIGURE7  TAM 101 JOB OPENING|HIRING TEAM TAB 

 

ENTER HIRING TEAM FOR INTERNAL DEPARTMENT REVIEW (OPTIONAL) 

Hiring managers  may  want  to  facilitate  an  internal  department  review  with  other  hiring  

managers  before  submitting  the  job  opening  to  HR for  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 . 

a 

b c  

d  
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This action  will assign a  Job  Opening  ID with  a  Status of  ôDraft õ 

¶ After  about  15 minutes,  the  added  hiring  managers  should  see this Job 

Opening ID  through  the  Browse Job Openings  page.  

 
FIGURE8  TAM 101 JOB OPENING|ADDING H IRING MANAGERS FOR INTERNAL REVIEW 

 
When  your  internal  department  review  is complete,  remove  reviewing  hiring  managers  

from  the  Hiring Team  before  submitting  the  job  opening  to  HR for approval.  
 

Notes  Add Interviewers  and  add  Interested Parties  after  the  primary  consideration  

date  has passed  and  the  hiring  manger  is managing  the  job  opening.  

Job Aid ID  1.5 

b 

a 

Only include the 

primary HM on 

initial submittal.  
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6 - ENTERING THE JOB POSTING 

Overview  The job posting  is an integral part of the job opening that will be 

viewable on the Candidate Gateway (s) by applicants.  

 
FIGURE9 TAM 101  REQUIRED JOB POSTING SECTIONS 

Posting Section s Required  Use Section 

Template  

Notes  

Position Information  X Default   

Pay & Work Schedule  X Default   

Summary of Job Duties  X   

Minimum Requirements  X   

Special Conditions of 

Employment  

X Default  Include Physical 

Requirements ( e.g.,  

frequent  heavy  lifting  > 50 

lbs.).  Omit what 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 

Action  

X Default   

Department Marketing 

Statement  

   

Desirable Requirements     
 

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Job Postings  

Procedures  See integrated  procedures  in Illustration s section.  

Illustrations  

a)  Click the Add Job Posting  button from the Job Posting s tab  

 
FIGURE10 TAM 101 JOB OPENING|JOB POSTINGS TAB 

 
 

b)  Select a section *Description Type  to add to the posting  

c)  Select the section *Visibility  for the added section  

a 
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d)  Select  section  Template  to automatically populate information ( as setups are  

available ) or enter desired information in the section textbox  

o 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 number in Posting Duration (Days) , TAM will automatically calculate 

and lock the Remove Date  

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

 
FIGURE11 TAM 101 JOB POSTINGS TAB|CREATING JOB POSTING 

 
 

7 - PREVIEWING THE JOB POSTING 

From the  Job Posting s tab,  click  the  Preview  button  (see p rocedure  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 ) ð 

See Submitting the Job Offer  

 

 

 

 

e 

b 

c  

d  

g 

f 
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FIGURE12 TAM 101 JOB POSTING PREVIEW 

 
Notes   

Job  Aid ID  1.6 

a b 

This is the preview of the job posting .  Of course, 

your job posting will include all required and desired 

posting sections to create a full job posting.  



UC Santa Barbara HR Employment  

 

 19 

8 - SUBMITTING THE JOB OPENING 

Overview  The hiring manager will submit the job opening to HR for approval.  

Navigation  PeopleSoft Menu >Recruiting >Create Job Opening  

Tab Job Details  

Procedures  See integrated  procedures  in Illustration s section.  

Illustrations  

a)  To save and submit your job opening  for approval , click the yellow Save and 

Submit  button in the bottom left corner to submit the job openi ng request to HR 

for approval  

 
FIGURE13 TAM 101 JOB OPENING|SAVE AND  SUBMIT 

 

 
 

 

 

 

 

 

 

 

a 
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9 - ATTACHING JOB DESCRIPTION AND JOB APPROVAL FORM AFTER SUBMITTAL 

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

the  Browse Job Openings  page  (Status: ôPending  Approval õ), the  Activity and 

Attachment  tab  will be  visible. 

 

Note :  Immediately  a fter  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  in the  Browse Job Openings  page.    

 

To attach  the  job  description  after  job  opening  submittal , 

a)  Click the yellow Add Attachment  button to a ttach job description and job 

approval form  to job opening . 

 
FIGURE14 TAM 101 MANAGE JOB OPENING|A CTIVITY & ATTACHMENTS 

 
Notes  If job opening is Approved :  the hiring manager will receive an 

email notification    

If job opening is Denied :  the hiring manager will  

¶ receive an email notification  

¶ be able to view the denial comments  

¶ can make required change (s) and resubmit the job opening  

for approval  

To save your work not yet ready to  be  submit ted  for approval by 

clicking the yellow Save as Draft  button  (next t o the yellow Save and 

Submit  button in bottom left corner of Job Opening page ). 

Job Aid ID  1.8 

a 
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10 - VIEWING JOB POSTINGS IN CANDIDATE GATEWAYS 

Overview  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  

Navigation  PeopleSoft Menu >Self Service>Recruiting >UC Santa Barbara Careers 

(Internal)  

Tab Job Search  

Procedures  See integrated  procedures  in Illustration s section.  

Illustrations  

UCSB employees are internal applicants  and must  only use the internal CG to apply for 

jobs.  

Access to the  internal CG  is granted  by logging into UCPath.   After logging into 

UCPath,  

a)  Navigate to Self Service>Recruiting>  UC Santa Barbara Careers  

 
FIGURE15 TAM 101 INTERNAL CANDIDATE GATEWAY 

 
Access to t he external CG  is granted  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.  
 

 

 

 

a 
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FIGURE16 TAM 101 EXTERNAL CANDIDATE GATEWAY 

 
 

Notes  The external  CG  is denoted  by  the  www  web  address  while  the  internal  

CG  has UCPath  self-service  navigation  instead.  

Job Aid ID  10.1 



UC Santa Barbara HR Employment  

 

 23 

STEP 1B - C REATING A CONTINUOUS JOB 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 Illustration s section.  

Illustration s 

a)  Select  ôContinuous  Job  Opening õ for  the  Job Opening Type  

b)  Click  the  yellow  Continue  button  

 
FIGURE17 TAM 101 CREATE JOB OPENING|PRIMARY JOB OPENING PAGE - CONTINUOUS 

 

1 - ADDING MULTIPLE POSITION NUMBERS 

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

FIGURE18 TAM 101 CONTINOUS JOB OPENING| JOB DETAILS TAB - POSITIONS SECTION 

a 

b 
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2 - COMPLETING JOB DETAILS 

d)  Complete  Job Detail  tab  by  entering  these  required  fields for  multiple  positions : 
o Salary Range  From 

o Salary  Range  To  

o Pay Frequency  

o Currency  

 

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

above  are  not  populated.  

 

 

 
 
FIGURE20 TAM 101 CONTINUOUS JOB OPENING| JOB DETAILS - REQUIRED SALARY INFORMATION 

c  

FIGURE19 TAM 101 CONTINUOUS JOB OPENING - ERROR MESSAGE 
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Hiring managers  will then  enter  the  Hiring Team  as described for the standard job 

opening  ð 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  

 
FIGURE21 TAM 101 CONTINUOUS JOB OPENING| JOB POSTINGS TAB 
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f) Enter the  job  *Posting Title  and  follow  the  instructs in the  Creating  a  Job  Opening  

¶ For multiple  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.  

 
FIGURE22 TAM 101 CONTINUOUS JOB POSTING|POSTING INFORMATION PAGE 

 
 

 

e 

g 

f 
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3 - ADDING  JOB POSTING FOR EACH POSITION 

h)  Click  the  yellow  Add Job Posting  button  to  add  the  next  job  posting  if desired  

 
FIGURE23 TAM 101 CONTINUOUS JOB OPENING|JOB POSTINGS TAB 

 
 

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

 

The illustration  below  is adding  a  second  job  posting  for  the  Assistant Cook  level.   When  

youõve finished  creating  the  job  opening,  click  the  yellow  Save and Submit  button  to  

submit  to  HR for  approval.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

h 
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FIGURE24 TAM 101 CONTINUOUS JOB OPENING| POSTING INFORMATION PAGE 
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JOB OPENING PROCESS NOTIFICATIONS 

Item  Email 

Notification  

Screenshot  

1 The hiring 

manager 

will receive 

an email 

notification 

when a job 

opening is 

successfully 

submitted 

to HR for 

approval.  

 

FIGURE26 TAM 102 ð JOB OPENING SUBMITTED EMAIL 

 
2 Below is the 

Approval 

email 

notification  

 

4 - VIEWING MULTIPLE JOB POSTINGS 

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

 
FIGURE25 TAM 101 CONTINUOUS JOB OPENING| JOB POSTINGS TAB -JOB POSTINGS SECTIONS 

 
Notes   

Job Aid ID  1B.1 
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sent to the 

submitter  

 

FIGURE27 TAM 102 JOB OPENING APPROVED EMAIL 

 
 

NEXT PROCESS STEP 

HR will need to disposition  (approve or deny ) the job opening request.  
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COURSE 102 - MANAGING JOB OPENING 

 

STEP 4 ð REVIEWING & DISPOSITIONING 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  

Letõs review the process parameters. 

Inputs  Process Impact  Result 

Primary consideration 

date  for applications has 

passed  

¶ Check with HR for 

questions about 

PC period  

Hiring managers will 

be able to view the 

job opening via 

Browse Job Openings  

Applicants who are 

associated with the job 

opening can be reviewed 

and managed  

 

With this process inpu t secured, letõs review how to manage the job opening including 

reviewing applicant data, dispositioning applicants, scheduling interviews and more.  
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1 - SELECT JOB OPENING TO 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 
FIGURE28 TAM 102 BROWSE JOB OPENINGS PAGE 

 
 

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 

a 



UC Santa Barbara HR Employment  

 

 33 

2 - MANAGE JOB OPENING   

Overview  From the  Manage  Job  Opening  component,  hiring  managers  will be  

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 .  

Illustration s 

Below  is the  Manage Job Opening  component  (a lso referred  to  as the  HM Workbench ) 

 
FIGURE29 TAM 102 HM WORKBENCH 

 
 

3 - UPDATING THE HIRING 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  button  to  add  additional  hiring  managers  

d)  Click  the  yellow  Add Interviewer  button  to  add  interviewers  

e)  Click  the  yellow  Add Interested Party  button  to  add  interested  parties  
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FIGURE30 TAM 102 HM WORKBENCH|DETAILS TAB - HIRING TEAM 

 
Notes  Interviewers  listed in the hiring team  will automatically default into 

the Schedule Interview  page.  You can delete defaulted interviewers 

and add new interviewers in the Schedule Interview  page.   

 

Interviewer who are listed in the Schedule Interview  page will 

automatically be  able to complete an interview evaluation  via Self-

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

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 

a 

b 

c  

d 

e 
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4 - JOB OPENING FUNCTIONS  

 

5 - JOB OPENING FILTERS  

Overview  The Manage  Job  Opening  component  is the  hub  for  recruiting  

functions . 

Navigation  PeopleSoft Menu >Recruiting >Browse Job Openings  

Action  Click the blue Posting Title link 

Procedures  Click   

a)  Application  icon  to  review  applicantõs application  

b)  Resume  icon  to  review  applicantõs resume  

c)  Interest icon  to  rate  interest  in the  applicant  

d)  Mark Reviewed  icon  to  denote  the  applicant  has been  

reviewed  

e)  Route icon  ð 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)  Print icon  to  generate  a  printable  PDF report  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 

Illustration s 

 
FIGURE31 TAM 102 RECRUITING FUNCTIONS 

 
Notes   

Job Aid ID  4.4 

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   

g h 

i 

a  b  c  d  e f 
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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  1st choice ) 

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  

Illustration s 

 
FIGURE32 TAM 102 PROCESS FILTERS 

 
 

Below are the visible statuses seen by the applicant in the Candidate Gateway  through 

the process.  

 
FIGURE33 TAM 102 CANDIDATE GATEWAY APPLICANT VISIBLE STATUSES 

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

Activities  link.  

 
FIGURE34 TAM 102 CANDIDATE GATEWAY| MY ACTIVITIES 

 
 

a b c  d  e f g h i j k 
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6 - APPLICATION & RESUME REVIEW  

Notes  The filtered tab s automatically populate based on the Disposition  status 

value.  

Job Aid ID  4.5 

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  applicantõs application  

b)  Click  Resume icon  to  review  the  applicantõs resume  

                

Illustrations 

 
FIGURE35 TAM 102 HM WORKBENCH| APPLICATION AND RESUME REVIEW ICONS 

 
 

This is the  page  that  appears  when  you  click  the  Application  icon.   

 

 

 

 

 

 

 

 

 

 

 

a b 
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7 - PRINTING APPLICANT INFORMATION  

FIGURE36 TAM 102 HM WORKBENCH| MANAGE APPLICATION PAGE 

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

letter) in the attachment section of the application.  

Job Aid ID  4.6 

Overview  Hiring manager  may  Print applicantõs application  information.   

Printing  applicant  information  allows  hiring  managers  to  see what  

content  are  available  and  select  desired  information.   Below  is just a  

sample  of  what  is available.  

Navigation  PeopleSoft Menu >Recruiting >Browse Job Openings  

Action  Click the blue Posting Title link 

Procedures  a)  Click  the  Print icon  

 
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  

Illustration s 
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FIGURE37 TAM 102 PRINT ICON 

 
 

 
FIGURE38 TAM 102 PRINT APPLICATION REPORT OPTIONS 

 
 

 
FIGURE39 TAM 102 PRINT APPLICATION| GENERATE REPORT BUTTON  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

a 

c  

b 
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PRINT MULTI-APPLICANT 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  ôView  Applications õ 

d)  Click  the  yellow  OK button   

 
FIGURE40 TAM 102 HM WORKBENCH| VIEW APPLICATIONS 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a 

b 

c  
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8 - DISPOSITIONING APPLICANTS  

Below  is the  message  after  selecting  the  ôView  Applications õ option.  

 
FIGURE41 TAM 102 VIEW APPLICATIONS| CONSOLIDATED REPORT MESSAGE 

 
 

Below  is the  consolidated  application  pack age  email  with  the  attached  PDF report  of  

the  applicantõs information  (includes  the  job  posting  and  each  applicantõs application,  

resume  and  cover  letter  as provided ). 

 
FIGURE42 TAM 102 CONSOLIDATED APPLICATION REPORT EMAIL 

 
Notes   

Job Aid ID  4.7 

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  so you  know  that  youõve reviewed  the  

applicant   

d 
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9 - OTHER ACTIONS FOR APPLICANTS 

c) Route appl icants   

a.  Note :  Hiring managers  will not  be  able  to  Route  

applicants  

d) Schedule  Interview  to  enter  interview  details   

e) Reject  them  to  end  their  application  process  

Illustration s 

This represents where the applicant is in the recruitment process.    

 
FIGURE43 TAM 102 HM WORKBENCH| DISPOSITION FIELD 

 
 

 

 

This presentation of disposition icons  is 

available when viewing the 

application by clicking the Application    

icon.  

 

These icons are available to the righ t in  

the screenshot above.  

 

 

Notes   

Job Aid ID  4.8 

Overview  Post candidate selection, hiring managers will be  able  to  be  perform  

additional  functions.  

Navigation  PeopleSoft Menu >Recruiting >Browse Job Openings  

Action  Click the blue Posting Title link 

e 

a b 

FIGURE44 TAM 102 INTERVIEW AND REJECT ICON 

d 

c  
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Procedures  a)  Click  the  Other Actions  sub-menu  

 
Recruiting  Actions  

Step Key Inputs  Input Notes  
1 Create  Interview  Evaluation  Allows  the  entry  of  an  interview  evaluation  

2 Prepare  Job  Offer  This will not  be  available  for hiring  managers  

3 Withdraw  Application  This will not  be  available  for hiring  managers  

4 Edit Application  Details  This will not  be  available  for hiring  managers  

5 Edit Disposition  Allows  the  Disposition  status to  be  changed  

 
Applicant  Actions  

Step Key Inputs  Input Notes  
1 Add  Applicant  to  List This will not  be  available  for hiring  managers  

2 Change  Applicant  Status This will not  be  available  for hiring  managers  

3 Forward  Applicant  This will not  be  available  for hiring  mana gers 

4 Link Applicant  to  Job  This will not  be  available  for hiring  managers  

5 Manage  Applicant  Checklists  This will not  be  available  for hiring  managers  

6 Pre-Employment  Check  Submit  background  check  

7 Send Correspondence  Send email  to  applicant  
 

Illustration s 

 
FIGURE45 TAM 102 HM WORKBENCH| OTHER ACTIONS 

 
 
FIGURE46 TAM 102 OTHER ACTIONS - RECRUITING ACTIONS 

 
 
FIGURE47 TAM 102 OTHER ACTIONS - APPLICANT ACTIONS 

 
Notes  Some menu  actions  shown  may  not  be  available  to  hiring  managers  by  

design.  

Job Aid ID  4.9 

a 
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10 - GROUP ACTIONS FOR APPLICANTS 

Overview  Hiring managers  will be  able  to  take  some  actions  for  a  group  of  selected  

applicants  to  streamline  management  and  save  time.  

Navi gation  PeopleSoft Menu >Recruiting >Browse Job Openings  

Action  Click the blue Posting Title link 

Procedures  See integrated  procedures  in Illustration  section.  

Illustration 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  ôRecruiting  Actionsõ 

d)  Select  the  desired  menu  action  

 
FIGURE48 TAM 102 HM WORKBENCH| GROUP RECRUITING ACTIONS 

 
 

MARK REVIEWED 

Below  is the  pa ge  that  appears  after  selecting  the  ôMark  Reviewed õ option  for  selected  

applicants.  

 
FIGURE49 TAM 102 GROUP RECRUITING ACTIONS| MARK REVIEWED MESSAGE 

a 

b 

c  

d  
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MANAGE  INTERVIEWS 

Below  is the  page  that  appears  after  selecting  the  ôInterview  Schedule õ option  for  both  

selected  applicants.  

 
FIGURE50 TAM 102 GROUP RECRUITING ACTIONS| MANAGE INTERVIEWS PAGE 

 
 

CREATE INTERVIEW EVALUATIONS 

Below  is the  page  that  appears  after  selecting  the  ôCreate  Interview  Evaluation õ option  

for the  selected  applicants.  

a)  Click  the  Next  icon  to  view  the  next  applicant  

 
FIGURE51 TAM 102 GROUP RECRUITING ACTION| CREATE INTERVIEW EVALUATION 
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Below  is the  Interview Evaluation  for  the  next  applican t. 

 
FIGURE52 TAM 102 GROUP RECRUITING ACTIONS| CREATE INTERVIEW EVALUATION NEXT BUTTON 

 
 

REJECT APPLICANT 

Below  is the  Reject Applicants  option  for  both  selected  applicants.  

a)  Reject  ð This rejects  the  appl icant  with  no  notification  

b)  Reject and Correspond  ð This rejects  the  applicant  and  allows  the  Hiring Manager  

to  create  and  send  an  email  notification.   

c)  Cancel ð This abandons  the  reject  action.  

 

 

 
FIGURE53 TAM 102 GROUP RECRUITING ACTIONS| REJECT APPLICANT 

a 
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