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PREFACE

This guide focuses primarily on the steps taken by the hiring managers to start and
complete recruitment. It's 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 contact 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
e HR-Employment Team
e 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.
FIGURE] END TO END PROCESS MAP

TAM To “cpc FUTURE STATE

END-TO-END HIGH-LEVEL PROCESS FLOW

OACIS not
m(egr:(ed with TAM

After primary
:onsrderauon pcr od

Updated look and
applicant experience

m

Some Major
[ ¢ B ®
No Change Change Expected

There is no AWE
approv:l |rwo|ved

10
= m}

Vendor changes from
HireRj, ghl to Universal

Lots of new features
to make scheduling
Interviews easy

©)

7
Make

Job Offer

Can be posted
to CG

Can dispositioned |
from CG |

Department hiring managers will perform the following major process steps.

Map Step Process Step Description
Create Job Openings

1

4 Manage Job Openings

5 Schedule Interviews

5B Enter Interview Evaluations
9 Submit Background Checks
10 Submit Prepare for Hire

Key Change Impact

Job posting is no longer the full job description

No change from current state

Optional but powerful functionality to use

Will need to noftify when candidate is selected
New vendor, Universal, is infegrate with TAM
Replaces template base hire for staff non-students
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COURSE 101-CREATING JOB OPENINGS

STEP 1 — CREATING A STANDARD JOB 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
e 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
e Available in OACIS complete the job requirements for
posting section job posting
Required Job Posting Sections These sections are  Job posting for
e Provided by HR required by HR fo candidate
complete the job gateway with
posting for required job
approval description sections
consideration

With process inputs secured, let’s review the two job opening types that can be
created.

Type Process Impact Notes
Standard Job Opening requires a single Facilitates recruiting for
position typically a single
candidate
Continuous Job Opening | Allows for multiple Facilitates recruiting for
positions to be added | 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 ‘Standard Requisition’ as the Job Opening Type

Accept *Business Unit default, 'SBCMP’
a) Enter the Position Number
b) Change the defaulted Job Posting Title if desired
c) Click the yellow Continue button located in lower right corner

lllustrations

FIGURE2 TAM 101 CREATE JOB OPENING | PRIMARY JOB OPENING PAGE - STANDARD
Favorites = ‘ Main Menu = > Recruing~ » Create Job Opening

ORACLE

All ~ | Sgarch % | Advanced Search

Primary Job Opening Information

¢§} Recruiting Home
Job Details =
@Job Opening Type ; Standard Requisition Y|
@ *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 this is not used in our campus
process.
Job AidID 1.1
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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 fo complete the job opening.
Navigation PeopleSoft Menu>Recruiting>Create Job Opening
Tab Job Details
Procedures Complete the Job Details tab below.
a) Do not change the *Template ID
b) Enter *Employee Classification field
c) Enter other job detail fields as desired/required

lllustrations
FIGURE3 TAM 101 JOB OPENING | JOB DETAILS TAB
Favorites v Main Menu « > Recruiing~ > Create Job Opening
OR Lo All ~ | Search > | Advanced Search
Job Opening
Save and Submit Save as Draft | ﬂRecruiting Home | [=]Nofification | Start Over
Job Opening ID NEW Status 005 Draft
Job Posting Title BLANK AST 1 Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004724 (BLANKAST 1) Department LIBR (LIBRARY)
Position Number 40066515 (BLANK AST 1) Primary Recruiting Location 5118 (UCSB Campus)

Job Details Qualifications Screening Hiring Team Job Postings

Opening Information 7

@ *Template ID 2069 Q Requisition Default
Job Opening Type Standard Requisition
Created 10070202 Darrell Consultant Littleberry
By

Created 01/17/2020

*Openings to Fill| Limited Number of Openings >
Target Openings 1
Available Openings 1

Establishment ID

Business Unit SBCMP UC Santa Barbara Campus
Company UCS University of California
@ *Employee Classification :
Department LIBR LIBRARY

Status Code 005 Draft

ar

Status Reason
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Desired Start Date w1
Ei b Date! ¥)
Projected Fill Date [ . N
) - This Date Authorized
Date Authorized 2 q
[ field will be used by
Referral Program ol HR fOI' the f’nmory
T 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 (<} 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 )
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 HR recruiters to populate the primary
consideration date. Hiring managers should not use the field for data entry.
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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
positions 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 — INCREASE AVAILABLE OPENINGS

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 % | Advanced Search
Job Opening
ave | 7@} Recruiting Home | EE Clone | &% Create New | ¢& Print Job Opening

Job Opening ID 4678
Job Posting Title BLANK AST 3
Job Code 004722 (BLANK AST 3)
Position Number 40073620 (BLANK AST 3)
Job Details

Qualifications Screening

Opening Information 7

Job © T

Hiring Team

Status 006 Pending Approval

Business Unit SBCMP (UC Santa Barbara Campus)
Department AASC (ARTS ADMIN SUPPORT CENTER)

v a L ion 5118 (UCSB C.

Job Postings Approvals

Created 10070202
By

Created 04/23/2020

Darrell Litteberry

[ Limited

"0 to F

Target Openings
Available Openings

Establishment ID
Business Unit SECMP

Company UGS

UC Santa Barbara Campus

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 I
- Date Authorized 04/23/2020 I

Referral Program 1D |

Contact!

Locations | 7

Location Location Description

ELLIS-6829 Ellison Hall

Add Location

Recruiting Locations (7
Recruiting Area Recruitment Area Description

5118 UCSB Campus

Add Recruiting Location

Primary Location

Primary Recruiting Area  Target Openings

Positions

“Position Position Number Primary Position
BLANK AST 3 @, 40073620 £ i |
Undergraduate Program Advisor 40134400 @ o

Add Position

Being

“Employes ID Name
1 =} o
Add
Job z Find | View All First (4) 10f1 (b Last

Job Code 004722
Staffing Information 7

Region USA
Schedule Type Fixed

Mot
Begin Date
End Date

Shift Not Applicable

Hours 20.00

€ ¥ Primary Job Code

&
=

Work Period | VWeekly

Frarvai (_Newver or rarely

o |

Salary Information 7
Salary Admin Plan UCCX
From Grade 108
From Step
To Grade
To Step
Salary Range From 23190000
Salary Range To 33.250000
Pay Frequency Hour
Currency US Dollar

Add Job Code ] [

Save | | fR¥Recruiting Home | EEIClone | B% Create New | ¢ Print Job Opening

L UCSBRecruiter....xIsx -

CX Salary Plan
004722

ppp

(Default From Job Code)
(Default From Job Code)

Delete Job Code

Top of Page

11
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Notes
Job AidID 1.2

3 - ENTERING QUALIFICATIONS-THIS TAB NO LONGER AVAILABLE

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
lllustrations
FIGURES TAM 101 JOB OPENING | QUALIFICATIONS TAB
Favorites = Main Menu = » Recruiting » > Create Job Opening
ORACLE All ~ | Search 7 | Advanced Search
Job Opening
Save and Submit |  SaveasDraft | ¢§}Recruiting Home | [=Nofification | Start Over
Job Opening ID NEW Status 005 Draft
Job Posting Title BLANK AST 1 Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004724 (BLANK AST 1) Department LIBR (LIBRARY)
Position Number 40066515 (BLANK AST 1) Primary Recruiting Location 5118 (UCSB Campus)
Job Details Qualifications Screening Hiring Team Job Postings
Additional Job Specifications 7 Find | View All First (4 1of1 (» Last
Job Code 004724 Q Primary Job Code

Work Experience & Education 7

. Years of Work
Highest Education Level Experience

C-HS Graduate or Equivalent @ ¥ @ 10

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 Top of Page

Notes Qualifications are no longer a tab within TAM. Please skip over this section
Job AidID 1.3

4 — SCREENING DATA (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

FIGURE6 TAM 101 JOB OPENING | SCREENING TAB

Favorites = Main Menu - > Recruiting= > Create Job Opening
DQACI‘-E' All * | Search 2 Agdvanced 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 ThlS TOb Business Unit SBCMP (UC Santa Barbara Campus)

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

Job Details Qualifications

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 D
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
Ay Clual ns 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 assess work
eligibility. Please do not make any changes to this page.
Job AdID 1.4
5 - ENTERING THE HIRING TEAM
Overview  The hiring feam identifies key stakeholders in the recruitment process.

13
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Navigation PeopleSoft Menu>Recruiting>Create Job Opening

Tab Hiring Team
Procedures See integrated procedures in lllustrations section.
lllustrations

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

a) Add recruiters 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 clicking the yellow Add Hiring Manager button
Follow steps b through ¢ above to select the Hiring Manager

FIGURE7 TAM 101 JOB OPENING | HIRING TEAM TAB

Favorites = Main Menu = > Recruiting= > Creale Job Opening
OR = 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 | | Saveas Draft | | f§}Recruiting Home | [-7] Nofification | Start Gver Top of Page

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 button, instead the yellow the Save and Submit.

14



UC Santa Barbara HR Employment

This action will assign a Job Opening ID with a Status of ‘Draft’

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 HIRING MANAGERS FOR INTERNAL REVIEW
Favorites = Main Menu = » Recruitng = > Browse Job Openings

ORACLE’
All ~ | Search % | Advanced Search
Job Opening
Save and Submit Save as Draft Delate | ﬁRsmuil’mg Home | € Search Job Opening | [=] Notification | !]Previous 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) Department DOST (DEAN OF STUDENTS)

Position Number 40189540 (BLANK AST 1)

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 o i}

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

No 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

\na and Submit Save as Draft Delete | 'ﬂReauil’mg Heme | © Search Job Opening | [ Notification | ojPrevious Job Opening | == Top of Page
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

Job AidID 1.5

Add Interviewers and add Interested Parties after the primary consideration
date has passed and the hiring manger is managing the job opening.

15
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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.

FIGURE? TAM 101 REQUIRED JOB POSTING SECTIONS

Posting Sections 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.). 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 X Default

Action

Department Marketing

Statement

Desirable Requirements

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

Procedures See integrated procedures in lllustrations section.
lllustrations
a) Click the Add Job Posting button from the Job Postings tab

FIGURE10 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 LIER (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 fo add to the posting
c) Select the section *Visibility for the added section
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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 posting 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

FIGURE1T1 TAM 101 JOB POSTINGS TAB | CREATING JOB POSTING

Favorites = ‘ Main Menu ~ > Recruiting > > Create Job Opening

ORACLE’

All ~  Search # | Advanced Search

JOD UESCIpUons | 7
@'Dtjj ption Type Share Posting Info Template How to share a job posting

*Visibility | Internal and External

|

H2lka 5] Q %3

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
Company Website Internal Posting 3 0 - On Approval Date ¥ 01/17/2020 01/27/2020
Company Website External Posting 5 0 - On Approval Date v 01117/2020

Add Posting Destination

oK Cancel Preview @

FUSL N FON T R Last

Posting Duration
(Days)

@ 10] {l}

o

7 - PREVIEWING THE JOB POSTING

From the Job Postings tab, 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 by 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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FIGURE12 TAM 101 JOB POSTING PREVIEW

Favorites | Main Menu > Recruiting = » Create Job Opening
ORACLE Al ~ | Search | | Advanced Searcn

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
Job ID 585096699869996 posting sections to create a full job posting.
Location UCSB Campus
Full/Part 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 - 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 lllustrations section.

lllustrations
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 opening request to HR
for approval

FIGURE13 TAM 101 JOB OPENING | SAVE AND SUBMIT

Favorites = Main Menu = > Recruiing» > Create Job Opening
OR LE All ~ | Search # | Advanced Search
Job Opening
Save | m Recruiting Home | LE Clone | [ Create New | ¢ Print Job Opening
Job Opening ID 2874 Status 006 Pending Approval

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

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

Job Details Qualifications Screening Hiring Team Job Postings Approvals

Opening Information 7

*Template 1D

Job Opening Type

2068/Q Requisition Default

Standard Requisition

Created 10070202 Darrell Consultant Littleberry
By
Created 01/17/2020
*Openings to Fill | Limited Number of Openings ¥
Target Openings 1
Available Openings 1
Establishment ID
Business Unit SBCMP UC Santa Barbara Campus
Company UCS University of California
*Employee Classification | Stafl: Career ¥
Department LIBR LIBRARY
Status Code 006 Pending Approval

@ Status Reason

Save and Submit | | SaveasDraft | | ff}Recruiing Home | [=]Notification | Start Over

Top of Page
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? - 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: ‘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

aftach 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 Aftachment button to attach job description and job
approval form to job opening.

FIGURET14 TAM 101 MANAGE JOB OPENING | ACTIVITY & ATTACHMENTS
Favorites + Main Menu > Recruiting > > Browse.Job Openings > Manage Job Opening
ORACLE’

All = | Search Advanced Search

Manage Job Opening

Save | gaRetum | ¢} Recruiing Home | 4] Next | [ Create New

Job Opening ID 4642
Job Posting Title BLANK AST 1 88 Un| BCMP (O ania barbara Campus)
Job Code 004724 (BLAMK AST 1) Department INST (INSTRUCTIONAL DEVELOPMENT)
Position Number 40209280 (ELANK AST 1)

Activity & Attachments Details

Job Histery 2

[ Clone | (A Add Note | [7}No Category | ¢&jPrint Job Opening Personalize

Date Subject Reason Action Taken By

04/06/2020 006 Pending Approval Darrell Litheberry

Searches 7

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

JO_Report-40209280.pdf @ JD_Report-40209280. pdf % | 04m6/2020 2:25PM Darredl Litlebarry G

Expenses

No Expenses have been added lo 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

Notes If job opening is Approved: the hiring manager will receive an
email notification
If job opening is Denied: the hiring manager will
e receive an email notification
e be able to view the denial comments
e can make required change(s) and resubmit the job opening
for approval
To save your work not yet ready to be submitted for approval by
clicking the yellow Save as Draft button (next to the yellow Save and

Submit button in bottom left corner of Job Opening page).
Job Aid ID 1.8

Top of Page
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10 - VIEWING JOB POSTINGS IN CANDIDATE GATEWAYS

Overview  The job openings were posted to both Candidate 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 lllustrations section.

lllustrations
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 info UCPath. After logging into
UCPath,

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

FIGURE15 TAM 101 INTERNAL CANDIDATE GATEWAY

Favorites = Main Menu = > Self Service» » Recruiing~ > UC Santa Barbara Careers

ORACLE' Al

~ | 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
Search Reset Search Save Search = More Oplions
Department Posted Date a
P 4 matehes found Sort By
R & DH CARRILLO FD 8VC (3) S h Result First 14ofé ot
i i b
LIBRARY (1) earch Results
Assistant 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

Access to the 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.
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FIGURE16 TAM 101 EXTERNAL CANDIDATE GATEWAY

< 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!
uc&':s';gc;_lcpu:’&) 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 is denoted by the www web address while the internal
CG has UCPath self-service navigation instead.
Job AidID  10.1
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STEP 1B - CREATING A CONTINUOUS JOB OPENING

Overview Hiring managers may need to create job openings to recruit for
multiple positions. 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 lllustrations section.
lllustrations

a) Select ‘Confinuous Job Opening’ for the Job Opening Type
b) Click the yellow Continue button

FIGURE17 TAM 101 CREATE JOB OPENING | PRIMARY JOB OPENING PAGE - CONTINUOUS
Favorites = Main Menu = » Recruiting= > Create Job Opening

ORACLE All = | Search & Advanced Search

Primary Job Opening Information

#i}Recruiting Home
Job Details | ¢
Job Opening Type|_Continuous Job Opening . @
*Business Unit SECMP C} uC santa Barbara Campus

Department Q

Position Number Q,

Job Code Q

Recrulting Location 5118/ Q, UCSE Campus

*Job Pesting Title Multiple Cooks Needed|

Profile Details
Job Profile (¢
Profile 1D View Profile
Q, View Profile i
Add Job Profile

@ Continue

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
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Favorites» = Main Menu v

ORACLE All ~

Referral Program ID

Recruitment Contact
Locations 7

*Location Location Description

ELLIS-6829 Q_ Ellison Hall

Add Location

Recruiting Locations 2

> Recruiting~ > Create Job Opening

Search

e

Advanced Search

Primary Location

@ o

*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 4 ii |
COOK AST Q, 40066393 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 1of3 » Last

Job Code 005523

Staffing Information 7

Region USA

Q¥ Primary Job Code

Q

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.

FIGURE19 TAM 101 CONTINUOUS JOB OPENING - ERROR MESSAGE

Message

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

FIGURE20 TAM 101 CONTINUOUS JOB OPENING | JOB DETAILS - REQUIRED SALARY INFORMATION
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Favorites = Main Menu ~ * Recruiing > > Create Job Opening
ORACLE All ~ | Search Advanced Search
1 Q
Add Employee

Additional Job Specifications 7
Job Code 005523 Q, # Primary Job Code
Staffing Information 7
Region |USA aQ,
Schedule Type | Variable
RegularTempaorary _Not Applicable

A | an

Begin Date [
End Date ]
Shift| Mot Applicable z
Hours 40.00

Work Period | _Weekly

| |

Travel Percentage | Never or rarely

Salary Information | ¢

Salary Admin Plan|UCSX SX Salary Plan

From Grade 133 005523
Frem Step

To Grade

PPpHP P

To Step
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 Dollar

A fam
L

Add Job Code Delete Job Code

Save and Submit Save as Draft 1 mRecruiling Home | [=]]Notification | Start Over

Find | View All First 4 10of3 » Last

Top of Page

Hiring managers will then enter the Hiring Team as described for the standard job
opening — See Job Aid Entering the Hiring Team for more procedures. After entering
the hiring team, the hiring manager willmove 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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Favorites v | Main Menu ~ > Recruing~ > 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)
Department FDSC (R & DH CARRILLO FD SVC)

Job Code 005523 (COOK)
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 L @

_ Save and Submit | | Save as Draft \ | ¢f}Recruiting Home | [ Nofification | Start Over Top of Page

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

Favorites - | Main Menu ~ » Recruiting~ » Creale Job Opening
ORACLE’ All ~ [ search # | Advanced Search
T USUNIY IOTTa ey

Job Postings 7

Posting Title COOK
First 4 1of1 » Last

Job Descriptions 7
) [ %)

“Deseription Type _Position Information

*Visibility [_Internal and External 3
na by | = ; &
Cid L] @ -« Qb =F W = Q|| Normal - | Font |sze -|/B 1 U s

[El2 == = = & A-B-

This is where the job posting information is entered for this Position Information section |

Add Posting Description ] Delete Posting Description

Job Posting Destinations 7
Pasting Duration

Post Dats Remove Date oyl
] o

%) 02r27/2020 ] i |

Destination *Posting Type Relative Open Date

(Internal Posting %) ([0 - On Approval Date ¥) 02/27/2020

(_External Posting %) ((0 - On Approval Date

Company Website

Company Website

Add Posting Destination

@ OK Cancel ] Preview |
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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

Favorites = Main Menu = * Recruiing= > 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 i

Postings

COOK

| Add Job Posting @

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

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

Top of Page

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

you've finished creating the job opening, click the yellow Save and Submit button to
submit to HR for approval.
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FIGURE24 TAM 101 CONTINUOUS JOB OPENING | POSTING INFORMATION PAGE

ORACLE"
| A~ search | | Advanced Search

Posting Information
 Job Postings ¢

)

[ *Posting Title Assistant Cook

Job Descriptions (7
*Descripti Ty'pn( Position
y [_Internal and External $)

0

First 4 10of1 (1 Last
( 9

&

S HE® o QHNurmal —”Funt

Yo o 1 us)

BRe®@ X0 @ «~» Qb
& 2 B|= = E ¥ | A B o)

This is where the position information will be entered for the Assistant Cook level of this recruitment|

| Add Pasting D i Delete Posting D

Job Posting Destinations 7

Destination “Pasting Type Relative Open Date Post Date Remove Date m“‘"‘“““
Company Website (Interal Posting %) (0 - On Approval Date ¥ 0212712020 [ & | @
Company Website [ External Posting %) (0 - On Approval Date ¥) 0202712020 [ m [ | @
[ Add Posting D |

[ ok || cancel || Preview |
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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

Favorites = Main Menu ~

ORACLE’

Job Opening

Save and Submit Save as Draft

Job Opening 1D NEW
Job Posting Title COOK

* Recniting~= > Create Job Opening

All ~ | Search » | 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
noftification
when a job
opening is
successfully
submitted
fo HR for
approval.

2 Below is the
Approval
email
noftification

1B.1

JOB OPENING PROCESS NOTIFICATIONS

Screenshot

FIGURE26 TAM 102 — JOB OPENING SUBMITTED EMAIL
Job Opening Submitted inbox x

n [}
&

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&Action=U&HRS_JOB_OPENING_|D=2874

4. Reply » Forward
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sent to the FIGURE27 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) 1§ 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 102 - MANAGING JOB OPENING

STEP 4 — 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
Let's 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

e Check with HR for ~ Browse Job Openings and managed
questions about
PC period

With this process input secured, let’s 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
lllustrations
FIGURE28 TAM 102 BROWSE JOB OPENINGS PAGE
Favorites = Main Menu ~ > Recruiting~ > Browse Job Openings
ORACLE Al ~ | 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

bér (13) Job ID Posting Title Category E;z;‘:ltl:g Department
Created by Me (4)
Hiring Manager (3)

Primary Hiring Manager (3) 2874 BLANK AST 1 @ D 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

Overview From the Manage Job Opening component, hirng managers will be
able to comprehensively 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.

[llustrations

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

FIGURE29 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 (BLANK AST 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
W U © © © © [ © © ©
Applicants 7
Select Podcad s EI“R'{:M;P‘ foant Applicant D Type Disposition Disposition  ppplication Date  SPC
Darrell Applicant
Littleberry 70389 External Applied 01/21/2020
Select All 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

Home Worklist Add to Favorites

| Help | Personalize Page

Personalize

UC Work Experience
(0)

Mark

Application Resume  Interest s

im] B AaX @

Top of Page

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 tfeam.

a) Click the Details tab
b) Click the Hiring Team
C
d
e

Click the yellow Add Hiring Manager button to add additional hiring managers
Click the yellow Add Interviewer button to add interviewers
Click the yellow Add Interested Party button to add interested parties
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FIGURE30 TAM 102 HM WORKBENCH | DETAILS TAB - HIRING TEAM

Favorites = Main Menu « » Recruitng= > 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 7
Recruiters ¢
“Name Recruiter 1D Primary
Katherine Abad Q) 10074318 7 E[
Add Recruiter Add Recruiter Team
iring Managers 7 \
“Name Manager ID Primary
Darrell Littleberry Q, 10070202 v E[
@ 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 ¢
“Nama Emipl ID

Maria Ayllon Q. 10035101 D
K 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 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
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4 - JOB OPENING FUNCTIONS

Overview
Navigation

Action
Procedures

[llustrations

The Manage Job Opening component is the hub for recruiting
functions.

PeopleSoft Menu>Recruiting>Browse Job Openings

Click the blue Posting Title link

Click

Application icon to review applicant’s application
Resume icon to review applicant’s resume

Interest icon to rate interest in the applicant

Mark Reviewed icon to denote the applicant has been
reviewed

) Route icon — option not functional for hiring mangers
Interview icon to schedule an interview for the applicant

O O

(ORNQ)]

a)
)
)
)

) Printicon 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

FIGURE31 TAM 102 RECRUITING FUNCTIONS

Type Disposition

Disposition
Reason

Application Date SPC Application Resume  Interest Interview Reject Print

ON0O

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

Reject icon to end the recruitment process for the applicant

@ @ @ @ @Personallze|Fmd|\l|ewA\I|L | B Fist & 10f1 O Last
Mark
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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)
|} Rejectto 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
lllustrations

FIGURE32 TAM 102 PROCESS FILTERS

All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience

@ ® © O 6 O 0 0 O O ©
Below are the visible statuses seen by the applicant in the Candidate Gateway through
the process.

FIGURE33 TAM 102 CANDIDATE GATEWAY APPLICANT VISIBLE STATUSES

&
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.

FIGURE34 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 f 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 & -\ application Under Review 04/15/2020 4:32PM  04/15(2020 4:32PM Withdraw
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Notes

value.
Job AiIdID 4.5

The filtered tabs automatically populate based on the Disposition status

6 - APPLICATION & RESUME REVIEW

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 applicant’s application
b) Click Resume icon to review the applicant’s resume
Application Resume
i} El
lllustrations

FIGURE35 TAM 102 HM WORKBENCH | APPLICATION AND RESUME REVIEW ICONS

Favorites » Main Menu = > Recruiting » > Browse Job Openings > Manage Job Opening

ORACLE'

All ~ | Search Advanced Search

Manage Job Opening

goRetum | ¢} Recruiting Home | & Search Job Openings | yfjNext | & Create New | E§IClone | #, Refresh | (43 Add Note | {"}No Category | ¢5jPrint Job Opening
Job Opening ID 2874
Job Posting Title BLANKAST 1
Job Code 004724 (BLANK AST 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
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject
m (U] ©) (0) (©) 0 (0) 0) () (o)
Applicants 7
! A .
Select "gcm Status Ei:t’l:l‘i‘e’:r:p"mm ApplicantiD  Type Disposition m;f}::';:‘“" Application Date SPC
Darrell Applicant
Litteberry 70369 External Applied 01/21/2020
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

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

Home Waorklist Add to Favorites

‘ Help | Personalize Page

Personalize

UC Work Experience
(0)

Mark

Application Review

Resume  Interest

Top of Page
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FIGURE36 TAM 102 HM WORKBENCH | MANAGE APPLICATION PAGE

Favoriles = Main Menu =

ORACLE’

Manage Application

Applicant

Jobs Applied 4

Process Application

Application and Resume
Personal Information

Preferences

> Recruiting > BrowseJobOpenings > Manage Job Opening > Manage Application

Home
All ~ | Search Advanced Search
goReturn | ¢fjRecruiting Home | [[faSearch Applications | #[]Previous | 4[f[Next | @Print | %, Refresh Personalize
Job Opening
Name Reese Witherspoon Preferred Contact Nol Specified Job Opening ID 4443 Status Closed
Applicant ID 144176 Phone 703/901-4737 Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara
Campus)
Applicant Type External Applicant Emall torl.stoeckinger@hr.ucsb... Job Code 005523 (COOK) Department FDSC (R & DH CARRILLO
FD SVC
Status 010 Active Address 1234 Los Olivos Recruiter Katherine Abad
Santa Barbara, CA 93105 Jab Type: Continuous
Hiring Manager Darrell Littleberry Position Number 40066392 (COOK)
Salary Range 19,000.00 io
55,000.00 USD/Bi-w
Disposition 110 Reject
Reason Candidate pool identified Inberest ST X [G# Mark Reviewed [ Interview @ Reject = Other Acticns
Date 04/02/2020
Questionnaire || Other || UC Affiliation
Attachments (7 Personalize
POI Type Unknown Attachment o il APBI I Uploaded By Last Updated
Eligible to Work in U.S. No
Copy and Pasted Resume Actress Resume ?S‘g;fazn
Are you a former employee No
Previous Termination Date — T
N is_is_my_co
This_is_my_cover_|etter.p... ver_letier.pdf Cover Letters Reese Witherspoon 10:33AM

Desired Start Date

RegularTemporary Regular
Full/Part-Time Either

Willing to Relocate No

Work Experience

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

Education Level

Willing to Travel No

5  Life Insurance....pdf

Notes

Job Aid ID

Highest Education Level I-Master's Level Degree

A

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

letter) in the attachment section of the application.
4.6

/7 - PRINTING APPLICANT INFORMATION

Overview Hiring manager may Print applicant’s 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 Q) Click the Printicon

[llustrations

Print
=]

Select the application report options to print on the report

Click the yellow Generate Report button in the bottom left
corner of the page
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FIGURE37 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 Fiatate & <) 4} 7] a8 ~ Other Actions
FIGURE38 TAM 102 PRINT APPLICATION REPORT OPTIONS
Favorites = | Main Menu - > Recruiting ~ > Browse Job Openings > Manage Job Opening
ORACLE Al ~ | search % | 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:I:‘i}: Select Questionnaire Type z:?l'::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

FIGURE39 TAM 102 PRINT APPLICATION | GENERATE REPORT BUTTON

Exclude sections with no content available

Save My Selections

Generate Report @

Return to Previous Page
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PRINT MULTI-APPLICANT PACKAGE

You can create an information package for multiple 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 ‘View Applications’

d) Click the yellow OK button

FIGURE40 TAM 102 HM WORKBENCH | VIEW APPLICATIONS

Favorites = Main Menu = > Recniing= > 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

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
) [1W] (0) (0) (0) 0y (o) (1 (0) 3)
Applicants 7
Salect Sr:on; e Applicant Name Applicant D Type Disposition D';:‘:;'::’“ Application Date sPC
Candidate pool
b Darrell Littleberry 144166 External Reject identified 03/04/2020
Candidate pool
b @ Reese Witherspoon 144176 External Reject identified 03/04/2020
* Taylor Swift 144170 External Reject 03/04/2020
v e Audrey Ruston 144171 External Hired 03/04/2020

SoectAl Desslocl

Recruiting Actions  »

Mark Reviewed

g=Retun | ¢f§Recriting Hor Applicant Actions  » Manage Interviews resh | g Add Note | EHInterviews | {"}No Category | ¢jPrint Job Opening
Create Interview Evaluation
Reject Applicant

Print Applications

View Applications

©

Perscnalize
UC Work Experience
(1)
Person
Application Resume
im] ]
im] 2
im] S
im| 5]
Top of Page
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Below is the message after selecting the 'View Applications’ option.

FIGURE41 TAM 102 VIEW APPLICATIONS | CONSOLIDATED REPORT MESSAGE

Message

Message (32001,1116)

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

Below is the consolidated application package email with the attached PDF report of
the applicant’s information (includes the job posting and each applicant’s application,
resume and cover letter as provided).

FIGURE42 TAM 102 CONSOLIDATED APPLICATION REPORT EMAIL

Q Search mail hd @ EEE UC SANTA BARBARA .
o- ¢ 1-500f16935 < > gEm-v £ @
| 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 APPLICANTS

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 fo denote your enthusiasm level in the
applicant
b) Mark Reviewed so you know that you've reviewed the
applicant
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c) Route applicants

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

lllustrations
This represents where the applicant is in the recruitment process.

FIGURE43 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 Reject
(U] (W] (0 (0) ) () ) (0) (0) (0)
Applicants 7
Select poscas . ‘L’]““"’:;'nf‘r‘;"‘“"' ApplicantD  Type Disposition Dlspositon  ppplication Date  SPC
Darrell Applicant
itleberry 70389 External Applied 01/21/2020
Select All Deselect All ~ Group Ations

etun ecruiting Home earch Job Openings | 4/ Next | (8 Create New | EE Clone efres! ote | ["}No Category rint Job Opening
R R H (51 Search Job O il Create New | G Clone | 4, Refresh | (z)Add Note | [JNoC Print Job O

Home Worklist

Personalize

UC Work Experience
()

Application Rosumeo

m] B

Top of Page

Add to Favorites

| Help | Personalize Page

@ ®

Mark

Interest iy

X @

FIGURE44 TAM 102 INTERVIEW AND REJECT ICON

This presentation of disposition icons is

available when viewing the sl
application by clicking the Application x &
icon' It Hrgect s
These icons are available to the right in = =

the screenshot above.

Interview

Nofes

Job Aid ID 4.8

Reject

@

9 - OTHER ACTIONS FOR APPLICANTS

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
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Procedures

a) Click the Other Actions sub-menu

Recruiting Actions
Step Key Inputs

~ Other Actions

Input Notes

1 Create Interview Evaluation Allows the entry of an interview evaluation

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

3 Withdraw Application This will not be available for hiing managers

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

5 Edit Disposition Allows the Disposition status to be changed
Applicant Actions

Step Key Inputs

Add Applicant to List

Change Applicant Status

Forward Applicant
Link Applicant to Job

Manage Applicant Checklists

Input Notes

This will not be available for hiring managers
This will not be available for hiring managers
This will not be available for hiring managers
This will not be available for hiring managers
This will not be available for hiring managers

Pre-Employment Check
Send Correspondence

NoonbhwdhNh=—=

[llustrations

FIGURE45 TAM 102 HM WORKBENCH | OTHER ACTIONS

Disposition
Reason

Mark

Type Disposition Reviewed

Application Date sPC Application Resume  Intarest Route

External Applied

0172112020 im} B X @ 0]

FIGURE46 TAM 102 OTHER ACTIONS - RECRUITING ACTIONS
Recruiting Actions  »
Applicant Actions ~ »

Create Interview Evaluation
Prepare Job Offer
Withdraw Application

Edit Application Details

Edit Disposition

FIGURE47 TAM 102 OTHER ACTIONS - APPLICANT ACTIONS
Recruiting Actions  »
Applicant Actions  »

Add Applicant to List
Change Applicant Status
Forward Applicant

Link Applicant to Job

Manage Applicant Checklists
Pre-Employment Check
Send Correspondence

Notes
design.
Job AidID 4.9

Submit background check
Send email to applicant

Personalize | Find | View All | (11| [

Interview Reject Print

0 8 = Other Actions @

®

First

4 10of1 b Last

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

Navigatfion PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link

Procedures See integrated procedures in lllustration section.

lllustrations

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

applicants.

a) Select checkboxes for desired applicants
Click the Group Actions link
Select '‘Recruiting Actions’

b)

c)

d) Select the desired menu action

FIGURE48 TAM 102 HM WORKBENCH | GROUP RECRUITING ACTIONS
Favorites = Main Menu = > Recruiting= > Browse Job Openings > Manage Job Opening

ORACLE a

* | 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

Manage Interviews

Create Interview Evaluation
Reject Applicant

Print Applications

g=Return | ¢f}Recruiting Home | 4 | [gAdd Note | B Interviews | {_}No Category | ¢&jPrint Job Opening

(@

View Applications

MARK REVIEWED

Personalize

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

Below is the page that appears after selecting the ‘Mark Reviewed’ option for selected

applicants.

FIGURE49 TAM 102 GROUP RECRUITING ACTIONS | MARK REVIEWED MESSAGE
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Favorites = Main Menu + * Recruiing~ > 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 is the page that appears after selecting the ‘Interview Schedule’ option for both
selected applicants.

FIGURES0 TAM 102 GROUP RECRUITING ACTIONS | MANAGE INTERVIEWS PAGE

Favorites « Main Menu ~ > Recniiing~ » Browse Job Openings > Manage Job Opening

ORACLE .

~  Search # | Advanced Search
Interview Schedule
Submit | | Save as Draft | | g=Return 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

CREATE INTERVIEW EVALUATIONS

Below is the page that appears after selecting the ‘Create Interview Evaluation” option
for the selected applicants.
a) Click the Next icon to view the next applicant

FIGURES1 TAM 102 GROUP RECRUITING ACTION | CREATE INTERVIEW EVALUATION
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Favarites = Main Menu ~ > Recruiting~ > Browse Job Openings >

ORACLE All = | Search

Interview Evaluation

Submit | SaveasDraft | | gmReturn | 4[Next @

Manage Job Opening

7 hdvanced Search

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 Interview Rating Score 0
Recommendation Comment 'E]]
Overall Rating
Recommendation
Comments | £
&
4
&
Submit | Save asDraft | | goReturn | 4[Next Top of Page
. . . .
Below is the Interview Evaluation for the next applicant.
FIGURES2 TAM 102 GROUP RECRUITING ACTIONS | CREATE INTERVIEW EVALUATION NEXT BUTTON
Favorites = Main Menu = » Recriting= > Browse Job Openings > Manage Job Opening
OR LE Al ~ | 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
Recommendation

Overall Rating

Recommendation

Interview Rating

Score 0

Comment

Comments

&

Submit | | SaveasDraft | | @=Return | #{]Previous

REJECT APPLICANT

Top of Page

Below is the Reject Applicants option for both selected applicants.
a) Reject —This rejects the applicant with no notification

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

to create and send an email notification.

c) Cancel - This abandons the reject action.

FIGURES3 TAM 102 GROUP RECRUITING ACTIONS | REJECT APPLICANT
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Favorites + | Main Menu + » Recruiting» > Browse Job Openings » Manage Job Opening

ORACLE’

All ~ | Search

Applicant to Reject

Applicant ID Name

144171 Audrey Ruston
144174 Beyoncé Knowles
Disposition

Dispesition 110 Reject

| Advanced Search

Job Opening Delete
4440 - BLANK AST 1

4440 - BLANK AST 1

Reason.

@ Reject @ Reject and Correspond
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This is the Send Correspondence page once the Reject and Correspond button is clicked.

FIGURES4 TAM 102 GROUP ACTIONS | REJECT & CORRESPOND - SEND CORRESPONDENCE PAGE
Favortes~ | MainMenuv > Recuitingw > BrowseJobOpenings > Manage Job Opening

ORACLE | Al ~ | Search 7 | Advanced Search

Send Correspondence

Message Type and Method AHhOUgh mul’rlple

applicants are listed,
each willreceive a

*Contact Method | Email

RS

Letter!

separatfe instance of the
Recipient Information authored email.
To| Audrey Ruston,Beyoncé Knowles

Cc|darrell littleberry@ucsb.edu
Z  Find
[EJ)
Bee
2 Find
&
! Include Interested Parties
Sender Information
From Darrell Littleberry
Message
*Subject
A (Public %)
*Message 1l A
Vi
Attachments

No attachments have been added to this Correspondence

Add Attachment |

Preview [ | Send || Cancel

Note: Hiring Managers will now have the capability to send out rejection email
correspondence to candidates not selected for the vacancy. To ensure a consistent
message to candidates who are not selected, please see sample rejection
correspondence language below:
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o Candidates Not Interviewed (sample language)

o Thank you for applying for the position title in the department name. All the
applications received have been reviewed and evaluated. We reviewed
your credentials thoroughly and have come to the difficult decision that
your candidacy is no longer under consideration. Determining a small
group of finalists was a difficult and lengthy process. Those who have
emerged are considered to have the skills, knowledge and experience
that more closely meet the needs of position title.  Again, thank you for
your interest in employment at the University of California, Santa Barbara. |
hope there may be other employment opportunities of interest to you in
the future. Sincerely, UCSB Human Resources-Employment Unit

o Candidates Interviewed but Not Selected (scmple language)

o Thank you for applying for the position of position title in the department
name. Although your application and interview were impressive, another
candidate was selected for the position. Our decision was based upon a
careful comparison of the demands of the position with the abilities
shown by each candidate. We appreciate your interest in the position
and the time expended in reviewing your candidacy with us.  Again,
thank you for your interest in employment at the University of California,
Santa Barbara. | hope there may be other employment opportunities of
interest to you in the future. Sincerely, UCSB Human Resources-
Employment Unit
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PRINT APPLICATIONS

Below is the Print Applicants option for selected applicants.
a) Click the yellow Run button

FIGURES5 TAM 102 GROUP RECRUITING ACTIONS | PRINT APPLICATIONS PAGE
Favorites » | Main Menu + > Recruitingw > Browse Job Openings > Manage Job Opening

ORACLE All ~ | Search

7 | Advanced Search

Print Applications

Run Control ID RUN_HRS_BIP_2020041616105 Process Monitor  Report Monitor Run @
Application Detail Questionnaire Type
Select Application Detail Select Questionnaire Type

v Praferences ’ Work Eligibility
o Referral Sources 4 Minimum Ranking
~ Work Experence r Quality Ranking
v Education Level

. Select All Deselect All
o Tralning
) Degreas
v Honors and Awards
o Licenses and Certifications Attachment Type
" Language Skills Print Latest

Select Attachment Type e i,
s UC Specialty Code
= pecially ’ Resume v
UC C: ite Credit Card
v orporate Credit Car 7 e —
Multi-Location Appointments
o i on Appoinimen o Transcripts
s Student Opt-In
s o Cover Letters
4 Mon-Student Opt-Out v Personal References
- Recruiter SPC Category " Professional References
s UC Student Status
4 OIF
v UC 19 Information
Select All Deselect All
s References
7 Resume Text Exclude Separator Pages
Select All Deselect All

Exclude sections with no content available

Generate one PDF report per application

Return to Previous Page
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After clicking the Run button, below is the Process Scheduler Request page that
appears.
b) Click the Report Monitor link

FIGURES6 TAM 102 GROUP RECRUITING ACTIONS | PRINT APPLICATIONS - REPORT MONITOR LINK
Favorites = | Main Menu + > Recruiting v > Browse Job Openings > Manage Job Opening

ORACLE All ~ | Search

% | Advanced Search

Print Applications @

Run Control ID RUN_HRS_BIP_2020041616105 Process Monitor Report Monitor

Process Instance: 1843568

Application Detail
Select Application Detail

Preferences
Referral Sources
Work Experience
Education Level
Training
Degrees

Honors and Awards

(L VG S A Y Y

Licenses and Certifications

-

Language Skills

" UC Specialty Code
# UC Corporate Credit Card
s Multi-Lecation Appointments
s Student Opt-In
" Non-Student Opt-Out
rd Recruiter SPC Category
e UC Student Status
s UC I-9 Information
v References
s Resume Text
Select All Deselect All
Exclude sections with no content availabl

Generate one PDF report per application

Return to Previous Page

Questionnaire Type

Select Questionnaire Type
o Work Eligibility
v Minimum Ranking
+ Quality Ranking
Salect All Desalact All

Attachment Type

Select Attachment Type PRt AR

Document
< Resumea s
i Referances
v Transcripts
s Cover Letters
o Personal References
3 Professional References
o OIF
Select All Deselect All

Exclude Separator Pages
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This is the page that appears after clicking the Report Monitor link.
c) Click the yellow OK button.

FIGURES7 TAM 102 PRINT APPLICATIONS | PROCESS SC_HEDULER REQUEST
Favorites v ‘ Main Menu v > Recruiting» > Browse Job Openings > Manage Job Opening

ORACLE’ | Al :Search % | Advanced Search

Process Scheduler Request

User ID 10070202 Run Control ID RUN_HRS_BIP_2020041616105
Server Name | 2, Run Date 04/16/2020 i
Recurrence | %) RunTime 4:16:11PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Name Process Type *Type *Format Distribution
v Application Details HRS_BTCH_APL Application Engine [ Web [ TXT %) Distribution

©

OK Cancel

After clicking the yellow OK button, the page below appears.
d) Click the Details link

FIGURE5S8 TAM 102 PRINT APPLICATIONS | DETAILS LINK )
Favorites v } Main Menu v > Recruiting» > Browse Job Openings > Manage Job Opening > Report Manager

ORACLE’ All ~  Search I »

Advanced Search
View Reports For
User ID 10070202 Typel ] Last Q) 1 [(Days %) Refresh
Status | %) Foderl %] Instance to
Report List Personalize | Find | View All | (2| [ First ¢ 1-20f2 » Last
Select ::)opoﬂ :::t‘ance Description g:?:;;’lsr:w Format Status Details

04/16/2020 Text Files
4:19:14PM (*.txt)

e ; 04/16/2020 Text Files "
707359 1843557 Application Details 3:48:25PM (*.txt) Posted Details @

707370 1843568 Application Details Posted Details

4 Select All ““Deselect All
Delete Click the delete button to delete the selected report(s)
[isave

List | Administration
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After clicking the Details link, the page below appears.

e) Click the PDF file link

FIGURES9? TAM 102 PRINT APPLICATIONS | REPORT DETAIL
Favorites = | Main Menu = » Recruiting = » Browsa Job Openings

ORACLE All = | Search
Report Detail
Report
Report ID TO73T0 Process Instance 1843568
Name HRS BTCH_APL Process Type Application Engine

Run Status Success

Application Details
Distribution Details

* Manage Job Opening

# | Advanced Search

Message Log

Distribution Node OOD_REPNODE Expiration Date 07/15/2020

File List

Nama File Size (bytes) Datetime Created

AE_HRS BTCH_APL_1843568.stdout 561 041672020 4:20:00.65T027PM PDT

AE_HRS BTCH_APL_1843568.trc € ) 58,565 041672020 4:20:00.65T027PM PDT
( Applications_Report_04-16-2020_1843568.pdf )599,970 041672020 4:20:00.65T027PM PDT

HRS_BIP_APPLICATION_144166_4443.xml 26875 041672020 4:20:00.65T027PM PDT

HRS_BIP_APPLICATION_144170_4443.xml 28,713 04ME/2020 4:20:00.657027PM PDT

HRS_BIP_APPLICATION_144171_4443.xml 37,124 04ME/2020 4:20:00.657027PM PDT

HRS_EBIP_APPLICATION_144176_4443.xml 26,131 0462020 4:20:00.657027PM PDT

UC_E&82 Emors.log 472 04ME/2020 4:20:00.657027FPM PDT

Distribute To

Distribution 1D Type *Distribution 1D

User 10070202

QK Cancel

* Report Manager
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Below is the resulting PDF file. It will show each applicant’s application, resume and

cover letter as provided.

FIGURE40O TAM 102 PRINT APPLICATIONS | JOB OPENING PDF FILE

Favorites ~ Main Menu ~ » Recriing ~ > Browse Job Openings > Manage Job Opening > Report Manager

ORACLE’ Al v | Seerch

Advanced Search

Applications_Report_04-16-2020_1843568.pdf

Confidential Report

Job Opening ID: 4443

Job Posting Title: COOK

Name Darrell Littleberry
Applicant ID 144166
Applicant Type External Applicant
Applicant Status 010 Active

Contact Inf
Name Prefix
First Name Darrell
Middie Name
Last Name Littieberry
Name Suffix
Address 123 Nutrition Lane
ARLINGTON, TX 76001
USA
Preferred Contact Email
Phone Numb
Phone Type | | [ Country Code [ Preferred
Home [sssisss1313 | Yes
Email Addresses
Email Type | Email Address | Preferred
Home | diitleberry@yahoo.com Yes
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SEND CORRESPONDENCE

The ‘Sending Correspondence’ applicant action allows hiring managers to author and
send an email directly from TAM.

a) Click the Group Actions link
b) Select Applicant Actions sub-menu
c) Select ‘Send Correspondence’

FIGURE61 TAM 102 APPLICANT GROUP ACTION | APPLICATION ACTIONS - SEND CORRESPONDENCE

Favoritesv  Main Menu v > Recruiting » > Browse Job Openings > Manage Job Opening

ORACLE Al ~ | Search » | Advanced Search
Manage Job Opening
& | & iting Home | #{I] | $[f{Next | &% Create New | 5EIClone | «, Refresh | [z9Add Note | [FfjInterviews | {_}No Category | ¢5jPrint 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 FDSC (R & DH CARRILLO FD SVC)
Position Number 40066392 (COOK)
Applicant Activity & Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
@ ©) (0) (V] 0) 0) ) (1) ©) 3) 1)
Applicants 7
Application Assessment . Disposition y
Select o poredy Attachment Applicant Name Applicant D Type Disposition Russon Application Date SPC Application R
. Candidate pool
v Darrell Littleberry 144166 External Reject identified 03/04/2020 i}
i : Candidate pool
v Reese Witherspoon 144176 External Reject identified 03/04/2020
v Taylor Swift 144170 External Reject 03/04/2020 im]
2 Audrey Ruston 144171 External Hired 03/04/2020 im|
Select All Deselect All = Groun Actions.
Recruiting Actions  » l
gaRetun | ¢f§Recruiting Home | @' plicant Actions  » | | gang Correspondence  |Bfresh | g9Add Note | [EInterviews | {"}No Category | ¢&Print Job Opening Top of Page

Below is the Send Correspondence page.
d) Complete the desired fields

e) Click the yellow Preview button to review the message — edit as desired
f) Click the yellow Send button to send the email correspondence
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FIGURE62 TAM 102 APPLICANT GROUP ACTION | SEND CORRESPONDENCE PAGE

ORACLE’

| Al ~ | Search | » | Advanced Search

Send Correspondence
Message Type and Method

Although multiple
applicants are
listed, each will

*Contact Method ! Email v

Letter! v receive a
separate instance

Recipient Information
To|Darrell Littleberry, Taylor Swift, Audrey Ruston,Reese Witherspoon

Cc|darrell.littleberry@ucsb.edu

&

Z Find

Bee

#| Find

(E]
¥ Include Interested Parties

Sender Information
From Darrell Littieberry
Message
*Subject|

*Access/_Public :)
*Message g @

Attachments
No attachments have been added to this Correspondence

| Add Attachment |

@Pmiaw I@\sﬁd || Cancel |

Notes
Job AidID 4.10
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STEP 5 - SCHEDULING INTERVIEWS

Hiring managers may schedule interviews in TAM.

Process Parameters
Let's review the process parameters.

Inputs Process Impact Result
e Applicant(s) Hiring managers will Opens component to
be able to view setup interview scheduling
applicant and select details including
the Interview icon interviewers and related

email notifications

Scheduling an interview is more of a practical record based on a prior agreement with
the applicant. The component shows the details that could be suggested or solidified.
Addifional features are available to make TAM the system of record for the interview.

1 - ENTERING INTERVIEW DETAILS

Overview Hiring managers can store schedule details in the Interview Schedule
page by entering/selecting.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link, then the Inferview icon
Procedures Enter
a) *Date of the interview
b) *Start Time of the interview
c) *End Time of the interview
d) Interview Status to denote the confirmation standing of the
interview
e) Interview Type to identify the modality of the interview
f) Applicant Response to denote the confirmation status from the
applicant
g) Venue to select a list of pre-populated of high level UCSB
interview locations
h) Location to denote a more specific site where the interview will
take place
i) Notify Applicant checkbox - to send an email noftification to
applicant with interview details
o Hiring managers can choose to notify the applicant via
email with these details.

i) Nofify Interview Team checkbox - to send an email notification of
interview details to interviewers listed in the Interviewers section of
Interview Schedule page
o Hiring managers can choose to nofify interviewers listed in
this schedule page via email with these details.
lllustrations
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FIGURE63 TAM 102 INTERVIEW SCHEDULE PAGE

Favorites « Main Menu

ORACLE

Interview Schedule

Submit Save as Draft | | gmRetum
Job Opening ID 2874

Job Opening Status 010 Open

Submitted No

Darrell Applicant Littleberry

Applicant ID 70389

Applicant Type External Applicant

Interview 1 - Datepot entered

*Date 01/27/2020
*Start Time 9:.00AM
“End Time |10:00AM
*Time Zone PST
Interviewers 7

Interviewer ID Interviewer Name

10070202

Add Interviewer
Venue Information

Venue |UCSB Campus

judith flanagan@hr.ucsb.edu

> Recruiing~ > Browse Job Openings

@, Darrell Consultant Littleberry

» Manage Job Opening

All ~ | Search # | Advanced Search

@ Interview Status |_Unconfirmed
N
: Interview Type | _Phone

Applicant Response | None

Time
Date Start Time End Time Zone
01/27/2020 9:00AM 10:00AM PST

Personalize

Business Unit SBCMP (UC Santa Barbara Gampus)
Job Posting Title BLANK AST 1
Position Number 40066515 (BLANK AST 1)

Preferred Contact Not Specified

Initiator Darrell Consultant LitjsBemy
~ & Notify Applicant 3
x Notify Interview Team
'8 @

Response Comments Availability Notify

None 3 = & a

Q @ Location |3rd floor of Student Affair & Administrative Services Building (SAASB 3101) UC Santa Barbara Santa

Add/Edit Venue

Notes

Barbara, CA 93106-3160

133 characters remaining

To create a new interview schedule for a subsequent interview, click the

Interview icon, then click the yellow Create New Interview Schedule button
in the lower left corner of the Interview Summary page.

Job AidID 5.1
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2 - ADDING INTERVIEWERS (OPTIONAL)

Overview Hiring managers may optionally add interviewers in the Interview Schedule

page.
Navigatfion PeopleSoft Menu>Recruiting>Browse Job Openings

. . . . . . .
Action Click the blue Posting Title link, then the Inferview icon
. N
Procedures a) Click the yellow Add Interview button
’ . . .
b) Enter the employee’s name in the Interviewer Name field
lllustrations
FIGURE64 TAM 102 INTERVIEW SCHEDULE | INTERVIEWERS
Favorites = Main Menu ~ » Recruiing v > Browse Job Openings » Manage Job Opening
Home
ORACLE Al = Search Advanced Search
Interview Schedule
Submit Save as Draft | gmRetun Personalize
Job Opening ID 2874 Business Unit SBCMP (UC Santa Barbara Campus)
Job Opening Status 010 Open Job Posting Title BLANK AST 1
Submitted No Position Number 40066515 (BLANK AST 1)
Darrell Applicant Littleberry
Applicant ID 70388 Preferred Contact Not Specified
Applicant Type External Applicant
Interview 1 - Date not entered (7
*Date [01/27/2020 |5 Interview Status | Unconfirmed N Initiator Darrell Consultant Littleberry
“Start Time [3:00AM Interview Type [ Phons Notify Applicant
*End Time | 10:00AM Applicant Response | None D =ks] Notify Interview Team
*Time Zone PST Q
Interviewers
Interviewer ID Interviewer Name @ Date Start Time End Time Im: Response Comments Avallability Notify
10070202 Q_ Darrell Consultant Littleberry 01/27/2020 9:00AM 10:00AM PST None ¥ [ 9] o
Add Interviewer
Venue Information
Venue UCSB Campus Q Location |3rd floor of Student Affair & Administrative Services Building (SAASB 3101) UC Santa Barbara Santa
judith.flanagan@hr.ucsb.edu Barbarn, CA $3108-3160
Add/Edit Venue £

133 characters remaining

Notes Adding interviewers is an optional step. When interviewers are in the
Interview Schedule page, TAM will automatically allow these employees to
complete an interview evaluation via Self-Service.

If you do not want interview evaluations to be completed in TAM by
interviewers, ensure they are not listed as Interviewers in the Interview
Schedule page.

Job AidID 52
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3 - ENTERING INTERVIEW MATERIALS (OPTIONAL)

Overview

the intferview such notes and attachments.

Navigation
Action
Procedures

[llustrations

PeopleSoft Menu>Recruiting>Browse Job Openings
Click the blue Posting Title link, then the Interview icon
a) Scroll down to the Interview Materials section in the bottom left

area of the Schedule Interview page

FIGURE6S5 TAM 102 INTERVIEW SCHEDULE | INTERVIEW MATERIALS

Interview Materials

Notes (7

No nates have been added to this Interview.

Add Note

Preview/Edit Meeting Request -

nterviewer Meeting Reques!

Applicant Meeting Request

Consolidated Interview Letter 7
Add Interview
View All Interviews

Submit Save as Draft

Notes
Job AidID 53

| g=Retumn

Load Job Opening Notes

Attachment | -

No Attachments have been added to this Interview.

Add Attachment

Letter

Letter

Date Printed

Generate Letter

Expand All Collapse All

Load Job Opening Attachment

i
Include in Consclidated Letter

Email Applic

Hiring managers may optionally add Interview Materials when scheduling

Top of Page
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4 - ENTERING INTERVIEW NOTES (OPTIONAL)

Overview Hiring managers may optionally want to add interview notes.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link, then the Interview icon
Procedures See integrated procedures in lllustration section.
lllustrations

a) Scroll down to the Interview Materials section in the bottom left area of the
Schedule Interview page
b) Click the Add Note button

FIGURE66 TAM 102 INTERVIEW SCHEDULE | INTERVIEW MATERIALS - NOTES

Interview Materials

Notes (7 Attachment 7
@ No notes have been added to this Interview. No Attachments have been added to this Interview.
Add Note Load Job Opening Notes Add Attachment Load Job Opening Attachment
Preview/Edit Meeting Request (7 Letter (7
Letter
nterviewer Meeting Request
Date Printed El
= G = Include in Consolidated Letter
Applicant Meeting Request
Generate Letter Email Applicant Upload Letter
Consolidated Interview Letter 7
Add Interview
View Al Interviews Expand All Collapse All
Submit Save as Draft | ¢=Return Top of Page

Below is the page that appears after clicking the Add Note button.
c) Enter note fields

FIGURE67 TAM 102 INTERVIEW MATERIALS | NOTES — NOTES PAGE

Favorites » Main Menu + > Recruiing» > Browse Job Openings > Manage Job Opening
ORACLE All + | Search Advanced Search
Applicant

Applicant ID 70383
Applicant Name Darrell Applicant Littleberry

Note
Note Date ]
*Subject
@ Details | B
4
{i,/
Attachments

No attachments have been added to this Note.

Add Attachment

Add Note Cancel
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Notes Attachments can be added to notes by clicking the yellow Add
Attachment button. Notes already associated to the job opening can also
be brought into the interview materials by clicking the yellow Load Job
Opening Notes button.

Job AidID 5.4

5 - ADDING INTERVIEW ATTACHMENTS (OPTIONAL)

Overview Hiring managers may optionally want to add attachments to the
scheduled interview.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link, then the Interview icon
Procedures See integrated procedures in lllustration section.
lllustrations

a) Scroll down to the Interview Materials section in the bottom left area of the
Schedule Interview page
b) Click the Add Attachment button

FIGURE68 TAM 102 INTERVIEW SCHEDULE | INTERVIEW MATERIALS - ATTACHMENTS

Interview Materials
Notes Attachment
No notes have been added to this Interview. No Attachments have been added to this Interview.

Add Note Load Job Opening Notes Add Attachment Load Job Opening Attachment
Preview/Edit Meeting Request - Letter

Letter
Date Printed

Include in Consolidated Letter

Consolidated Interview Letter 7

Add Interview

View All Interviews Expand All Collapse All

Submit Save as Draft | | g=Return Top of Page

Below is the page that appears after clicking the yellow Add Attachment button.
c) Choose file to attach and click the yellow Upload button

FIGURE69 TAM 102 INTERVIEW MATERIALS — FILE ATTACHMENT DIALOG

File Attachment |
Help [
I Choose File Mo file chosen L
Upload Cancel [
[

Notes Attachments can be added to notes by clicking the yellow Add

Attachment button. Notes already associated to the job opening can also
be brought into the interview materials by clicking the yellow Load Job
Opening Notes button.

Job AidID 55
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6 - CUSTOMIZING APPLICANT/INTERVIEWER NOTIFICATIONS (OPTIONAL)

Overview The email noftification to the applicant and/or interviewers can be
respectively customized.
Navigatfion PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link, then the Interview icon
Procedures See integrated procedures in lllustration section.
lllustrations

a) Scroll down to the Interview Materials section in the bottom left area of the
Schedule Interview page

b) Click the Save as Draft button at the bottom left of the page enabling the buttons
in the Preview/Edit Meeting Request section in the lower left area of the page

FIGURE70 TAM 102 INTERVIEW SCHEDULE | SAVE AS DRAFT

Interview Materials
Notes 7 Attachment 7

No notes have been added to this Interview. No Attachments have been added to this Interview.

Add Note Load Job Opening Motes Add Attachment Load Job Opening Attachment
Preview/Edit Meeting Request Letter (3
Letter
iewer Mesting Reques
Date Printed 3
N . Include in Consolidated Letter
Applicant Meeting Request
Generate Letter Email Applicant Upload Letter
Consolidated Interview Letter 7
Add Interview
View All Interview: Expand All Collapse Al
Submit Save as Drat ‘g=Relurn Top of Page

Below shows the enabled meeting request buttons after clicking the button in step b.
c) Click the desired yellow meeting request button to modify

FIGURE71 TAM 102 INTERVIEW SCHEDULE | PREVIEW/EDIT MEETING REQUEST
Preview/Edit Meeting Request ¢

Interviewer Meeting Request }

Applicant Meeting Request

Cancel Interview

Below is the Interview Request email that will show when you click the meeting request
buttons in step ¢ above.
d) Make desired changes to email contents
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e) Click the yellow Save button

FIGURE72 TAM 102 INTERVIEW SCHEDULE | PREVIEW/EDIT MEETING REQUEST — INTERVIEW REQUEST
Favorites = | Main Menu = > Recruiting ~ > Browse Job Openings > Manage Job Opening

ORACLE’

All = | Search 2 | Advanced Search

Schedule Interview

Interview Request

Message Type and Method

Contact Method Mot Specified Meeting Request Type Interviewer Meeting Request

Recipient Information

To |darrelllitleberry@ucsb.edu El

A

Sender Information

From Darrell Consultant Littleberry
Message

Subject Interview Schedule for Darrell Applicant Littleberry on 01-27-2020

Message | You are scheduled to interview 70389 Darrell Applicant Littleberry on 01-27-2020 from @@

9:00 AM to 10:00 AM PST for Job Opening 2874 for BLANK AST 1. You should have

already been contacted about this interview by the hiring manager or recruiter. This

message is just to confirm the scheduled interview. @
—

YOU CAN MODIFY OR ADD YOUR OWN TEXT WITHIN THE GENERATED EMAIL|

The location entered into Online Recruiting for this interview is 3rd floor of Student
Affair & Administrative Services Building (SAASB 3101) UC Santa Barbara Santa
Barhara. CA 93106-3160 If vou are nr e of the address ar exact locati p

F 1 0. nDlsase.s

hccess: Public :f
Attachment

Mo Attachments have been added to this Message Request.
Add Attachment

@ Save Cancel Return to Previous Page

This is the message after the Save button is clicked.

FIGURE73 TAM 102 INTERVIEW SCHEDULE | INTERVIEW REQUEST MESSAGE

Message

You have successfully submitted interview details for Darrell Applicant Littleberry for the job BLANK AST 1 — 2874 (0,0)

Notes Hiring managers are able to completely customize the email notification
to the applicant and/or interviewers including adding attachments.
Job AidID 56
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7 - GENERATING AND UPLOADING AN INTERVIEW LETTER (OPTIONAL)

Overview Optionally, hiring managers may want to generate an interview letter or
email the applicant from TAM.
Navigatfion PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link, then the Interview icon
Procedures a) Scroll down to the Interview Materials section in the bottom right
area of the Schedule Interview page select Letter template
b) Click the yellow Generate Letter button
c) View the generated RTF (rich text format) letter template and
modify as desired
d) Save resulting letter as a PDF (protected document format) file
o Not shown in illustration
e) Click the yellow Upload Letter button
f) Select the exported PDF document
g) Click the yellow Email Applicant button
h) Verify the Interview Letter is attached to the email
Complete email details
Click the appropriate button to preview, send or cancel the email
with attached letter
lllustrations

FIGURE74 TAM 102 INTERVIEW SCHEDULE | INTERVIEW MATERIALS - LETTER

Interview Materials

Notes 7 Attachment (7
No notes have been added to this Interview. No Attachments have been added to this Interview.
Add Note Load Job Opening Notes Add Attachment Load Job Opening Attachment
Preview/Edit Meeting Request ¢ Letter 2
Letter | Interview Letter 151-SBGMP Hda
nterviewer Meeting Request
Date Printed El

Applicant Meeting Request Include in Ced Letter @
Generdte Letter Email Applicant Upload Letter

Consolidated Interview Letter 2

Add Interview

View All Interviews. Expand All Collapse All

Submit Save as Draft | | g=Retun Top of Page

Below is the generated letter as arich text format (rtf) file. This is a template letter that
can be modified as desired.
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FIGURE75 TAM 102 INTERVIEW MATERIALS | LETTER — RTF INTERVIEW LETTER

LR

©

(O] : 2020-01-21-14.30.10.0000001169UC_INL_SBCMP.rtf — Edited
Times % | Regular = 1z wr - A B I U E_ = = T = || 1=
¥ »
1 2 3 a & (-] i

21 January 2020

Darrell Applicant Linleberry
1234 Cowboy Ln.

Dallas, TX 75001

Dear Littleberry,

An interview has been scheduled for you on the following date(s):

Date Time Interviewer(s) Laocation

3rd floor of Stwdent
AfTair &
Administrative
Darrell Consultant Services Buildin
27 January 2020 09:00AM  PST Littleberry (SAASB 3101) 5(:
Santa Barbara Santa
Barbara, CA
93106-3160

[YOU CAN ADD YOUR TEXT OR MAKE DESIRED MODIFICATIONS!| ]

If you are unable to keep these appointments or if you have any questions, please contact me at
(925)555-1234.

Thank you for taking time to interview with us, Careful consideration will be given o your
experience and skills with regard to the position.

Thank you for considering our company as a prospective employer, We wish you success in your
Job search.
Sincerely,

Barbara Smith
Employment Coordinator

66



UC Santa Barbara HR Employment

The modified lefter should be exported as PDF (protected document format) file.

FIGURE76 TAM 102 INTERVIEW MATERIALS | EXPORT PDF INTERVIEW LETTER

@& Textedit BN Edit Format
New
M open..
Open Recent

Close
Save
Duplicate
Rename...
Move To...
Revert To

Insert from iPhone or iPad
Export as PDF...
Share

Show Properties

Page Setup...
Print...

27 January 2020

View Window Help

%N 110.0000001169UC_INL_SBCMP.rtf — Editad
¥0 . m~» B! u @&

| 2
v
R®BW ] 5 6 7
#S
8S
>
“0
>
w “you on the following date(s):
3P
Interviewer(s) Location
U 3nd i f Studen
: oor of St t
#P Affair &
Administrative
Darrell Consultant Services Building
RN XN Littleberry (SAASB 3101 UC
Santa Barbara Santa
Barbara, CA
93106-3160

(925)555-1234,

Job search

Sincerely,

Barbara Smith

Employment Coordinator

YOU CAN ADD YOUR TEXT OR MAKE DESIRED MODIFICATIONS§

If you are unable to keep these appointments or if you have any questions, please contact me at
Thank you for taking time to interview with us. Careful consideration will be given to your
experience and skills with regard 10 the position.

Thank you for considering our company as a prospective employer. We wish you success in your
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Select PDF interview letter document to upload.

FIGURE77 TAM 102 INTERVIEW MATERIALS | LETTER — UPLOAD PDF INTERVIEW LETTER

File Attachment

Help

Choose File Mo file chosen

Upload Cancel

FIGURE78 TAM 102 INTERVIEW MATERIALS | LETTER — EMAIL APPLICANT
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Favorites = 1 Main Menu +

ORACLE

Al ~ | Search

Send Correspondence
Message Type and Method

*Contact Method | ;Err!}gil

> Recruiting~ > Browse Job Openings

Letter|

Recipient Information

QD} “

» Manage Job Opening

To |Darrell Applicant Littleberry _[E
L 7
Cc |darrell ittleberry@ucsb.edu
— 2l Find
(B
Bcc
Z| Find
&
¥ Include Interested Parties
Sender Information
From Darrell Consultant Littleberry
Message
*Subject
*Access | Public *)
“Message (g
y
Attachments
Flle Name Description
2020-01-21-14.37.03.0000001... @ Interview letter i ]

A bRsch

\ Preview || send | | Cancel ';)

Notes

Advanced Search

The upload letter is attached to the email correspondence. The letter

can be deleted by click the trash can icon next to the letfter in the
Attachments section at the bottom of the page.

Job AidID 5.7
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SCHEDULING INTERVIEW PROCESS NOTIFICATIONS

Applicants receive two email notifications when the Notify Applicant checkbox is
checked on and submitted.

ltem Email Screenshot
Notification
1 The first is FIGURE79 TAM 102 INTERVIEW SCHEDULE EMAIL NOTIFICATION
the Interview Schedule for Job Opening 2874 BLANK AST 1 inbox x & 2
InTervIeW . darrell.littleberry@ucsb.edu Tue, Jan 21, 5:48 PM (16 hours ago) ﬁ -
invitation e
email.
You are scheduled to interview for job opening 2874 BLANK AST 1, with the following schedule:
Interviewer: Darrell Consultant Littleberry
Date: 01-27-2020 (MM-dd-yyyy)
Start: 9:00 AM
End: 10:00 AM PST
Location: 3rd floor of Student Affair & Admini ive Services Building (SAASB 3101) UC Santa Barbara Santa Barbara, CA
93106-3160
You should already have been contacted about this interview by the manager or recruiter who is filling the position. This
message is just to confirm the scheduled interview. The "location” shown above is only a quick reference, not the full address
- if you are not sure of the address or exact location of the interview, or if you need directions to the location, please contact
the person who scheduled the interview with you.
2 The FIGURE8O TAM 102 INTERVIEW SCHEDULE CALENDAR INVITATION
second Interview Schedule for Job Opening 2874 BLANK AST 1 Inbox x 5 2
emGiI iS fhe darrell.littleberry@ucsb.edu @ Tue, Jan 21,548 PM (17 hours ago) ¥ 4=
. tome ~
calendar
invite
email.

Jan Interview Schedule for Job Opening Agenda
27 8... Mon Jan 27, 2020
View on Google Calendar
Mon pr 8am Hold - TAM
When  Mon Jan 27, 2020 9am - 10am (PST) Testing/Polishing
9am Interview Schedule
Yes Maybe No for Job Opening 28...

1pm Maria/Darrell - Maria
Ayllon's Zoom M...

2pm ETS All Hands
Quarterly Meeting

More options

The attached file has the details of the interview and can be directly imported into Microsoft Outlook Calendar.

The same messages above are sent to interviewers listed in the Interview Schedule
page.

NEXT PROCESS STEP

Enter the interview evaluation.
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STEP 5B — ENTERING INTERVIEW EVALUATIONS
As a process requirement, hiring managers must enter at least one interview evaluation
in TAM for interviewed applicants.

Process Parameters
Let’s review the process parameters.

Inputs Process Impact Result

Interviewed applicant(s) Hiring managers will Opens component to
be able to enter an enter interview overall
interview evaluation evaluation and status
for the applicant(s). disposition.

Multiple evaluations
can be entered for
each interview
conducted for
applicant(s).

Entering an interview evaluation is pretty straight-forward.

1 — CREATING INTERVIEW EVALUATION

Overview Hiring managers will need to enter an interview evaluation for applicants

intferviewed.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link
Procedures See integrated procedures in lllustration section.

lllustrations
From the Manage Job Opening component,
a) Click the Other Actions sub-menu and select ‘Create Interview Evaluation’

FIGURE81 TAM 102 CREATE INTERVIEW EVALUATION — MENU ITEM

@Create Interview Evaluation ] Recruiting Actions  »
Prepare Job Offer Applicant Actions ~ »
Withdraw Application
Edit Application Details
Edit Disposition

This is the page after selecting the ‘Create Interview Evaluation” menu option.
To enter the evaluation:
b) Enter the information in the Evaluation section
c) Enterinformation in the Interview Ratings section
d) Enter a Recommendation disposition and Comment in the Recommendation
section
e) Click the yellow Submit button when finished or the Save as Draft to save data
entry prior to submitting the evaluation
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FIGURE82 TAM 102 INTERVIEW EVALUATION PAGE

| Favorites = Main Menu ~ » Recruiting~ > Browse Job Openings » Manage Job Opening
ORACLE All ~ | Search % | Advanced Search
llntarview Evaluation l

Submit Save az Draft | g=Retumn

Name Darrell Applicant Littieberry
Applicant ID 70389
Status 010 Active

Evaluation @

Interview Date 01/27/2020 ]
Interview Typg—RQone &
Recommendatiol
Overall Rating [ Good ¢
Recommendat
005 Interview - ')
Gomment 450 Make Offer A
100 Hold
110 Reject

120 Withdrawn
[

@ &

Submit Save as Draft

| gmReturn

Nofes

Job AidID  5B.1

MNew Wil

Personalize

Job Posting Title BLANK AST 1
Job Opening ID 2874
Job Opening Status 010

Interview Ratings @ Find

Category Owverall Impression

First 4 1of1 b Last

Interview Rating Good ¥ Score 2
Comment The candidate did a nice job answering questions clearly and concisely by =
phane.
L e

Top of Page
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2 — CREATING INTERVIEW EVALUATION FROM INTERVIEW SUMMARY

Overview Hiring managers may need to enter an additional interview evaluation for
applicants with multiple interviews.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link
Procedures See infegrated procedures in lllustration section.
lllustrations
From the Manage Job Opening component,
a) Click the Interview icon

FIGURE83 TAM 102 HM WORKBENCH INTERVIEW ICON

Personalize | Find | ViewAll | 21| E§  First ¢ 1of1 0 Last
Type Disposition Disposition  appilication Date sPC Application Resume  Interest e Route Interview Reject Print
External Applied 01/21/2020 jim] B batete 4 & ) i) [~] =] = Other Actions

(@

This is the page after selecting the ‘Create Interview Evaluation” menu option.
b) Click the yellow Create New Evaluation button in the lower left corner

FIGURE84 TAM 102 INTERVIEW SUMMARY PAGE - CREATE NEW EVALUATION

Favorites v Main Menu v > Recruiting~ > Browse Job Openings > Manage Job Opening X
. Home
ORACLE All ~ | Search Advanced Search
JOD LOae UU4/24 (BLANKAST 1) POSITION NUMDEr 4UUBE3 15 (BLANKAS| 1)

Interview Summary

oloct Date Start Time End Time Time Zone Location Submitted Status Final Recommendation

3rd floor of Student Affair & Administrative
° 01/27/2020 9:00AM 10:00AM PST Services Building (SAASB 3101) UC Santa v Unconfirmed 005 Interview V4
Barbara Santa Barbara, CA 93106-3160

Interview Details 7
Date 01/27/2020 & EditInterview Schedule

Start Time 9:00AM PST
End Time 10:00AM PST
Location 3rd floor of Student Affair & Administrative Services Building (SAASB 3101) UC Santa Barbara Santa Barbara, CA 93106-3160
Submitted Yes
Status Unconfirmed
Final Recommendation
Final Recommendation | 005 Interview
Reason

Average Score 2

Interview Evaluations 7

Name Interview Rating Interview Type Recommendation Score Action
Darrell Consultant Littieberry Good 005 Interview 2.000 Edit Evaluation

Create New Evaluation @

Create New Interview Schedule

Save | @uReturn Top of Page
Notes Alternatively, you can start an interview evaluation by clicking the
Interview icon from the Manage Job Opening component, click the yellow
Create New Evaluation button (b) in the lower left corner of the Interview
Summary page
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By clicking the Interview icon, you can enter a new interview evaluation
or edit an existing interview evaluation by clicking the blue Edit Evaluation

link in the Interview Evaluations section.
Job AidID 5B.2

3 — ENTERING FINAL RECOMMENDATION

Overview After completing the final interview evaluation, hiring managers will need

to make a final recommendation.

Navigation PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link

Procedures See integrated procedures in lllustration section.

lllustrations
a) Click the Interview icon

rrte e Fomprct L —

@Da o =

b) Selecting ‘020 Make Offer’ in the Final Recommendation field in the Final
Recommendation section of the Manage Interviews page
c) Click the yellow Submit button (not shown in illustration below)

FIGURE85 TAM 102 MANAGE INTERVIEWS — FINAL RECOMMENDATION

Favorites v Main Menu ~ > Recruiting~ > Browse Job Openings » Manage Job Opening

ORACLE’ .

~ | Search Advanced Search

Manage Interviews

Save | @=Return
Applicant Name Darrell Applicant Littieberry Job Opening ID 2874
Applicant ID 70389 Job Opening Status 010 Open
Job Posting Title BLANK AST 1 Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004724 (BLANK AST 1) Position Number 40066515 (BLANK AST 1)
Interview Summary 7
Select Date Start Time End Time Time Zone Location Submitted Status Final Recommendation

3rd floor of Student Affair & Administrative
° 01/27/2020 9:00AM 10:00AM PST Services Building (SAASB 3101) UC Santa v Unconfirmed
Barbara Santa Barbara, CA 93106-3160

Interview Details

Date 01/27/2020 & Edit Interview Schedule

Start Time 9:00AM PST
End Time 10:00AM PST
Location 3rd floor of Student Affair & Administrative Services Building (SAASB 3101) UC Santa Barbara Santa Barbara, CA 93106-3160
Submitted Yes
Status Unconfirmed
Final Recommendation

Final {020 Make Offer %} @

Reason

Average Score 2

Interview Evaluations 7

Name Interview Rating Interview Type Recommendation Score
Darrell Consultant Littleberry Good 005 Interview 2.000
Darrell Consultant Littieberry Good 020 Make Offer 2.000

Create New Evaluation

Notes The Reason field is not required.
Job AidID  5B.3

020 Make Offer

Action

Edit Evaluation

Edit Evaluation

Personalize
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4 — SELECTING A CANDIDATE

Overview The hiring manager will need to change the applicant’s Disposition status
to ‘Offer’ to select them as the candidate. Next, the hiring manager will
need to notify their central HR recruiter (email) to make the job offer to
the selected candidate.

Navigation PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link
Procedures See integrated procedures in lllustration section.
lllustrations

From the Manage Job Opening component on the desired applicant row,
a) Click the Other Actions submenu and select ‘Edit Disposition’

FIGURE86 TAM 102 HM WORKBENCH | EDIT DISPOSITION — MENU ITEM

Create Interview Evaluation Recruiting Actions  »
Prepare Job Offer Applicant Actions  »
Withdraw Application

Edit Application Details
@ Edit Disposition ]

b) Select the ‘070 Offer’ in the *New Disposition field list
c) Select an appropriate Status Reason
d) Click the yellow Save button

FIGURE87 TAM 102 HM WORKBENCH | EDIT DISPOSITION ‘OFFER’
Favorites = Main Menu ~ »  Recruiting~ > Search Job Openings » Manage Job Opening

ORACLE Al

= | Search Advanced Search

Current Disposition 071 Offer Accapted
*New Disposition | 070 Offer

@Status Reason| Candidate Selected ¥l

Date 01/24/2020

(@

Save Cancel

Nofes
Job AidID 5B.A4
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5 — ENTERING JOB OFFER PROPOSAL

Overview The hiring manager will need to enter the job offer proposal for HR as a

Note in the job opening.
Navigatfion PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link
Procedures See integrated procedures in lllustration section.
lllustrations
a) Click the Add Note icon

FIGURE88 TAM 102 HM WORKBENCH | ADD NOTE ICON
Favorites + Main Menu+ » Recruiing = » Browse Job Openings > Manage Job Opening

ORACLE’ All = | Search » | Advanced Search

Manage Job Opening @
4aRetum | ¢} Recruiting Home | #] Previous | &}, Create New | E§/Clone | #, Refresh [EH Interviews | {"}No Category | (& Print Job Opening

Job Opening ID 4443 Status 010 Open
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)

Job Code 005523 (COOK) Department FDSC (R & DH CARRILLO FD SWC)
Pasition Number 40068392 (COOK)

Applicants Applicant Screening Activity & Attachments Details

Al Applied Reviewed Screen Route Interview Offer Hire: Hold Reject
) (2) (@ (0) () m (1 (0) () (0)
Applicants (7
D itk Applicati
Select Beam Status pepl Mame Applicant 1D Type Disposition ;‘:::o:" WD:; = SPC
Audray Ruston 144171 External Acceptad 03/04/2020
Taylor Swift 144170 External Interview 030472020
Darrell Littleberry 144166 External Applied 03/0472020
Reese Witherspoon 1441768 External Applied 030472020
Select Al Desedect All = Group Actions

guRewm | ¢fj Recruiting Home | #f] Previous | [ Create New | £EiClone | <, Refresh | [0 Add Note | [if] Interviews | {7} No Category | ¢ Print Job Opening

b) Enter the *Subject as ‘Job Offer Proposal’
c) Select ‘Private’ for *Audience field

d) Enter the job offer proposal Details

e) Click the yellow Add Note button

FIGURE89 TAM 102 INTERVIEW SCHEDULE | NOTES - ADD NOTE PAGE

Favorites = Main Menu ~ » Recruiting = » Browse Job Openings > Manage Job Opening
ORACLE All = |Search ? | Advanced Search
Mote Date|04/03/2020 |3 @ *Audience| Private E

Q *Subject|Job Offer Proposal
o Details | We would like to offer 50K per year. I ?!tt!

(o) z

Add Note Cancel

Personalize

UC Work Experience
(2)

Application

[m}

]
]
]

Resume

m

[

Top of Page
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Review and edit, as needed, entered notes in the Activity and Attachment tab.

FIGURE?0 TAM 102 HM WORKBENCH | NOTES - JOB OFFER PROPOSAL

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

ORACLE’

All = | Search Advanced Search

Manage Job Opening

Save | gaRetumn | ¢} Recruiting Home | #f] Previous | &} Create New | I Clone | (g1 Add Note | [5f Interviews | {}No Category | (& Print Job Opening Personalize
Job Opening ID 4443 Status 010 Open
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
Job History
Date Subject Reason Action Taken By
02/28/2020 010 Open Katherine Abad
02/27/2020 006 Pending Approval Darrell Litheberry

Searches

Mo searches are related to this Job Opening.
Notes
Subject Note Date Author
Jab Offer Proposa 04/03/2020 Darrell Littieberry i |

Add Note
Attachments
Mo Attachments have been added to this Job Opening.
Add Attachment
Expenses
Mo Expenses have been added io this Job Opening.
Add Expense
Save | gaRetun | ¢} Recruiting Home | #] Previous | & Create New | 55 Clone | (g3 Add Note | [ interviews | [T} No Category | (& Print Job Opening Top of Page

candidate and include their hiring proposal by adding a note to the job
opening. HR willmake the job offer to the candidate.
Note: Items to include in the “details” section of the hiring proposal note
include:
1. Salary and justification
2. Start date
3. Any other relevant/additional details the recruiter might need to
know
4. Recharge number for HR to submit the background check OR
indicate that your department has a Universal account and will
submit the background check
Job AidID  5B.S

INTERVIEW EVALUATION PROCESS NOTIFICATIONS

No email nofifications noted for this process.

77



UC Santa Barbara HR Employment

NEXT PROCESS STEP

Hiring managers will continue to manage the applicant pool until a candidate is

selected.
OTHER MANAGE JOB OPENING FUNCTIONS
Overview There are other manage job opening functions that hiring managers may
desire to use.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link
Procedures See integrated procedures in lllustration section.
lllustrations

PRINT JOB OPENING

a) Click the Print Job Opening icon

FIGURE?1 TAM 102 HM WORKBENCH | PRINT JOB OPENING ICON

Favorites = Main Menu ~

ORACLE’

Manage Job Opening

gaReturn | #f}Recruiting Home | #{fPrevious | 4[f[Next | & Create New | E§IClone | r, Refresh | [JAdd Note | [“JNo Category | ¢5jPrint Job Opening

> Recruiting~ > Browse Job Openings > Manage Job Opening

All = | Search Advanced Search

(@

Personalize
Job Opening ID 4599 Status 010 Open
Job Posting Title BLANK AST 2 Neadad! Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004723 (BLANK AST 2) Department HLSF (ENVIRONMENTAL HEALTH & SAFETY)
Position Number 40066442 (BLANK AST 2)
Applicant Screening Activity & At Details
All Applisd Reviewed Screen Route Interview Offar Hire Hold Reject UC Werk Experience
(U] (o) (1 0y (©) (0) o) (0) 0) (0) ()
Applicants ¢
Select s;m s Applicant Name Applicant 1D Type Dispasition Di;::::;“" Application Date sPC Application Resuma
Darrell Littleberry 144166 External Reviewed 04/15/2020 m| _‘
Select All Deselect All = Group Actions
g=Retun | ¢f}Recruiting Home | #{[[Previous | 4[f[Next | &5 Create New | EZICIone | 7, Refresh | [7Add Note | {"}No Category | ¢ Print Job Opening Top of Page

78



UC Santa Barbara HR Employment

b) Click the yellow Create Report button

FIGURE?2 TAM 102 HM WORKBENCH | PRINT JOB OPENING — CREATE REPORT
Favorites + | Main Menu ~ » Recruiting~= > Browse Job Openings * Manage Job Opening

ORACLE’ All = | Search % | Advanced Search

Select Job Opening Sections

Job Opening 4588 BLANK AST 2 Needed!
| Create Report i
Job Opening Print Selection (FE]

Select Section to Print [PAGE.Section]
#  JOB DETAILS Job Information
¥ JOB DETAILS Salary Information
# JOB DETAILS Staffing Information
# QUALIFICATIONS Education and Experience
# SCREENING Screening Options
# SCREENING Screening Question
# HIRING TEAM Hiring Manager Assignments
¥ HIRING TEAM Interested Party Assignments
#  HIRING TEAM Interviewer Assignmenis
¥ HIRING TEAM Recruiter Assignments
¥l JOB POSTINGS Job Postings
#1 OTHER Motes
# OTHER Applicants
¥l OTHER.Job History

Select All Deselect All Return to Previous Page

Create Report
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Below is the job opening report.

FIGURE?3 TAM 102 HM WORKBENCH | PRINT JOB OPENING - JOB OPENING REPORT

HRS_BIP_JOBPpdf

Job Opening Report

[Job Opening Summary

Job Opening ID
Job Posting Title
Job Code
Position Number
Status

Business Unit
Department

4599

BLANK AST 2 Needed!

004723(BLANK AST 2)

40066442(BLANK AST 2)

010 Open

SBCMP(UC Santa Barbara Campus)
HLSF(ENVIRONMENTAL HEALTH & SAFETY)

Job Information

Created By

Created

Opening to Fill
Target Openings
Available Openings
Establishment ID
Business Unit
Company
Department

Status Code

10070202(Darrell Littleberry)
03/24/2020

L(Limited Number of Openings)
1

1

SBCMP(UC Santa Barbara Campus)
UCS(University of California)
HLSF(ENVIRONMENTAL HEALTH & SAFETY)
010 (010 Open)
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CLONE JOB OPENING

Hiring managers can clone an existing job opening to use as a starting point for a new

job opening. Follow the steps below to clone an existing job opening.
a) Click the Clone feature

FIGURE?4 TAM 102 HM WORKBENCH | CLONE ICON

Favarites v Main Menu ~ » Recruiting = > Browse Job Openings  » Manage Job Opening

ORACLE All ~ Search »

Manage Job Opening @

gmReturn | ¢f}Recruiting Home | #[I[Previous | 4[fNext | & Create New | i Refresh | [33Add Note | [EHinterviews | ["}No Category | ¢GjPrint 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 FOSC (R & DH CARRILLO FD SVC)
Position Number 40066392 (COOK)

Advanced Search

Applicant ing Activity & Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject
(4) ) (0) (0) (0) (0 (0 iy (0) (3)
Applicants 7
Salact Sm’_' e Applicant Name Applicant D Type Disposition D'w:’“ Application Date SPC
Darrell Littleberry 144166 External Reject Canddate pool  paynaranz0
Candidate pool
Reese Witherspoon 144176 External Reject identified 03/04/2020
Taylor Swift 144170 External Reject 03/0472020
Audrey Ruston 144171 External Hired 03/04/2020
Select All Deselect All ~ Group Actions

g=Retum | #§§Recruiting Home | #fi]Previous | 4[f|Next | & Create New | [{§IClone | 7, Refresh | [g3Add Note | [EjInterviews | {}No Category | ¢5jFrint Job Opening

b) Enter New Posting Title
c) Click the yellow Clone button

FIGURE?5 TAM 102 HM WORKBENCH | CLONE - NEW JOB OPENING DATA
Favorites « Main Menu ~ > Recruitng » > Browse Job Openings > Manage Job Opening

ORACLE’ All ~ | Search # | Advanced Search

Job Opening ID 4443

Posting Title COOK
*New Posting Title [Experienced Cooks Needed!|

@ *Number of New Job Openings 1

Clone Cancel

Personalize

UC Work Experience
4]

Application

im}

Top of Page
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Below is the message page after clicking the yellow Clone button.

FIGURE?6 TAM 102 HM WORKBENCH | CLONE — SUCCESSFULLY CLONE MESSAGE

Favorites = Main Menu = > Recruiting = > Browse Job Openings > Manage Job Opening

ORACLE All ~ | Search ? | Advanced Search

V Job Opening successfully cloned

Job Opening ID 4443
Posting Title COOK

New Posting Title Experienced Cooks Neaded!
Number of New Job Openings 1

New Job Opening Status Draft

Cloned Job Openings

Job Opening ID  Posting Title
4675 Experienced Cooks Needed!

Close

PERSONALIZING JOB CATEGORIES

Hiring managers can personalize categories to classify and group job openings by
following the steps below.

a) Click the Category feature

FIGURE?7 TAM 102 HM WORKBENCH | CATEGORY ICON
Favorites + Main Menu » » Recruiting> > Browse Job Openings > Manage Job Opening
ORACLE’

All ~ | Search % | Advanced Search

Manage Job Opening

(@

gmReturn | ¢f}Recruiting Home | #[[Previous | 4[[[Next | 5§ Create New | EZIClone | 7 Refresh | [zYAdd Notef | ["}No Category | |¢& Print Job Opening
Job Opening ID 45399

Perscnalize
Status 010 Open
Job Posting Title BLANK AST 2 Needed! Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 004723 (BLANK AST 2) Department HLSF (ENVIRONMENTAL HEALTH & SAFETY)
Position Number 40066442 (BLANK AST 2)
Applicants Applicant Screaning Activity & Attachments Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
4] (W] (n (W] (W] (W] (W] ©) 0) (o) o)
Applicants (7
Select s‘;ow P Applicant Name Applicant 1D Type Di "'R.a“;l Application Date sPC Application Resume
Darrell Littleberry 144166 External Reviewed 04/15/2020 im] B
Select All Deselect All = Group Actions.
@=Retumn | ¢f}Recruiting Home | #{f]Previous | 4ffjNext | & Create New | 55 Clone | < Refresh | [g3Add Note | {)JNo Category | ¢&jPrint Job Opening Top of Page
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b) Click on the Personalize Job Categories link

FIGURE?8 TAM 102 HM WORKBENCH | CATEGORY — SELECT A CATEGORY
Favorites = | Main Menu = * Recruiing = > Browse Job Openings »  Manage Job Opening

ORACLE' All = | Search

% | Advanced Search

Select an icon below to assign a catagory to the job opening.

Select a Category

Current Catagory Description

il Hot Jobs

Q Green Category
Yellow Category

Q Blue Category

D Orange Category

Q Purple Category

v [} No Category

Close Personalize Job Categories @

c) Enter your desired Description label(s)
d) Click the yellow OK button

FIGURE?? TAM 102 HM WORKBENCH | CATEGORY — ENTER DESCRIPTION
Favorites « | Main Menu + » Recruiing~ * Browse Job Openings » Manage Job Opening

ORACLE’ Al ~ | Search » | Advanced Search

Configure Job Category

Category *Priarity Status *Description
o 1| [Active %) [Hot Jobs|
@ 2| (Active %) [Green Category

3| [Active %) Yellow Category

4| [ Active %) |Blue Category

¥

5| [_Active ¥ | |Orange Category

6 | Active ~| |Purple Category

@ Ok Cancel Apply

Oooe

No Category
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Now that you've personalize your job category, you can assign the personalized
category to job openings by completing the following steps.

e) Click on the Category feature

FIGURE100 TAM 102 HM WORKBENCH | CATEGORY -

ASSIGN CATEGORY

Favorites = MainMenu= > Recruitng~ > Browse Job Openings > Manage Job Opening
ORACLE All ~ | Search 2 | Advanced Search
Manage Job Opening

(©

@oReturn | ¢f}Recruiting Home | #{]] Previous | 4[| Next | & Create New | EEIClone | < Rafresh | [[3Add Note | {"}No Category | |¢&Print Job Opening

Job Opening ID 4599
Job Posting Title BLANK AST 2 Neadad!
Job Code 004723 (BLANK AST 2)
Position Number 40066442 (BLANK AST 2)

Applicants Applicant Screening Activity & Atachments Details
All Applied Reviewed Screen Route
(U] (W] (1 (W] (W]
Applicants 2
Salect ‘P;'::::"“ “’?':‘;:'"‘ Attachment Applicant Name Applicant ID
Darrell Littleberry 144166
Select All Deselect All ~ Group Actions

Status 010 Open
Business Unit SBCMP (UC Santa Barbara Campus)
Department HLSF (ENVIRONMENTAL HEALTH & SAFETY)

Interview Offer Hire Hold Reject
(0) ()] 0 0) o
L Dispositi el Application Date  SPC
ype " Reason PR
External Reviewed 04/15/2020

g=Return | ¢f}Recruiting Home | #[[] Previous | 4f[Next | B Create New | E§Clone | s Refresh | [4Add Note | {“}No Category | ¢jPrint Job Opening

f) Click on the desired job Category

FIGURE101 TAM 102 HM WORKBENCH | CATEGORY -

Favorites v Main Menu + > Recruiting~ > Browse Job Openings

ORACLE’

All v | Search

Select an icon below to assign a category to the job opening
Select a Category

Current Category

v @Q
Q

Description

Hot Jobs

Green Category
Yellow Category
Blue Category
Orange Category

Purple Category

coeaes

No Category

Close Personalize Job Categories

SELECT PERSONAL CATEGORY

> Manage Job Opening

Advanced Search

Personalize

UC Work Experience
o)

Application

im] E]

Resume

Top of Page
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Below is the selected job category applied to the job opening.

FIGURE102 TAM 102 HM WORKBENCH | CATEGORY - PERSONAL CATEGORY SELECTED

Favoriles = Main Menu ~ > Recruiting> > BrowseJob Openings > Manage Job Opening

ORACLE All ~ | Search % | Advanced Search

Manage Job Opening

gmReturn | ¢fYRecruiting Home | #[f]Previcus | gff[Next | & Create New | EEICione | i Refresh | 53 Add Note | [EHInterviews {5 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)
Applicant Screaning Activity & Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
) (o) (0) (0) (0) (0) (0) M (0) 3) (1)
Applicants 7
Select Sm"; i Applicant Name Applicant D Type Disposition D';::::":’“ Application Date SPC Application Ret
Darrell Litleberry 144166 External Reject Candiate pool 031042020 im|
Reese Witherspoon 144176 External  Reject Candidate pool  gaimarz020 im|
Taylor Swift 144170 Extemnal Reject 03/04/2020 im|
Audrey Ruston 144171 Extemal Hired 03/04/2020 m|
Select All Deselect All - Group Actions
g=Retum | ¢fjRecruiting Home | #{i]Previous | 4[f[Next | & Create New | EE/Clone | 7 Refresh | [gAdd Note | [Efjinterviews | []Hot Jobs | ¢ Print Job Opening Top of Page
Notes
Job AidID  11.1
Item Email Screenshot
Nofification
1 The FIGURE103 TAM 102 SUCCESSFULLY SUBMITTED JOB OPENING EMAIL
Opp”COnT is Your online application has been successfully submitted inbox = s 2
no‘hﬂed ViO 2 test@ucoptest.edu 11:11 AM (0 minutes ago) v - :
J tome ~
emd || Wh en Dear Darrell Applicant Littieberry,
‘I‘h ey O p ply Thank you for expressing an interest for the following position(s):
for a JOb 2874-BLANK AST 1
H We will carefully review your application to determine if you are a qualified candidate. If your application passes our initial
opening. evaluation, we wil contact you.
To visit our careers site use the following link to sign in to your account:
hitps:/itu ] eerspub.universi lifornia.ed: fucsb/EMPLOYEE/HRMS/c/HRS HRAM.HRS APP_SCHJOB.GBL?
Page=HRS APP_SCHJOB&Action=U&FOCUS=, i &Siteld=31
Thank you

This email was automatically generated. Please do not respond

4~ Reply = Forward
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NEXT PROCESS STEP

Select candidate or continue recruitment effort.

COURSE 103 - HIRING IN TAM

STEP 9 - SUBMIT BACKGROUND CHECK (FROM TAM)
After the job offer has been made by HR and accepted by the candidate, a
background checks may be needed. If required, hiring managers with a Universal
(background check vendor) account provisioned or the Human Resource Employment
team (by request for all other hiring managers) will initiate this request in TAM.

1 - SUBMITTING A BACKGROUND CHECK REQUEST FROM TAM

Overview For hiring manager will need to select the candidate from the applicant
pool.
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link
Procedures
lllustrations
From the Manage Job Opening component,
a) Click Other Actions submenu

FIGURE104 TAM 103 HM WORKBENCH | OTHER ACTIONS

Favorless  ManMenus 5 Recngw ) BrowseJobOpenings > Manage Job Opening R
- Home Worklist Add to Favorites
ORACLE All v | Search Advanced Search
| Help | Personaize Page
Manage Job Opening
@aRretum | f}Recruting Home | 4] Previous | ) Create New | {5 Clone | % Refresh | () Add Note | (i intenviews | (7) No Category | (& Print Job Opening Personalze
Job Opening ID 4443 Status 010 Open
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Department FOSC (R & DH CARRILLO FD SVC)

Position Number 40086392 (COOK)

Applicants || Applicant Screening || Activity & Attachments || Detalls

Al Applied Reviewed Screen Route Interview Offer Hre Hold Reject UC Work Experience
) (€] (0) (0) (0) ) (0) (0) (0) (0) 1)
Applicants Personalize | Find | ViewAl | (3| [ Fist + 14014 ) Last
Application ~ Assessment Applicant Disposition  Application
Select Seo Statys | Atiachment Applicant Name Type Disposition Risioi Dot SPC Application Resume  Interest Interview Reject Print
Taylor Swit 144170 Exemal  Interview 0310412020 n] 3 RRX 03] Q @ +Other Actions @
AudreyHepbum 144171 Extemal  Appled 030412020 [u] B faax i) Q -] * Other Actions
P - ey m 4
Darrell Litteberry 144166 Exemal  Appled 0310412020 1 atate 4 [0 Q 7] + Other Actions
. 1 " " 0 2 s m g
RooseWithorspoon 144176 Extemal  Appled 030412020 ] ] RARX @ Q @  ~OterAcions
SelectAl  Deselect Al ~Group Actions
goRetum | @ Recriting Home | #f]Previous | & Creato New | {§iClone | % Retresh | (4 Add Note | i interviews | (7)No Category | (&Print Job Opening Top of Page
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b) Click ‘Pre-Employment Check’

FIGURE105 TAM 102 HM WORKBENCH | OTHER ACTIONS — PRE-EMPLOYMENT CHECK
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

c) Select Universal provider in the Background Screening Provider field list
d) Click the yellow Request New Inquiry button to submit request to open the
Universal portal

FIGURE106 TAM 102 OTHER ACTIONS | PRE-EMPLOYMENT CHECK - PRE-EMPLOYMENT CHECK PAGE
Favorites Main Menu « » Recrting » > Browse Job Openings > Manage Job Opening

ORACLE'

All = | Search # | Advanced Search

Pre-Employment Check

Applicant

Mame Audrey Hepburn Preferred Contact Email

Applicant ID 144171 Phone 805/893-57B1
Applicant Type External Applicant Email melinda.crawford88@gmailc.om
Status 010 Active Address Evergreen Cemetery
Hollywood, CA 80101
@Ba:kgmund Screening Provider| UBS UCSB STAGING 117151 o) @ Request New Inquiry

Screening Inquiries Personalize | Find | (2 | B First (4 10of1 (b Last
Provider Regquest ID g::‘:“' Status Adjudication Status
UBS UCSB STAGING ), pesponse 0311/2020 Request Initisted  Not Displayed

17151

Return 1o Previous Page

Notes
Job AidID 9.1
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2 - COMPLETING THE BACKGROUND CHECK VIA THE UNIVERSAL PORTAL

Overview The hiring manager will need to complete the background check
submission in the Universal portal
Navigation PeopleSoft Menu>Recruiting>Browse Job Openings
Action Click the blue Posting Title link
Procedures
lllustrations
Once the yellow Request New Inquiry button is clicked, the Universal portal will openin a
new web broswer window.
a) Log into the Universal portal

FIGURE107 TAM 103 UNIVERSAL PORTAL | SECURE LOGIN PAGE

C & portaluni 117151 N

Uni\/ersal" Delivering Hire Quality™

BACKGROUND

A\ Please login first to access the page you requested. Quest Diagnostics "Preferred” Third Party Collections

Certain third party drug test collection sites in the Quest

Diagnostics network will incur a collection surcharge starting on
Secure Login January 1, 2020. These locations are labeled as "Preferred” on the

Quest website and will also be noted when placing orders via the

Universal portal, along with other Third Party/Out of Network sites.
Account 117151 Please note that third party collection fees do not apply to
collections performed at Quest Diagnostics patient service center

locations.
@ Username diittieberry

Password l ......... New Hampshire Statewide Notary
Remember Me? Effective immediately, the Special New Hampshire Statewide form
no longer requires the notary. Universal is still required to collect the
Forgot password? form with original signatures so please continue to mail/FedEx your
forms.

Increase in Court Fee for Benton, TN

Effective Immediately, the Benton, TN County Court has
implemented a $5.00 court fee for all court searches.

88



UC Santa Barbara HR Employment

b) Select the Background Check Package

FIGURET08 TAM 103 UNIVERSAL PORTAL | NEW BACKGROUND CHECK PAGE
Universal Delivering Hire Quality ™

BACKGROUND SCREENING

This account is operating in Demonstration Mode

Home New ~ Reports ~  RecentlyViewed ~  Help ~ _ Darrell Littleberry (STAGING) (117151/dlittleberry) +

This data was
integrated
from TAM.

New Background Check via e- Subject Information
Forms Invitation

First Name Audrey
Background Check Package @
Regular Criminal Check and MVR N Middle Name No Middle Name
Address to Criminal History (7 year) Last Name Hepbum
Soclal Security Address/Alias Trace
Motor Vehicle
USA CriminalSearch and USA Offender Generational Suffix
Position/Job
Social Security #
40086392
Date of Birth
Billing ID #1
I Current Address Evergreen Cemetery
Billing 1D #2 Hollywood 90101
Phone (B05)BO3-5781
ATS Integration Partner
PeopleSoft Email Address mbergem@lamar.colostate.edu

Integration Applicant ID
1265¢f23-d6c3-48f6-9cB81-519e1c9darcs

Note: The Position/Job and Billing ID #1/#2 will not pull over from TAM to Universal. Hiring
managers will need to enter desired field values.
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This is the lower half of the background check page.
c) Selectif you want to be copied on the e-Form invitation to the candidate (in
mid-lower left side of page)
d) Check on the Certification checkbox (scroll toward bottom of page)
e) Click the black Send Invitation button to send the invitation
f) Ensure you get the message that your invitation was successfully sent

FIGURE109 TAM 103 UNIVERSAL PORTAL | E-FORMS INVITATION
Integration Applicant ID

1265cf23-d6c3-48f6-9c81-519e1c9da7cs
No prior invitations were found for this e-mail address

¥ Add me as a cc to the e-Forms Invitation

@ (darrell littleberry@ucsb.edu)

MVR

Finalize & Submit Background Check via e-Forms Invitation

FCRA Purpose Employment Screening v

Certification @ By checking this box and clicking the Send Invitation button below, | hereby request that a
~ link to a background screening ordering system (“e-Forms Invitation®) be sent to the
subject’s (consumer) email address provided. | certify that: 1) the disclosure and
authorization forms contained therein have been reviewed by my company and legal
counsel and they satisfy all Falr Cladll Reporting Act and other legal requirements,

a clear and 3 in a document that consists solely of the
disclosure; 2) my order should not be processed before this written disclosure has been
made to the consumer and his or her authorization obtained in writing; 3) the report will not
be used in violation of any applicable federal or state equal empioyment opportunity law or
regulation, and its use will comply with all applicable laws; and 4) | understand my
obligations, have complied with, and will comply with all applicable laws pertaining to
Consumer Reports and/or Investigative Consumer Reports as defined in the Fair Credit

Reporting Act as amended (including but not limited to adverse action requirements); and
(5) if the subject is a resident of a country other man the United States, I assum
responsibility and agree to comply with any data but
not limited to, the General Data Protection Regulations ("GDPR") as es(abhshed by the
European Union. | further certify that if an income level has been indicated for an
Employment Screening purpose, that the individual may be employed at an annual salary
which equals, or which may reasonably be expected to equal (or exceed), the indicated
amount.

O] - [o oo [

© 2013-2020 Universal Background Screening, Inc. All Rights Reserved. Build 0006.9.0 Back to top

Below is the Success message displayed after the black Send Invitation button is
clicked.

FIGURE110 TAM 103 UNIVRSAL PORTAL | SUCCESSFUL INVITATION MESSAGE
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wwwwwwwwwwwwwwwwwwww

Delivering Hire Quality ™

This account is operating in Demonstration Mode

Home New « Reports « Recently Viewed ~ Help ~ _ Darrell Littleberry (STAGING) (117151/dlittleberry) -

Success! An Invitation was sent to Audrey Hepburn (mscra@ucsb.edu)

© 2013-2020 Universal Background Screening, Inc. All Rights Reserved. Build 0006.8.0

Back to top

Notes
Job AdID 9.2
3 - REVIEWING BACKGROUND STATUS IN TAM

Overview Once the background check has been submitted, hiring managers will
want to monitor their requests in TAM.

Navigation PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link

Procedures |If you've just submitted the background check follow all steps below,
otherwise, follow the navigation to the Browse Job Openings page and start
at procedure d below.

lllustrations

a) Return to TAM by clicking the appropriate browser window
Browse Job Openings X \/ Universal Backgrounc X |

b) Click the Return to Previous Page link
c) If you get the Pre-employment Check page, you'll need to click the Browse Job

Openings navigation link

Favorites « Main Menu ~ > Recmiiting~ > Browse Job Openings > Manage Job Opening

ORACLE’

All = | Search | Advanced Search

Please leave this window open.

Return to Previous Page @

Favorites + Main Menu + > Rwulﬂngv@me.hb Openings > Manage Job Opening

ORACLE’

Preemployment Check

All = | Search # | Advanced Search

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Applicant ID| =

Search Clear | Basic Search [ Save Search Criteria

Na matching values were found.
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d) Click on the blue link Posting Title

ORACLE’

| Al ~|search | # | Advanced Search
Browse Job Openings
gaRetum | ¢} Recruiting Home | [ Create Job Opening Personalize
[search job openings |®

0100pen [X] | Clear Al Filters

Filter by 6 matches found.

I C R Job Openings Personalize | Find | View Al | {2 | B First « 1-60of6 » Last
Associatiort Action
FHiiring Manager (6) JobID  Posting Title Catogory  Recrlin@  pepartment Business Unit  0%%°  Status NoActon ol Applicants
Primary Hiring Manager (6)
Created by Me (3) UNIVERSITY UC Santa
4560  BLANKAST 1 8] UCSB Campus  CENTER Barbara 0 010 Open 0 0
Department BOOKSTORE Campus
ARTS AND LECTURES OFFICE (1)
FACIITIES HANAGEMENT (1) o spanisHs  UCSerta
ACIL MENT (1) 4542 DIRECTOR UCSB Campus Barbara 2 010 Open 0 0
R & DH CARRILLO FD SVC (1) PORTUGUESE |0 nous
SPANISH & PORTUGUESE (1)
FACILITIES
4541 FAC MGR 2 @] UCSB Campus Barbara 2 010 Open 0 0
Hiring Manager MANAGEMENT  JoTr8
Darrell Litdeberry (6)
ARTS AND UC Santa
Recruiter 4495  BLANKAST1 )] UCSB Campus LECTURES Barbara 8 010 Open 0 0
Katherine Abad (3) OFFICE Campus
Katharine Martin (1)
Mefinda Crawford (1) : ELECTRICAL&  UC Santa
Yesenia Limon (1) agz  IAntiogendDig O UCSB Campus COMPUTER Barbara 8 010 Open 2 2
ENGINEER Campus
Job Family
General Administration (2) UC Santa
General Services (2 4443 COOK @ (@) UCSB Campus e O Barbara 13 0100pen 3 4
No Value (1) Campus
Skiled Crafts and Trades (1)
Recruiting Location
UCSB Campus (6)
Status
010 Open (6)
Created In
2020 (8)

e) From Manage Job Opening, select Other Actions submnu

‘Home | Workist | AddtoFavorites

ORACLE" )
| A~ [ searcn ﬂ)!‘
| Heip | Personaize Page
Manage Job Opening
@aRetum | ffRecruiting Home | #]] Previous | & Create New | £§Clone | % Refresh | (Add Note | (& interviews | ()No Category | & Print Job Opening Personalize
Job Opening ID 4443 ‘Status 010 Open
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Department FOSC (R & DH CARRILLO FD SVC)

| Applicants || Appiicant Screening || Activity & Attachments || Detalls |

A Applied Reviewed Screen Route Interview Offer Hre Hoid Reject UC Work Experience
@ @ ©) ©) © o © © © © o

Applicants 7. Personalize | Find | ViewAl | ] [ Fist « 140f4 » Last

lcation  Assessment licant o lcation

Solect  Applicat tnsament . Atiachment Applicant Name 1P Type Disposition ovostion| || Devtices spC Application Resume  Interest Interview Reject Print
8 Taylor Switt 144170 Extemal  Interview 0310412020 o TR @ ] a ~ Other Actions
a Audrey Hepbum 144171 Extemal  Appled 030412020 o TR @ ] =] ~ Other Actions
] Darrel Litteberry 144166 External  Appied 03/0412020 =] B firex @ ] =] ~ Other Actions
e Reese Witherspoon 144176 Extomal  Appled 030472020 o AR 3] (] a8 = Other Actions.
SelectAll  Deselect Al ~Group Actions

@Rewm | ff}Recruting Home | #] Previous | & Create New | {!Clone | 7% Refresh | (43 Add Note | [Ej Interviews | (TJNo Category | ¢ Print Job Opening. Top of Page

f) Select the ‘Pre-Employment Check’ menu item
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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

g) View the Status in the Screening Inquiries grid.

When the Status is ‘Complete’, the background check is finished and Universal

returns key applicant fields:
o legalname
o address
o date of birth
o social security number

are updated in TAM.

Favoriles» | MainMenu~ > Recnitingv > Browse Job Openings > Manage Job Opening

ORACLE’

All ~  Search | Advanced Search

Pre-Employment Check
Applicant

Name Audrey Hepbum Preferred Contact Email

Applicant ID 144171 Phone 805/893-5781
Applicant Type External Applicant Emall melinda.crawford88@gmaiic.om
Status 010 Active Address Evergreen Cemetery
Hollywood, CA 90101
Background Screening Provider | ¢ Request New Inquiry i
[ Screening Inquiries ] Personalize | Find | (21| [ First 4 1-50f5 » Last

Provider Request ID g::':“l Status Adjudication Status
?18751 ;CSB STAGING No Response 03/11/2020 Request Initiated  Not Displayed
e ;CSB STAGING \;, Response 03/11/2020 Request Initisted  Not Displayed
3{5751 5"1‘:58 STAGING \;, Response 03/11/2020 Request Initiasted  Not Displayed
‘1’{5751 ;CSB STAGING \, Response 03/12/2020 Request Initiated  Not Disptayed
UBS UCSB STAGING

117151 No Response 03/12/2020 |Request Initiated| Not Displayed

Return to Previous Page

Notes Except for the legal name, the applicant data fields returned to TAM from
Universal will not be viewable by hiring managers.
Job AdID 9.3

23



UC Santa Barbara HR Employment

STEP 10 - PREPARE FOR HIRE

Prepare for Hire is the component in TAM used to request hire of selected candidate.

1 - STARTING THE PREPARE FOR HIRE REQUEST

Overview Once the candidate accepts the job offer from HR and any required
background checks have been completed, the hiring manager will need
to get the hiring process started.

Navigation PeopleSoft Menu>Recruiting>Browse Job Openings

Action Click the blue Posting Title link

. ege . N
a) Click the blue Positing Title link
Favorites v Main Menu ~ > Recruiing~ > Browse Job Openings
ORACLE All ~ | Search Advanced Search
Browse Job Openings
@ Retum | Q Recruiting Home | (& Create Job Opening Personalize
Search job openings ®
010 Open [X] | Clear Al Fitters
Filter by 6 matches found. o
. Job Openings Personalize | Find | View All | (21| [ First ¢« 1-60f6 » Last
JoblD  Posting Title Category f;::"“‘;'r"‘s Department Business Unit g;:: Status N‘.’r::e':"’" Total Applicants
Primary Hiring Manager (6)
Created by Me (3) UNIVERSITY UC Santa
4560 BLANK AST 1 O UCSB Campus CENTER Barbara 1 010 Open 0 0
Department BOOKSTORE Campus
ARTS AND LECTURES OFFICE (1)
ELECTRICAL & COMPUTER ENG. (1) SPANISH & UC Santa
FACILITIES MANAGEMENT (1) 4542 DIRECTOR O UCSB Campus  popriGUESE Barbara 3 010 Open 0 0
R & DH CARRILLO FD SVC (1) Campus
SPANISH & PORTUGUESE (1)
More. UC Santa
4541 FAC MGR 2 D UCSB Campus mkglEESENT Barbara 3 010 Open 0 0
Hiring Manager Campus
Darrell Littleberry (6)
ARTS AND UC Santa
Recruiter 4495 BLANKAST 1 C] UCSB Campus LECTURES Barbara 9 010 Open 0 0
Katherine Abad (3) OFFICE Campus
Katharine Martin (1)
Melinda Crawford (1) ELECTRICAL & UC Santa
Yesenia Limon (1) asaz  Aotiog endDighal 0O UCSB Campus COMPUTER Barbara 9 010 Open 2 2
ENGINEER Campus
Job Family
General Administration (2) UC Santa
General Services (2) 4443 COOK C} UCSB Campus ?;&ZCARRILLO Barbara 14 010 Open 3 4
No Value (1) Campus

Skilled Crafts and Trades (1)
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b) Click the Other Actions submenu
c) Select ‘Prepare for Hire'

FIGURET11 TAM 103 HM WORKBENCH | OTHER ACTIONS — PREPARE FOR HIRE
Favolesy | ManMenus Recwingv > BowseJob Openings 5 Manage Job Opening

L Home | Workist | AddtoFavortes
ORACLE' S Y
| Help | Personalize Page
Manage Job Opening
aRetum | @ Recruting Home | #]]Previous | &) Create New | {fClone | ¢ Retresh | ([YAdd Note | [ijInterviews | (") No Category | (G Print Job Opening Personalize
Job Opening ID 4443 Status 010 Open
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)

Applicants | Applicant Screening || Activity & Attachments | Details

Al Appled Reviewed Screen Route Interview Offer Hire Hold Reecl | UC Work Experience
“ @ (0) (0) (0) 1) ) (0) ) (0)
Applicants 7 Porsonalize | Find | ViewAll | (| [} First « 1404
st Avpleaion  ASSeSSON ppchment ApplicantName ~~ Applicantid  Type Disposition D¥eostin | dponceton B | et Applicaion~~ Resume_ Inerest Interview Reject et
AudeyRusion 144171 Eemal  Acospled 03042020 ] B ] @ «OtherAcions
Toylr Swit W0 Exomal  iforview 03042020 o] B Recruling Actions  » ~mm@
Applicant Actions  »
Darol Litiebery 144166 Extomal  Applied 04042020 [} B ~Other Actions
Roose Witherspoon 144176 Extemal  Applied 03042020 0o B Q é ~Other Actions
SelectAl  DeselectAll  Group Actions
goRetum | @ Recruiing Home | #]Previous | (8 Create New | £ Clone | ) Retresh | (YAdd Note | [ Interviews | (7)o Category | (& Print Job Opening Top of Page

2 - COMPLETING PREPARE FOR HIRE DATA ENTRY
d) Complete hire data entry

FIGURE112 TAM 103 PREPARE FOR HIRE COMPONENT
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ORACLE’

| Al = secarch ||»|- Soarch

| Prepare For Hire || Eams Distiadd Pay |
To initiate a hire, rehire, transfer, additional job assignment, or to add a contingent worker assignment, select Submit Request o HR.

Applicant ID 144171 Transaction ID
Applicant Name Audrey Ruston
Current Di 071 Offer A ted View Applicant Details

Disposition Date 03/13/2020
Applicant Type Extemal - New
Application Date 03/04/2020

JobOpeningID[4443  |Q cook
Job Opening Type Continuous Job Opening
Business Unit UC Santa Barbara Campus
Department R & DH CARRILLO FD SVC
Position Number 40066302 | cook Classified/Unclassified PSS
Job Code 005523 COOK
Employee Class Siaff: Career

SSN [X0CHX-5555 |
Date of Birth |05/04/1829 |1

Code g
Pr End Date i)
Trial Employment End Date| |5
ERIT/Phased Retirement End Dt| |
Location UseEndDate]  |ij LocationUse EndDateDesc| %)
PY Career Duration|  +)

OathSignDate| |
Patent Acknowledgement SignDt| |
Modified Patent Acknow SignDt| |

Review Type

Next Roview Date| [5ij

-
=

Tracker Profile ID| | [ Remote I8 Section 2

*Type of Hire| $)
*Action N.oamn[ #]
“Start Dat 3302020 |1
Empleyee ID
Employee ID Verified No Verify Employes 1D

Systom| (<} y D

Hire Comments

g

Attachments
Na Attachments have been added to this Job Opening.
[ Add Attachment |

| SubmitR ToucPe || Cancel | | Print Pre Hire Audit Report |
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e) Complete probation code section, probation end date and start date these
fields prompt ePerformance.

Farvoiies = Man Mo = *  Recratieg WorkCanler  + Browse Job Openings. + Beownedppbtants  © Manage Job Opening

ORACLE A = | Seach

epartmerrt LEAN-SUHOUL UF ENY S0 5 MGM |
BUS TCHML SUPFAMNL 2 ClsaifiedUnclssaified PSS
T Inad

# | ANVanCed Searnch

Poaition Numbsr 30793200
X
Job Code D073 BUS TCHL SUPP ANL 2 TX

Employes Class Siafl Carsar

55N
Date of Barth

Probaton Codt
Probation End Dabe| pyors

Trial Emplcyment End Date Probaion Complebe, Oriber Job|

) ERIT/Prased Retirement Ened O

Location Usé End Datgl ¥

P¥ Career Duraion

Probaion Comglsbed
Wil Prok, Es-Chg of Spaa

+ Prok, Exi-Depl Head EndDatepesc W]

1 Prob, Ext-Job Trasaler

Wit Prob, Es-LOA

Wiithin Prob, Ext-Lack of Tram
‘Within Prob, Exi-5ig Chg im Dty

Cuath Sign DaY v Progatios

Patent Acknowledgement Sign DF| ]

Modified Patent Acknow Sign Dt Cl
RAeview Type e

Next Review Data L]

Teacker Profile ID

O Remate 19 Sectan 2

"Type of Hire| >]
Shetanh Rekion| w |

*Start Date (057102021 |

Empicyes 1D

3 - LAUNCHING SEARCH MATCH

f) Click the Verify Employee ID link to launch search match

Below are the two initial Types of Hire or Actions to process a hire. Once search match
is complete, the values in the list will reflect appropriate choices based on your search

match actions.

FIGURE113 TAM 103 PREPARE FOR HIRE | VERIFY EMPLOYEE ID LINK
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“Type of HI__]
sActlon Reast :-dr:{:umlnprnt\'mrhur
i
“Slart Dali oy iy
Employee ID @
Employes ID Verified Mo [ ‘-'tﬂ'l'p'l:mmnm |+] ]
External Sysioem External Systam 1D
Hire Comments [EL 3
o
Attachments
Mo Atlachmaents Fave been sdded to this Job Opening.
Auid Attachment
Subimil Requesl To LICPG Cancal Priril Pre Hire Audit Repart

4 - REVIEWING PERSON ORG SUMMARY

g) Click the Person Organizational Summary link on the Additional Information tab.

FIGURE114 TAM 103 PREPARE FOR HIRE | SEARCH RESULTS — PERSON ORG SUMMARY LINK
Favorites = | Main Menu = » Recruiting + > Browse Job Openings > Manage Job Opening

OoRrRACLE Al ~ | Search # | Advanced Search

Search Results

WARMNING: Potential duplicates were found - this person may already exist in the database.
Refer to the given list for possible matches to the person you are adding.
After you select the refurn button on the page, you'll be asked whether you want to continue
adding this new person, or cancal this operation.

» Match Criteria

¥ Search Results Summary

Search Results Personalize | Find | View All | (2] First (4 10f1 (3 Last
Results lMdHIunal Information l [eaal}
Empl ID
1 Carry ID 10281280 iParson Organizational Summang @
Returm

The Person Organizational Summary component opens in a new web browser window.

FIGURE115 TAM 103 SEARCH RESULTS | PERSON ORG SUMMARY LINK — PERSON ORG SUMMARY PAGE
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Favorites v

| Main Menu~

S ReGrung > 5 Browse Uob Openings |3 Manege 106 Openng” 3 Persen Organzatens Sumen

SR | A1~ [searcn

| 7| Advanced Search

Person ID 10291290

Benefit Eligibility Hours
Limited Hours Career

Floater Hours Career

 Employment Instances

ORG Instance o HR Status  Active

Last Hire  01/01/2020

Find | View All

Primary Job: ¥ Payroll Status  Active Termination Date
Assignments Personalize | Find | €] [§  Fist 4 10f1 ) Last
Expected
Empl Business  Position Job Union FLSA  Pay Employee  Probation
Record  Unit Number Dept ID Code mﬁm FTE Employee Class coie’  Siatus  Group  Type Code Probation End Date
0 SBCMP 40275430  ENST  ENVIRONMENTAL 001632 LECT-AY-19 03/31/2020  0.330000 Academic: X 3 sAC S None

STUDIES DEPT

[ Retum to Search || Notify |

Faculty

First & 1of1 & Last

5 - SELECTING TYPE OF HIRE AND ACTION REASON

h)

Select the Type of Hire and Action Reason

FIGURE116 TAM 103 PREPARE FOR HIRE|TYPE OF HIRE AND ACTION REASON

@ “Type of Hire| Hre

*Action Reas¢ +/

*Start Da

Employee

Employee 1D Verifi

Extornal Syste

Hire Commen

Attachments !
No Attachments have been added to this

Add Attachment

Concurrent Hire - Dual Empl

Conourrent Hire - Non Dual Emp

Hire « No Prior UC Affillation
Rehire, < 120 days break
Rehire, >= 120 Days Break
Rehire, fr Layolt-No Praf <120
Rehire, fr Layol!-NoPrel >=120
Rehire, from Layotf-Pref < 120
Rehire, from Layoff-Pref >»«120
Rehire: Rehired Retiree

Rehire: Reinstatement

Rehire: Retirment Suspenced

L‘—’JI-‘.

External System 1D

Rehire: Stalf Recal < 120
Rehire: Staff Recad >= 120
Transfer-inter BU, Demotion
Transfer-inter BU, Latecal
Transfer-inter BU, Promotion
Transfer-inter BU, Undefined
With Prier UC Affiliation

6 - ENTERING COMPENSATION DATA

i) Click the Earns Dist/Addl Pay tab and enter compensation data

FIGURE117 TAM 103 PREPARE FOR HIRE | EARNS DIST/ADDL PAY
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Favorites = | Main Menu « > Recruiting= > Browse Job Openings > Manage Job Opening

ORACLE | Al = Search | 7 | Mdvanced Search
Prepare For Hire || Earns Dist/Addl Pay |
Employee Information
E——
Job - Salary Plan
Salary Administration Plan UCSX Salary Grade 133
step| |
Job Compensation - Pay N N
o Personalize | Find | View All | (21 | B First 4 1of1 » Last
gﬂ: i) Compensation Rate Compensation Frequency Rate Code Source
1 |ucHRLY |, [17.000000 H Manual
Job Earnings Distribution Type
Earnings Distribution Typa [ None : Aggregate Comp Rate
Job Earnings Distribution Personalize | Find | viewal | 21| B First 4 10f1 (b Last
Earnings Code Compensation Rate Percent of Distribution
1 E=H =
Job Compensation - Payroll Currency and Frequency
Compensation Frequency H Q
Additional Pay Personalize | Find | View All | (2 | B First 4 1of1 » Last
Effective Date  “Eamnings Code Reason for Additional Pay Earnings End Date Add’l Pay Amount Hourly Rate Goal Amount
1 |5 la %) |5 [ ' [ # =
Submit Request To UCPC | | Cancel || Print Pre Hire Audit Report |

7 - ENTERING PREPARE FOR HIRE COMMENTS

j) Click the Prepare for Hire tfab and enter Hire Comments

FIGURE118 TAM 103 PREPARE FOR HIRE | HIRE COMMENTS
“Type of Hire| Hire
*Action Reason| Hire - No Prior UC Affiliation %]
*Start Date 03/302020 |

Employee ID
Employee ID Verified Yes Verify Employea 1D
External System Q External System ID|
@ Hire Comments | Qur due diligence has determined that Audray is a new hire with no prior UC affiliation | E._’llﬁ

e
Attachments
Mo Attachments have been added to this Job Opening.
Add Attachment |
Submil Request To UCPC | Cancel | | Print Pre Hire Audit Report |
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8 - GENERATING THE PREHIRE AUDIT REPORT

k) Optionally click the yellow Print Pre Hire Audit Report button

FIGURE119 TAM 103 PREPARE FOR HIRE | PRINT PRE HIRE AUDIT REPORT

*Type of Hire| Hire
*Action Reason| Hire - Mo Prior LIC Affiliation

*Start Date D3/302020 iy

Employee ID
Employee ID Verified Yes Verify Employee 1D
External System Q External System ID
Hire Comments | Our due diligence has determined that Audrey is a new hire with no prior UC affiliation.| ',’T'Qy
4
Attachments
Mo Attachments have been added to this Job Opening.
Add Attachment
Submit Request To UCPC Canced Print Pre Hire Audit Report @

Below is the first page of the Pre Hire Data Audit report.

o Note: The Type of Hire and Action Reason fields are not included in the Pre Hire

Data Audit report.

O
FIGURE120 TAM 103 PREPARE FOR HIRE | PREP HIRE DATA AUDIT REPORT
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Audrey_Ruston_144171 pdf @

Pre Hire Data Audit Report

Personal Data

Employee Information

Primary Name - English
First Name: Audrey Middle Name: Kathleen

Last Name: Ruston Name Suffix:

Birth Information |
Date of Birth:  05/04/1929 |

Person Education Level
Highest Education Level: I-Master's Level Degree

Person National ID United States |
National ID Type: PR National ID:  XXX-XX-5555 |

Person Alternate Emplovee ID |
UC Location Match 1D: |

Person Address 01 - United States

Address Type: HOME Address Line 1:  Evergreen Cemetery
Address Line 2: City: Hollywood

State: CA Postal: 90101

Country: USA

UC Oath Date |
Oath Signature Date: I

Person Phone Number

FPhone Type Fhone Number
CELL 303/956-6881
HOME B05/893-5781

Person Email Address |
Email Type [ Email Address ]

9 - SUBMIT HIRE REQUEST TO UCPC

[) Click the yellow Submit Request to UCPC button to submit hire request to UCPC

FIGURE121 TAM 103 PREPARE FOR HIRE | SUBMIT REQUEST TO UCPC

*Type of Hire| Hire .
*Action Reason| Hire - Mo Prior UC Affiliation v
*Start Date 0373002020 "
Employee ID
Employee ID Verified Yes Varify Employee 1D
External System Q External System ID
Hire Comments | Our due diligence has determined that Audray is a new hire with no prior UC affiliation.| | Ed R_‘-':"
A
Attachments
Mo Attachments have been added to this Job Opening.
Add Attachment
@ Submit Request To UCPC Cancel Print Pre Hire Audit Report
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This message (with Transaction ID) below appears after clicking the yellow Submit
Request to UCPC button.

FIGURE122 TAM 103 PREPARE FOR HIRE | SUBMIT REQUEST TO UCPC - TRANSACTION ID MESSAGE
Message

You have successfully submitted this request. The Transaction ID is 1487. (0.0}

10 - FINAL DISPOSITION OF APPLICANT POOL

a) Click the Reject button for each respective applicant or check on the checkbox

for desired applicants and click the Group Actions sub-menu and select ‘Reject
Applicant’

FIGURE123 TAM 103 GROUP ACTIONS LINK | FINAL DISPOSITIN TO REJECT APPLICANTS

Favorles | ManMenuv Recriing+ > BrowseJobOpenings » Manage Job Opering

3
) Home | Wordst | Addto Favories
ORACLE Al ~ | Search Advanced Search
| Help | Personalze Page
Manage Job Opening
goRetum | ¢} Recruiting Home | #]Previous | & Create New | K Clone | 7 Refresh | [gAdd Note | & Interviews | ("o Category | ¢ Print Job Opening Personalize
Job Opening 1D 4443 Status 010 Open
Job Posting Title COOK Business Unit SBCMP (UC Santa Barbara Campus)
Job Code 005523 (COOK) Depariment FDSC (R & DH CARRILLD FD SVC)
Position Number 40064392 (COOK)
Applicants || Appiicant Screening || Actiy & Atachments || Detaits
Al Applied Reviewed Screen Roule Interview Offer Hie Hold Reject UC Work Experience
(L] © © © [} m L] m ) @ @)
Applicants 7 Personalize | Find | ViewAll| (| B} Fist « 1<dofd
Seect  APBIcHon  ASSSTNt umachment ApplicantName  ApplicantID  Type Disposition el Bl SPC Application Resume  Interest Interview Reject Print
Darrol Litleberry 144166 Eemal  Rejoct i::ﬂ}ﬁ'“ POl o020 s} B frx =] = Other Actions.
Resse Witherspoon 144176 Exemal  Rejact E::E;ﬂs P oz s} B X & = Other Actions
Audray Ruston 14T Extemal  Ready 030472020 s} B frx (%] a8 = Other Actions.
‘ Taylor Swift 1170 Exemal  Inerviow 0310412020 i} B frrx ] (%] a8 = Other Actions
SelectAl  DeselectAl = Grin Asfirs
Recruiting ACtions ¥ yary Reviewed
(aRelum | fYRecnitingHome | {  APPIBTEACEONS b panage Inerviens ote | [ Intervews | {JNo Catogory | (G Print Job Opening Top of Page
Create Interview Evaluation
Print Applications
View Applications

b) Select the Reason (opfional: for reporting purposes)

c) Click the yellow Reject or Reject and Correspond button

i. Reject will simply change the Disposition to ‘Reject’

i. Reject and Correspond will change the Disposition to ‘Reject’ and allow the

hiring manager to send an email correspondence to the selected
applicant(s).

FIGURE124 TAM 103 GROUP ACTIONS LINK | APPLICANT TO REJECT
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Favorites « Main Menu = > Recruiting» > Browse Job Openings > Manage Job Opening
ORACLE All = | Search » | Advanced Search
Applicant to Reject
Applicant 1D Name Job Opening Delate
144170 Taylor Swift 4443 - COOK

Disposition

Disposition 110 Reject
: Reason| . |®

Reject Reject and Corespond Cancel

The message to the below is received after clicking the yellow Reject button.

FIGURE125 TAM 103 GROUP ACTIONS LINK | REJECT APPLICANTS — SUCCESSFULLY REJECTED MESSAGE
Message

You have successfully rejected this Applicant. {18178,1100)

Below, the selected applicants have been rejected.

FIGURE126 TAM 103 HM WORKBENCH | REJECTED APPLICANTS

Favorites = Main Menu > Recruitng = > Browse Job Openings > Manage Job Opening

ORACLE’ All = |Search » | Advanced Search

Manage Job Opening

gaRetum | ¢ Recruiting Home | #f] Previous | @ Create New | EE Clone |, Refresh | (33 Add Note | [ Interviews | {"}No Category | & Print Job Opening

Personalize
Job Opening ID 4443 Status 010 Open
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)
Applicants Applicant Screaning Activity & Attachments Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UC Work Experience
4) 0) (0} (] () (o) (o) (1) {0} (3) (U]
Applicants (7
A Di itho licatio
Salect S el Applicant Name Applicant I Type Disposition ;g:;nn L "‘PPD;‘; i SPC Application Resume
Darrell Liteberry 144166 External g::‘fh’.?za poct 03104/2020 im} B
Reese Witherspoon 144176 External g::“f.n’.feﬂ’ Pool  paarzozo im| B
Taylor Swift 144170 External 03104/2020 im} B
Audrey Ruston 144171 External Ready 03104/2020 im} =R
Selact Al Dasalect Al = Group Actions
o Return | ¢ Recruiting Home | #{] Previous | & Create New | 5 Clone | %, Refresh | [ Add Note | [Ej Interviews | [} No Category | (& Print Job Opening Top of Page

As well, if you've placed any runner up candidates ‘On Hold’, then you need to reject
them to end their application process.

11 - MONITOR HIRE REQUEST & VIEW UCPC COMMENTS
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a) Navigate to the Transaction Status page
b) Enter ‘SBCMP’ in Business Unit
c) Select ‘RecruitingHire/Rehire/Transfer’ in Transaction Type

d) Enter dates in Start Date From and To date fields (corresponds to Effective hire or

start date)
e) Click the yellow Refresh button
f) Click the View Comments link to view UCPC comments

FIGURE 127 TAM 103 TRANSACTION STATUS PAGE | PREPARE FOR HIRE REQUEST
[ Favorites = Main Menu = » Workforce Administration = > Smart HR Template = » Transaction Status ]

ORACLE’

All = | Search # | Advancad Search

Transaction Status

The following transactions are pending, canceled or have been processed by Human Resources.

HR Review Status | Al 3 Business Unit|SBCMP | @
Transaction Type| RecruitingHire/Rehire/Transfer $ Empl ID
Transaction Status| All s First Name
Start Date From |03/24/2020 |[ij) To 041132020 | Last Name
@ Raefresh Clear Download
Transaction Status 7 Personalize | Find | View Al | (3] B
Select Template gr::llw Transaction Status Person ID E::p;m Action Business Unit  First Name Last Name
RECRUITING 03/30/2020 Cancel Hire SBCMP Audray Ruston
Selact Al Deselact All

Dalete Selected Transactions

GoTo Smart HR Transactions

Below is the page shown after clicking the blue View Comments link.

FIGURE 128 TAM 103 TRANSACTION STATUS | PREPARE FOR HIRE REQUEST — VIEW COMMENTS

First 4 10of1 b Last

Reason for Cancellation

e
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Favorites + Main Menu - > Workforce Administration » > Smart HR Template ~ > Transaction Status

ORACLE' A -

Search Advanced Search
Cancelled Transaction Comments

Comments

Cancelling per Darmrell's request |

Return

12 - RESUBMITTING PREPARE FOR HIRE REQUEST
If the Prepare for Hire request is canceled by UCPC, the Prepare for Hire component will
be greyed out and not editable. You will need to follow these steps to resubmit the
request.
1) The hiring manager will need to set the Disposition back to ‘Ready for Hire'.
2) Contact your HR recruiter who will need to withdraw the candidate from the hire
process so you can restart the Prepare for Hire request.

Only after the candidate is withdrawn from the hire request by HR will the hiring
manager be able to start the Prepare for Hire request.

The illustration below shows the re-entered Prepare for Hire request after completing
the aforementioned steps.
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A semn

| » | Advanced Search

| Prepare For Hire || Eams DisvAddi Pay |
Applicant ID 144171
Applicant Naine: Aidrey R
Current Disposition 120 Withdrawn
Disposition Date 04/03/2020
Applicant Type External - New
Application Date 03/04/2020

Transaction ID

View Applicant Details

Job Opening ID /4443 | cook
Job Opening Type Conti Job Op
Business Unit UC Santa Barbara Campus
Department R & DH CARRILLO FD SVC
Position Number 40066392 | cook
JobCode005523  |Q cook
Employee Class Staff: Career

SSN [X00GXX-7292

Classified/Unclassified PSS
Ind

Probation Code 2
Probation EndDate |3}
Trial Employment End Date| |5y
ERIT/Phased Retir End Dt| i

Location Use End Date W LocationUseEndDateDesc| %)

PY Career Duration v

Oath Sign Date i
Patent Acknowledgement Sign Dt |59
Modified Patent Acknow Sign Dt |5y

Review Type

-
—/

Next Review Date i)

Tracker Profile ID|

| [ Remote I-9 Section 2

“Type of Hire| Hire

*Action Reason| Hire - No Prior UC Affiliation

-« e

—

*Start Date|03/30/2020

Employee ID
Employee ID Verified Yes

Extomal System

Verify Employee 1D
la External System ID| |

Hire C ts[I'm resubmitting Audrey for true p

ing as a new hire. “

Attachments
No Attachments have been added to this Job Opening.
| Add Attachment |

| Submit Request To UCPC | | Cancel

| | Print Pre Hire Audit Report |
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Enter the compensation information on the Earns Dist/Addl Pay tab.

Favorites = | Main Menu - » Recriting~ > Browse Job Openings > Manage Job Opening

All = | Search

Prepare For Hire Earns Dist/Addl Pay
Employee Information

Job - Salary Plan

| Advanced Search

Salary Administration Plan UCSX Salary Grade 133
Step Q
Job Compensation - Pay . = " - -
e ANt Personalize | Find | View &Il | 21| B3 First 10f1 Last
Eﬂ: Reln Compensation Rate Compensation Frequency Rate Code Source
1 UCANNL | 50000.000000 A Manual =]
Job Earnings Distribution Type
Earnings Distribution Type | MNone ) Aggregate Comp Rate
Job Earnings Distribution Personalize | Find | View all | (21 | B First 4+ 10of1 » Last
Earnings Code Compensation Rate Percent of Distribution
1 =

Job Compensation - Payroll Currency and Frequency

Personalize | Find | View Al | (2 | 5§

i

Compensation Frequency H Q
Additional Pay
Effective Date  *Earnings Code Reason for Additional Pay Earnings End Date Add’l Pay Amount
1 W Q| )
Submit Request To UCPC | Cancel

|| Print Pre Hire Audit Report

Hourly Rate

First (4 10of1 » Last

Goal Amount

=

13 - VETTING THE PREPARE FOR HIRE REQUEST

Monitoring the Prepare for Hire request.
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Favorites ~ | Main Menu - > Workforce Administration = > Smart HR Template ~ » Transaction Status

ORACLE -

= | Search

Transaction Status

The following transactions are pending, cancabed or have been processad by Human Resources.

# | Advanced Search

HR Review Status| Al +) Business Unit SBCMP |0
Transaction Type| RecruitingHire/Rehire/Transfer #:I Empl ID
Transaction Status| Al 7 First Name
Start Date From 03/24/2020 | To |D4M1372020 | Last Name
Clear Download
Transaction Status 7 Personalize | Find | View Al | (21 ] B3 First (4 1of1 (b Last
Select Template Fﬁrf'w“ Transaction Status Parson ID ET:JN Action Business Unit  First Name Last Name
RECRUITING 0332020 Requested Hire SBCMP Audrey Ruston
Saelact All Desabect All
Dedate Salected Transactions
Go To Smart HR Transactions

After Audrey Ruston is hired, the Manage Job Opening component now shows that she

is hired, and the status of the Job Opening is ‘Filled/Closed’.

FIGURE 129 TAM 103 HM WORKBENCH | HIRED DISPOSITIONED CANDIDATE

Favorites » | Main Menu= > Recruiingw > Browse Job Openings > Manage Job Opening
Home | Workist  Add lo Favorites
ORACLE Al | Search 7| Advanced Search
| Help | Personalize Page
Manage Job Opening
gaRetur | ff}Recruting Home | #[]Previous | y[[Next | & Craate New | EElCione | <, Refrash | [Add Note | [Efjintarviews | {"JNo Catagory | ¢&jPrint Job Opening Parsonalize
Job Opening 1D 4443 Status 110 Flled/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)
Applicants | Applicant Screening || Activity & Attachments || Details
All Applied Reviewed Screen Route Interview Offer Hire Hold Reject UG Work Experience
(4 0 ) ) V] (0 0 (1) ) @ 1)
Applicants (7 Personalize | Find | ViewAll | (1| [§  First (¢ 14 ofd
Application  Assessment S Disposition
Salect Seors Status Attachment Applicant Name Applicant 1D Type Disposition Raston Application Date SPC Application Resume  Interest Print
g DarellLiebery 14166 Exemal  Rejed ;::ﬂi;;“m 030472020 n] B X @  ~OherActions
g ReesoWiberspon 144176 Extemal  Reject Candiitopool gz nf B aiiX @ ~onerhctions
Taylor Swif 4170 Exemal  Reject 030412020 n} B X @  +OtherActons
g [Mdroy Ruston 4171 Exemal  Hired ] 0310472020 in] B X a8 ~Other Actions
SelectAll Deselect All * Group Actions
¢eRetum | ¢fRecruiting Home | #]Previous | ¢fjNext | & Create New | £§Clone | i Refresh | [Add Note | [&Finterviews | {”}No Category | (5jPrint Job Opening Top of Page
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The Transaction Status page now shows that Audrey Ruston has a Transaction Status of

‘Hired/Added’.

Favorites = | Main Menu = » Workforce Administration + > Smart HR Template + > Transaction Status

ORACLE All ~ | Search # | Advanced Search

Transaction Status

The following transactions are pending, canceled or have been processed by Human Resources.

HR Review Status | Al B Business Unit SBCMP |Q
Transaction Type [ RecruitingHire/Rehire/Transfer %) Empl ID
Tra ion Status (Al 5l First Name
Start Date From 03/28/2020 | To 0411712020 |[+) Last Name

Clear Download
Transaction Status ¢ Personalize | Find | View All | &1 | £
Select Template Effective Date |Transaction Status PersonID Empl Record Action Business Unit First Name
] RECRUITING 033072020 Hired/Added 10421075 0 Hire SBECMP Audrey
Select All Deselect All
Delete Selected Transactions
GoTo ‘Smart HR Transactions

First 4 1of1 » Last

Last Name

Ruston
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Now, hiring managers will be able to verify job record information in the Job Data

component. Thisis Audrey’s job record in the Job Data component.

FIGURE 130 TAM 103 JOB DATA| VERIFY JOB RECORD DATA

Favorites

ORACLE’

Work Location Job Information Job Labor

Work Location 2

Main Menu ~ > Workforce Administration v

All ~  Search

[ Effective Date 03/30/2020 ]

Effective Sequence 0
HR Status Active

Payroll Status Active

> Job Information~ > Job Data

7 | Advanced Search

[ Position Number 40066392

uveinde Fosiion Uaia

Position Entry Date 03/30/2020

Position Management Record

Regulatory Region USA
Company UCS
Business Unit SBCMP
Department FDSC
Department Entry Date 03/30/2020
Location ELLIS-6829
Establishment ID UCSB

Last Start Date 03/30/2020
Expected Job End Date

Job Data Employment Data

i Save |l Retum to Search || =] Notify

United States

University of California

UC Santa Barbara Campus
R & DH CARRILLO FD SVC

Ellison Hall

UC Santa Barbara

End Job Automatically

Earnings Distribution

Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation | UC Job Data

Nofes

Job AidID  10.1

Salary Plan Compensation UC Job Data
Empl ID 10421075
Empl Record 0
Find First 4 1of1 ) Last
Go To Row
Action Hire
Reason Hire - No Prior UC Affiliation
Job Indicator Primary Job
Current
coox]

Date Created 04/07/2020

Benefits Program Participation

Update/Display = Include History

There are many job record elements to verify including FTE and
compensation data.
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HIRE PROCESS NOTIFICATIONS

ltem Email Screenshot
Notification
1 BOCkgI’OUhd FIGURE131 TAM 103 BACKGROUND REPORT EMAIL
report Background report for Audrey Ruston isbex x &
nofification
newupdate_ il@universalbackg d.com Thu,Mar12,7:59 PM Yy 4
to

The report for Audrey Ruston is ready for your review on our secure server. For security and privacy, you will be prompted to
enter your account number, username and password.

hittps://portal.universalbackground.com/o/?r=18691380&a=117151

For questions about this order, please contact our Client Services Department toll free at 1-877-561-5150 or via email

cs{@universalbackground.com.

Thank you for choosing Universal Background Screening - we appreciate your business!

+. Reply = Forward
2 Hire FIGURE132 TAM 103 CANDIDATE HIRED EMAIL
conf{rmoflon Applicant (144171) Audrey Ruston has had a status changeto X & 2
emcu[ fo 090 Hired inbox x
recruiter
and hiring priyanka.sharma@ucoptest.edu T18PM (1 hourago) V¢
mOnOger. to katherine.abad, darrelllittleberry ~
This e-mail is to inform you that applicant (144171) Audrey Ruston has had a status change to 090 Hired for job opening
(4443) COOK in recruitment area 3.
3 HR error FIGURE133 TAM 103 CANDIDATE HIRE ERRORS EMAIL
email sent Profile Data for Audrey Ruston pushed into HR with errors. I8 B
only to hiring "™
manager. iyanka.sharma@ucoptest.ed 1:18 PM (1 h ) W .
priyanka.sharma@ucoptest.edu : our ago,
There are to darrell littleberry ~
inSTrUCﬁOﬂS The Profile Data for this applicant is processed. Please see below for errors that occurred during the process
at the end

Applicant Name: Audrey Ruston

Of the em(:“l Former Worker: No

(ﬂ tsh nin Employee ID: 10421075
of shown | Type of Hire: Hire

screenshot)

The errors are:
Profile:

Invalid value -- press the prompt butten or hyperlink for a list of valid values (15,11) — The value entered in the field does not
maich one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

Error changing value. {HJPM_JPM_PERSON_PROFILE_SRV.JPM_JP_CAT_TYPE(5).JPM_JP_CRITM_VW(1).STATE}
(91,34) - An error occurred while changing the value of the field.

Invalid value -- press the prompt butten or hyperlink for a list of valid values (15,11) —- The value entered in the field does not
match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.

Error changing value. {HJPM_JPM_PERSON_PROFILE_SRV.JPM_JP_CAT_TYPE(5).JPM_JP_CRITM
_VW(1).JPM_JP_ITEMS(1).STATE} (91,34) -—- An error occurred while changing the value of the field.

Invalid value -- press the prompt button or hyperlink for a list of valid values (15,11) — The value entered in the field does not
match one of the allowable values. You can see the allowable values by pressing the Prompt button or hyperlink.
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NEXT PROCESS STEP

Ensure the applicant pool for the job opening has been fully dispositioned and make
sure the job opening status is ‘Filled/Closed’.

Term

Candidate Gateway (CG)

Component

Disposition
External applicant

External CG
Hiring team

HM
Interested parties

Internal applicant
Internal CG
Interviewers

Job opening
Page

UCPC
Universal

GLOSSARY

Definition

The web portal where applicants will be able to view and
apply for jobs

A collection of related UCPath pages usually arranged in tab
format

To give a status to an item

Any non UCSB person who applies for a job through the
external CG

The web portal for non-UCSB employees to apply for job via the
world wide web.

The selected HR Recruiter(s), department Hiring Manager(s).
Interviewer(s) and Interested Parties who are included for job
opening access

Department hiring manager

UCSB employees/contingent workers who are given employee
access to the job opening to appropriately deemed purposes.

Any UCSB employee/contingent worker who applies for a job
through the internal CG

The web portal for UCSB employees to apply for jobs via
UCPath self-service.

UCSB employees/contingent workers who are identified as
potential resources to interview applicants

TAM transaction containing campus and job posting
information

A single UCPath webpage or tab

UCPath Center

Universal is the name of the third party background check
vendor
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GUIDE APPENDEX

A

Access to the external CG - 21

Access to the internal CG - 21

Add hiring managers - 14

add Interested Parties - 15

Add Interviewers - 15

Add recruiters - 14

After submitting the job opening - 20
attach JD report to job opening - 20
If job opening is Approved - 20
If job opening is Denied - 20

applicant data fields returned to TAM - 93

Interested Parties - 112

internal applicants - 21

Internal CG - 112

internal department review - 14, 15

interview evaluation - 34, 43, 45, 46, 59, 70, 71, 73, 74
interview evaluation via Self-Service - 34

interview schedule - 58, 62, 63, 76

Interviewers - 34,57, 59, 112

J

C

Candidate Gateway - 16, 36, 112

change the applicant’s Disposition status - 75
Continuous Job Opening - 6, 23

create an information package - 40
customize the email notification - 64

Job Details - 8

job opening types - 6
Continuous job opening - 6
Standard Job Opening - 6

M

meeting request buttons - 63

D

Date Authorized field - 9
disposition icons - 42

multi-level recruitment - 12
multiple positions - 6, 10, 23, 26

N

E

Employee Classification field - 8

Enter a Recommendation disposition - 71
External applicants - 21

External CG - 112

Notify Applicant - 57, 70
Notify Interview Team - 57

P

Posting Sections - 6

H

hiring team - 14, 33, 34
Add hiring managers - 14
add Interested Parties - 14
Add Interviewers - 14
Add recruiters - 14

Preview the job posting - 17
Preview/Edit Meeting Request - 63
primary consideration date - 9, 15, 31, 33
Primary consideration date - 31

R

recruiting functions - 35
re-entered Prepare for Hire request - 105
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request hire of selected candidate - 94
request is canceled by UCPC - 105
required fields for multiple positions - 24
Required Job Posting Sections - 16

S

sample rejection correspondence language - 48
Save as Draft - 14, 20, 63, 71

Scheduling an interview - 57

Screening tab - 13

section *Visibility - 16

section Template - 17

Section Template - 16

Standard Job Opening - 6

submit your job opening - 17, 19

submit your job opening for approval - 19

T

To attach the JD report after job opening submittal - 20
- 102

U

Universal - 5, 86, 87, 88, 93, 112
Universal portal - 87, 88
Universal returns key applicant fields - 93

v

verify job record information - 110
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