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INTRODUCTION

Welcome to the Rensselaer Online Employment Application System. The Human Resources
department has implemented this system in order to automate many of the tasks of the
employment application process.

You will use this system to complete four main tasks:
1) Review Requisitions
2) Search and Review Applicants
3) Create and Review Templates
4) Communicate electronically with HR Administrators, Hiring Managers, Applicants, and
others involved in your hiring process

PeopleAdmin, Inc. has provided these training materials to assist your understanding of this
system. If you have any questions, please call (512) 997-2500.

Your Web Browser

The Employment Application System is designed to run in a web browser over the Internet. The
system supports browser versions of Netscape 4.7 and above and Internet Explorer 4.0 and
above. However some of the older browser versions are less powerful than newer versions, so
the appearance of certain screens and printed documents may be slightly askew. Please notify
the system administrator of any significant issues that arise.

The site also requires you to have Adobe Acrobat Reader installed. This is a free download
available at www.Adobe.com.

It is recommended that you do not use your browser's "Back", "Forward" or "Refresh" buttons to
navigate the site, or open a new browser window from your existing window. This may cause
unexpected results, including loss of data or being logged out of the system. Please use the
navigational buttons within the site.

The site is best viewed in Internet Explorer 5.5 and above.

Security of Applicant Data

To ensure the security of the data provided by applicants, the system will automatically log
you out after 60 minutes if it detects no activity. However, anytime you leave your computer
we strongly recommend that you save any work in progress and log out of the system by clicking
on the logout link located on the bottom left side of your screen.


http://www.adobe.com/

GETTING STARTED

After entering the URL, the “login screen” for the system will appear and should be similar to the
following screen:

/23 Job site - Microsoft Internet Explorer =& x|

“ File Edt Miew Favorites Tools Help ﬁ

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ 1

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

CREATE USER ACCOUNT User Login

Please login to the systern using your User Narme and Password, If you do not have a User Name and
Password assigned, click Create User Account,

User Name: |
Password: |

‘ou are about to log in ko a secure system, When
wou are finished, please click Logout ta ensure
that others with access to your computer cannot
wiew the information in the system,

@ ’_’_’_ & Internet



The Welcome Screen appears after you log in, and should appear similar to the following screen:

43 Job Site - Microsoft Internet Explorer (=] x|

J File Edt Wiew Favorites Tools  Help ﬁ
T —

i.' 2 RPInfo_ | Search RPI | Contact RPI | RPINews |
Y

” Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HR i " icy/ ]|

RENSSELAER POLYTECHNIC INSTITUTE « DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE -
FROM PREVIOUS Welcome to the Internal Hiring System
FROM SCRATCH

TEMPLATES

SEARCH Job Postings to be Approved
CREATE TEMPLATES
FROM TEMPLATE + Job Postings assigned to You: 1
EROMISCRATCH + Job Postings in the entire University: 2
APPLICANTS
SEARCH APPLICANTS
STATUS SEARCH
SPECIAL HANDLING Users to be Approved
ADD TO SPECIAL
HANDLING + Users to be approved: o
SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT

APPROYE To perform actions, please choose from the links at left.

SEARCH USERS

[son |
HOME
CHANGE DEFAULT ¥IEW
REPORTS
CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER
LOGOUT

@ [ @menee
This page is designed to help you keep track of the actions required by you or your department.

You will perform actions by clicking on the links on the left side of the screen. Each link and its
corresponding action will be covered in detail in this manual.



CREATING A REQUISITION

To create a Requisition, begin by clicking a link under the header “Create Requisition”. Your
options are:

e From a Template (where several fields are predefined)
e From a Previous Posting
e From Scratch

Entering Requisition Information

In the following example, the "From Template” option was selected. After clicking on the template
you want to use, you should see a screen similar to the following:

JOB POSTINGS

SEARCH Tuesday, May 25, 2004
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
TEMPLATES
SEARCH
REATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH
APPLICANTS |
SEARCH APPLICANTS
STATUS SEARCH

+ Welcome Sample Human Resources. You are logged in with University View.

Create Requisition - Public Safety Sergeant

Position
Approval Fori

CONTINUE TO NEXT PAGE == I

SPECIAL HANDLING
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME

CHANGE DEFAULT YIEW
REPORTS

CHAMGE PASSWORD
LOGIN AS HIRING
MANAGER

LOGOUT

To create a requisition, first cormplete the information on this screen, then click Continue to Next
Section>, Proceed through all sections completing all necessary information, To submit the
requisition to human resources, you must click on the Continue to Next SectionZ> = button from
the last section. Once a summary page appears, select the Submit button and click Continue, Your
requisition will not be saved/submitted until you see the confirmation page and click the Confirm
button,

*Required information is denoted with an asterisk,

Seatch Mumber

—

* Fosition Title |

* Pogition Nurmber

Advertised Title IPub\ic Safety Sergeant

MewReplacement Position

* - I
(IF replacement list incumbent name: otiselected

and kitle)

Baanaleeile oy I

|®:| Daone

=
[T Temerne

There are several tabs across the top of the screen. When you first enter this screen, you will be
in the “Position Approval Form” tab. The data fields should approximate the information captured
in your current system. Your data fields may be slightly different from those pictured due to
customization.

A few notes about this screen:

1. Fields with an Asterisk (*) are required, so if you do not include information in the field, an
error message will appear and you will be required to complete it.

2. VERY IMPORTANT: A Requisition is Not Saved until after you have completed the final
step of the process, clicking Confirm on the final summary page. If you log out or click a
link on the left side before completing these steps, none of the information you have
edited will be saved.

TIP: Certain fields you enter on this screen will appear on the applicant site exactly as you enter it
on this screen, so please proofread carefully.




Adding Qualifying Equivalencies

Qualifying Equivalencies (also referred to as Qualifying Groups) are used to accommodate the
need for equivalencies in minimum qualifications for given positions. As an example, you may
have a position which requires either a bachelor's degree OR at least 3 years of experience. A
more complex example is one in which a position requires a Bachelor's degree plus 2 years of
experience OR a Master's degree plus 1 year of experience. Another use can be for minimum
gualifications that substitute work experience for years of education or degrees.

The Qualifying Equivalency functionality allows you to screen applicants based on their answers
to two or more qualification criteria (questions).

This is accommodated by distributing qualifying points among two or more questions, and
assigning a qualifying threshold of 100 points. Points are assigned to individual answers and,
based on applicant responses to these questions; points are totaled and compared to the
threshold to see if they qualify. If the applicant receives enough points, they will see the
"Employer Pass Message" and will move to an active applicant status. If not, they will see the
"Employer Fail Message" and will move to an inactive status, such as "Not Hired".

Qualifying Equivalencies can be used in combination with standard supplemental screening
guestions, such as "Do you have a valid driver’s license?"

2} Job Site - Microsoft Internet Explorer =] x|

H File Edt View Favorites Tools Help ﬁ
I = ——————————
{' 2 RPInfo | Search RPI | Contact RPI | RPINews |
W) NCNSSCIACT s e
i

” Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HAF i ” Policy/F ]l

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH « ielcome Sample Human Resources. You are logged in with University View. Tuesday, May 25, 2004
CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Create Requisition - Public Safety Sergeant

FROM SCRATCH

TEMPLATES

SEARCH

CREATE TEMPLATES
FROM TEMPLATE
FROM SCRATCH

APPLICANTS

SEARCH APPLICANTS

Qualifying
Group

Mo Qualifying Group exist,

ADD A QUALIFYING GROUP

STATUS SEARCH
SPECIAL HANDLING
ADD TO SPECIAL

HANDLING
SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT
APPROYE CANCEL PREVIEV REQUISITION I

SEARCH USERS

[soMIN |
HOME
CHANGE DEFAULT ¥IEW
REPORTS
CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER
LOGOUT

CONTINUE TO NEXT PAGE =3

[T [menee

|@ Daone

If you are not adding any Qualifying Equivalencies, click the Continue to Next Section button.

To add a Qualifying Equivalency to this Requisition, click on the Add a Qualifying Group button,
which returns the following page:



a Job Site - Microsoft Internet Explorer

“ File Edt Miew Favorites Tools Help

” Careers at RPI ” Employee Benefits ][ Online Forms J[ HR icatis ” icy/ ]i

RENSSELAER POLYTECHNIC INSTITUTE - DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH « ielcome Sample Human Resources. You are logged in with University View. Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE e
FROM PREVIOUS Add a Quallfvlng GI‘DI.IP
FROM SCRATCH

To add a qualifying group, search existing qualifying groups and/ar search for a template to create a

SEARCH

new qualifying group.
CREATE TEMPLATES qualifying group

FROM TEMPLATE

FROM SCRATCH Search Existing Qualifying Groups

SEARCH APPLICANTS

STATUS SEARCH O O W Inchude Created QaEs?
SPECIAL HANDLING v

ual Group Templates Onky?
ADD TO SPECIAL @ 2 = b

HANDLING SEARCH CANCEL

SEARCH SPECIAL

Include Iden

Clicking the Search button will return results similar to the following:

== x|
| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ 1
AENSSELAER POLYTECHNIC INSTITUTE + DIVISION OF HUMAN RESOURCES |
JOB POSTINGS =
SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS Add a Quallfylng GI’OI.IP
FROM SCRATCH
TEMPLATES B o .
To add a qualifying group, search existing qualifying groups and/or search for a template to create a
: . rew qualifying group.
CREATE TEMPLATES q fv 99e-p
FROM TEMPLATE
FROM SCRATCH Search Existing Qualifying Groups
SEARCH APPLICANTS
STATUS SEARCH W Include Created QaEs?
SPECIAL HANDLING 7 GQual Group Templates Only?
ADD TO SPECIAL
(REELIRIE SEARCH CANCEL
SEARCH SPECIAL —I
HANDLING LIST e A
These are existing Qualifying Groups
CREATE USER ACCOUNT 2 Records =
APPROVE (4] Group Label
SEARCH USERS
HS + 6 mos. -- HS+6 VigwAdd QualifyingGroup
HOME
- LD -- .| l iF i
CHANGE DEFAULT VIEW Ph.D -- Ph.D Views/Add QualifvingGroup
REPORTS
CHANGE PASSWORD e
LOGIN &S HIRING These are template Qualifying Groups
MANAGER 23 Records
LOGOUT
@ Group Label
Assoc + 1 Create Mew Qualifying Group From Template
Assoc +2 Create Mew Qualifying Group From Template
Assoc + 3 Create New Qualifying Group From Template
Assoc + 5 Create Mew Qualifying Group From Template: ﬂ

|®j Daone

[T [@merne

For this example, click the View/Add Qualifying Group link for HS + 6 mos. -- HS+6 existing

Qualifying Group.



ternet Explorer

“ File Edt Miew Favorites Tools Help

o

{' E

bl
o

Rensselaer

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ |

SEARCH

FROM TEMPLATE

FROM PREYIOUS

FROM SCRATCH

SEARCH

FROM TEMPLATE

FROM SCRATCH

SEARCH APPLICANTS

STATUS SEARCH

ADD TO SPECIAL

HANDLING

SEARCH SPECIAL

HANDLING LIST
vsens |

CREATE USER ACCOUNT

APPROYE

SEARCH USERS
oy

HOME

CHANGE DEFAULT YIEW

REPORTS

CHANGE PASSWORD

LOGIN AS HIRING

MANAGER

LOGOUT

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

+ Welcome Sample Human Resources, You are logged in with University View,

ViewfAdd Qualifying Group

Eeturn to Search

Tuesday, May 25, 2004

ADD QUALIFYING GROUP I

HS + 6 mos. -- H5+6

Minimum Points Required: 100

1 Please indicate the highest level of education you have completed:
ANSWER

Mo Response

Less than high school diploma
HSiGED

one year college coursewarlk
Two years college coursewark
Associate's Degres

Three years college coursework
Four years college coursework,
Bachelor's Degree

Master's Degree

Fh.D\

Other Terminal Degree

QUALIFYING
POINTS

a
65
95

100
100
100
100
100
100
100
100
100

Dlaaca indirato tha rimhor of vaore Af naid woel avnoarionro von hova that ic

|®j Daone

=
[T [@merne

To add this Qualifying Group to the requisition, click the Add Qualifying Group button. If not,
click the Return to Search link.



a Job Site - Microsoft Internet Explorer

B

“ File Edt Miew Favorites Tools Help

® Rensselaer

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ |

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004

CREATE REQUISITION

T Create Requisition - Public Safety Sergeant
FROM SCRATCH

TEMPLATES

SEARCH

CREATE TEMPLATES

FROM TEMPLATE

Qualifying
Group

FROM SCRATCH
SEARCH APPLICANTS
STATUS SEARCH
ADD TO SPECIAL
HANDLING

SEARCH SPECIAL

HS + 6 mos. - HS+6
Wigw

DELETE QUALIFYING GROUP(S) ADD A QUALIFYING GROUP

CONTINUE TO NEXT PAGE 2=

HANDLING LIST

CREATE USER ACCOUNT

(L CANCEL PREVIEW REQUISITION |
SEARCH USERS

vy |
HOME
CHANGE DEFAULT YIEW
REPORTS
CHANGE PASSWORD
LOGIN AS HIRING
MANAGER
LOGOUT

[T [@merne

|®j Daone

After you have added this Qualifying Group to the requisition, click the Add a Qualifying Group
button to add an additional qualifying group. To delete the Qualifying Group, check the box next
to the title and click the Delete Qualifying Group button.

Once the Qualifying Groups are set to your satisfaction, click the Continue to Next Section
button to continue creating this requisition.



Adding Screening Questions

Posting Specific (screening) Questions are individual questions that can be used to
qualify/disqualify candidates, or rank applicants based upon a score. You may create those
questions in this section.

43 Job Site - Microsoft Internet Explorer (=] x|

H File Edt Wiew Favorites Tools  Help ﬁ
= =S ————————————

i.' = RPInfo_ | Search RPI | Contact RPI | RPINews |

S

Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HR i " icy/ ]|

RENSSELAER POLYTECHNIC INSTITUTE « DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE L. R
FROM PREVIOUS Create Requisition - Public Safety Sergeant
FROM SCRATCH

TEMPLATES

SEARCH

CREATE TEMPLATES

FROM TEMPLATE

Posting Specific

Questions

FROM SCRATCH

APPLICANTS

SEARCH APPLICANTS To add questions that will be asked of every applicant who applies to this position, click Add a
STATUS SEARCH Question. Click Continue to Next Section>» to skip this section or when finished.

SPECIAL HANDLING

ADD TO SPECIAL
HANDLING Mo Posting Specific Questions exist,
SEARCH SPECIAL
HANDLING LIST ADD A QUESTION |

CREATE USER ACCOUNT
APPROYE I
SEARCH USERS

[son |
HOME
CHANGE DEFAULT ¥IEW
REPORTS CANCEL PRE¥IEW REQUISITION I
CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER
LOGOUT

CONTINUE TO NEXT PAGE 2= I

[T [gmenee

|@ Daone

If you are not adding any Screening Questions, click the Continue to Next Section button.

To add a Screening Question to this Requisition, click on the Add a Question button, which
returns the following page:



/23 Job site - Microsoft Internet Explorer =& x|

“ File Edt Miew Favorites Tools Help ﬁ

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ |

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE
FROM PREVIOUS Add a Question

FROM SCRATCH

Search Existing Questions:

FROM SCRATCH

APPLICANTS I

SEARCH APPLICANTS

STATUS SEARCH -
SPECIAL HANDLING m CANCEL I

ADD TO SPECTAL

HANDLING

SEARCH SPECIAL Create a Question

HANDLING LIST

CREATE USER ACCOUNT

The first step is to search existing questions. You can enter a keyword to search the question
text (or leave the field blank). After you click Search, the system will return a list of all questions
that have been entered previously by Human Resources or Hiring Managers for other
Requisitions. Select one of the questions from the list if it is appropriate for this Requisition.

If you do not find an applicable sample question from the list, you may create a question from
scratch by clicking on the Create a Question link at the bottom of the Search Results screen.

2} Job Site - Microsoft Internet Explorer =] x|

H File Edt View Favorites Tools Help ﬁ
RPInfo | Search RPI | Contact RPI | RPINews |
1SSCIACT Ermrrmmerrr

” Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HR Publicatil ". 'olicy/F ]l

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

JOEB POSTINGS
SEARCH Search by Keyword:
CREATE REQUISITION I—

FROM TEMPLATE
FROM PREYIOUS

FROM SCRATCH canceL |
TEMPLATES

SEARCH

CREATE TEMPLATES Search Results
FROM TEMPLATE
FROM SCRATCH

12 Records
APPLICANTS

SEARCH APPLICANTS @ Question Text
STATUS SEARCH
SPECIAL HANDLING How many years of industry experience do you have? WiewtAdd
ADD TO SPECIAL How often do you go surfing? Wiewfadd
HANDLING B g
SEARCH SPECIAL Please select the response that best represents your educational training i... Viewtadd
HANDLING LIST
_ Please select the response that best represents your full years of paid ful... WiewtAdd
CREATE USER ACCOUNT Do you have a bachelors degree? Wiewjadd
APPROYE -
R G How many stars are in the sky? Viewtadd
ADMIN How many years of Excel do you have? Wievs)ddd
HOME 0 0 0
2
CHANGE DEFAULT VIEW How many years of Microsoft Dffice experience do you have? Viewtadd
REPORTS What did you do last sumimer? Wiewjadd
CHANGE PASSWORD
LOGIN AS HIRING How many years of microsoft experience do you have? Wievs)ddd
MANAGER i
What did you do last sunamer? Wigwadd
LOGOUT i
Do you Ski? WiewtAdd

Create a Question

CL ] e

|§1 Done

10



After clicking the Create a Question button, the following screen will appear:

2} Job Site - Microsoft Internet Explorer =] x|

H File Edt View Favorites Tools Help ﬁ
—
{' =0 RPInfo | Search RPI | Contact RPI | RPINews |

” Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HAF i ” Policy/F ]l

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

-
JOB POSTINGS 7 Create Question Help =l

SEARCH

CREATE REQUISITION Question

FROM TEMPLATE

(Rl LA IS Please enter question text:
FROM SCRATCH |

TEMPLATES

SEARCH

CREATE TEMPLATES =

FROM TEMPLATE

FROM SCRATCH
APPLICANTS Please select answer type:

SEARCH APPLICANTS @ Closed Ended {e.g. Do you have experience working in an office environment?)

STATUS SEARCH
SPECIAL HANDLING

ADD TO SPECIAL

HANDLING

SEARCH SPECIAL P .
HANDLING LIST Digplay No Response As:

Ea— & e
CREATE USER ACCOUNT Mo Response
APPROYE
SEARCH USERS

m Possible Responses (up to 7):

& Open Ended (2.9, Describe any work experience relevant to this Posting.)

Closed-Ended Answers Dpen-Ended Answers

" Shart Text (Text < 50 characters)

HOME o] Long Text {Text = 50 characters)
CHANGE DEFAULT YIEW N
REPORTS
CHAMGE PASSWORD 2 I © Phone
LOGIN AS HIRING 2
MANAGER o
LOGOUT 4 Date
s |
6|
7|

SUBMIT QUESTION CANCEL

T e

|@Done
Step 1: Please enter question text: Enter the text of the question you wish to ask all candidates
who will apply to this Posting.

Step 2: Please select answer type: select either Closed Ended or Open Ended — described in the
following sections.

Step 3: Enter answer choices or select answer format based upon your selection in step 2.

11



Adding Closed Ended Questions

Closed Ended questions require a multiple-choice answer. For example:

Do you have experience working in an office environment?
Possible Responses: Yes or No

a Job Site - Microsoft Internet Explorer

H File Edt Wiew Favorites Tools  Help

Rensselaer ESSEESEEE

| careers at RP1 || Employee Benefits | Online Forms | HR icati [ Policy/ 1

RENSSELAER POLYTECHNIC INSTITUTE *« DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS 7 Create Question Help

SEARCH
CREATE REQUISITION Question
FROM TEMPLATE

FROM PREYIOUS Please enter question text:
FROM SCRATCH

TEMPLATES

SEARCH

CREATE TEMPLATES

FROM TEMPLATE

Do you have experience working in an office :I
environment?
E

FROM SCRATCH
APPLICANTS Please select answer type:

SEARCH APPLICANTS @ Closed Ended  {e.q. Do vou have experience warking in an office environment?}

STATUS SEARCH

' OpenEnded (e.q. Describe any work experience relevant to this Posting.)
SPECIAL HANDLING

ADD TO SPECIAL - ~
HANDLING Closed-Ended Answers Open-Ended Answers

SEARCH SPECIAL ;
e T Display Mo Response As:

r=— @ e
CREATE USER ACCOUNT Mo Response

APPROYE
SEARCH USERS

m Possible Responses (up to 7):

" Shart Text (Text < 50 characters)

HOME O Long Text {Text = 50 characters)
CHANGE DEFAULT VIEW 1. [res
REPORTS
CHANGE PASSWORD 2. Jno " Phone
LOGIN AS HIRING 2]
MANAGER e
LOGOUT 4| Date
5.
|
7l

SUBMIT QUESTION CANCEL

|&] pone

I T

After selecting the “Closed Ended” radio button, enter the answer choices that candidates can

choose from in the boxes labeled “Possible Responses”. In this case, you would enter:

1. Yes
2. No

12



Adding Open Ended Questions

Open Ended questions do NOT require a multiple-choice answer. For example:

Describe any work experience relevant to this position.

After selecting the “Open Ended” radio button, select one of the answer-type choices from the
right side of the screen. To limit the length of a candidate’s response to less than 50 characters,

select Short Text. Otherwise, select Long Text (Text > 50 characters). If a phone or a date is
the required response, select the Phone or the Date options.

In the following example, Long Text was selected as the answer-type for the open-ended
guestion.

/23 Job Site - Microsoft Internet Explorer _ & x|

|J File Edt View Favorites Tools Help ﬁ

” Careers at RPI ” Employee Benefits ][ Online Forms J[ HR icati ” icy,! ]i

RENSSELAER POLYTECHNIC INSTITUTE + DIVISION OF HUMAN RESOURCES |
JOB POSTINGS 2 Create Question Help
SEARCH
CREATE REQUISITION Question
FROM TEMPLATE
FROM PREYIOUS Please enter question text:

FROM SCRATCH
TEMPLATES Describe any work experience relevant to this ;'
position.
H

SEARCH
CREATE TEMPLATES

FROM TEMPLATE

FROM SCRATCH
APPLICANTS Please select answer type:

SEARCH APPLICANTS ' Closed Ended {e.g. Do you have expetience working in an office environment?)
STATUS SEARCH
SPECIAL HANDLING
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT INo Response

APPROVYE
SEARCH USERS

Lo Open Ended (2.0, Describe any work experience relevant to this Posting.)

Closed-Ended Answers Open-Ended Answers

Display Mo Responge As:
© Nore

1 Shaort Text (Text « 50 characters)
Possible Responses (up to 7):

HOME ' Long Text {Text = 50 characters)
CHANGE DEFAULT ¥IEW 1]
REPORTS
CHANGE PASSWORD 2 I 8] Phone
LOGIN AS HIRING 3]
MANAGER
LoGouT 4 © Date

SUBMIT QUESTION CANCEL

CT [ @meme

|&] Done

The next step is to click on the Submit Question button at the bottom of the screen. This
attaches the question to the Requisition, and every applicant who applies to this Requisition will
be asked this question.
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After you click Submit Question, you should see a screen similar to the following. This screen
summarizes the question(s) you have entered. As you enter additional questions, they will be
added to this summary screen.

From this screen you may continue to add more questions by clicking the Add a Question
button. You may also delete a question you have entered by clicking the box next to the relevant
guestion and clicking the Delete Question(s) button.

You also have the ability to Require an applicant to provide an answer to the question you
added. The applicant will not be allowed to proceed without answering a question with the
“Required” status.

If you spot a typo in your question, click on the Edit link at the end of the question to correct it.

a Job Site - Microsoft Internet Explorer

=lalx|

H File Edt Wiew Favorites Tools  Help

Rensselaer

RPInfa

Search RPI | Contact RPI | RPINews |

” Careers at RPI ” Employee Benefits ][

Online Forms | HR i |[ Policy |

JOB POSTINGS

SEARCH

FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH

SEARCH
FROM TEMPLATE
FROM SCRATCH
SEARCH APPLICANTS
STATUS SEARCH
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST
EE
CREATE USER ACCOUNT
APPROYE
SEARCH USERS
[son |
HOME
CHANGE DEFAULT ¥IEW
REPORTS
CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER
LOGOUT

RENSSELAER POLYTECHNIC INSTITUTE

« DIVISION OF HUMAN RESOUHCES'

To add questions that will be asked of every applicant who applies to this position, click Add a
Question. Click Continue to Next Section> to skip this section or when finished.

Posting Specific Questions
To delete, check the box of the questionis) you wish to delete, then click the Delete Question(s)
buthon below,
" Do you have experience working in an office environment? (Edit)

ANSWER

Mo Response

Yes

Mo

Is this question required? @ Requred " Mot Required

" Describe any work experience relevant to this position. (Edit)
LONG TEXT

Is this question required?  Regured " Mot Required

DELETE QUESTION(S) | ADD A QUESTION

| CONTINUE TO NEXT PAGE >3 |

CANCEL PREVIEV REQUISITION I

|@ Daone

T e

When you have finished adding screening questions for this Requisition, click the Continue to
Next Section button.

14



Assigning Points

In order to assist you in ranking the candidates to your Posting by objective criteria, the system
enables you to assign points to the closed-ended questions you created on the Posting Specific
Questions screen. Since open-ended questions are not allowed to have points assigned to them,
they will not appear on this screen.

If you did not enter any Screening Questions or if you want to ask the questions without assigning
any points to the responses, enter nothing and click the Continue to Next Section button.

2} Job Site - Microsoft Internet Explorer =] x|

H File Edt View Favorites Tools Help ﬁ
I = ——————————
{' 2 RPInfo | Search RPI | Contact RPI | RPINews |
W) NCNSSCIACT s e
4

[ Careers at RPI ” Employee Benefits ][ Online Forms J[ HR Publications ” PD\icy.’Plocedures]l

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

SEARCH « ielcome Sample Human Resources. You are logged in with University View. Tuesday, May 25, 2004

FROM TEMPLATE

FROM PREVIOUS Create Requisition - Public Safety Sergeant

FROM SCRATCH

SEARCH

FROM TEMPLATE _ ] _ ]

FROM SCRATCH On this page, you may assign paints to answers that can be used to rank applicants and designate an
answer as a disqualifying answer. Applicants who select a disqualifying answer will be autoratically

SEARCH APPLICANTS moved to a status of not hired with a reason of GiF not mest miimum quaiificstions.

STATUS SEARCH
when finished adding paints, selecting disqualifying answers, or to skip this section, click Continue

ADD TO SPECIAL to Next Section> >,

HANDLING

SEARCH SPECIAL
HANDLING LIST Open-ended guestions will not be visible on this tab, but will be visible on the summary page.

m Mandimurm Points Possible: 0
CREATE USER ACCOUNT
APPROYE Posting Specific Questions
SEARCH USERS

|»

Do you have experience working in an office environment?

CHANGE DEFAULT VIEW ANSWER DISQUALIFYING  SCORE
REPORTS
CHANGE PASSWORD No Response O lo—
LOGIN AS HIRING

MANAGER Yes '— 0
LOGOUT e
£ O o

0%

RECALCULATE I RESET

=l
T —

|@ Done

On this screen you will see all the closed-ended questions you created on the Posting Specific
Questions screen. In this case, the only closed-ended question entered was: “Do you have
experience working in an office environment?”

NOTE: You may also see questions that were added to this Requisition as part of the template.
These questions are displayed on this screen for informational purposes, and you may not
designate them as disqualifying or assign them points.
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a Job Site - Microsoft Internet Explorer

“ File Edt Miew Favorites Tools Help

o

{' E

bl
o

Rensselaer

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy 1

SEARCH

FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH
SEARCH

FROM TEMPLATE
FROM SCRATCH
SEARCH APPLICANTS
STATUS SEARCH
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT

APPROVE

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

+ Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004

Create Requisition - Public Safety Sergeant

On this page, you may assign points to answers that can be used to rank applicants and designate an
answer as a disqualifying answer, Applicants who select a disqualifying answer will be automatically
moved to a status of not hired with a reason of Gid not mest minimum qualifications,

When finished adding points, selecting disqualifying answers, or to skip this section, click Continue
to Next Section>.

Open-ended questions will not be visible on this tab, but will be visible on the summary page.

Maximurm Points Possible: 0

Posting Specific Questions

SEARCH USERS
IE_ Do you have experience working in an office environment?
HOME
CHANGE DEFAULT YIEW ANSWER DISQUALIFYING SCORE
REPORTS
CHANGE PASSWORD o Response | o
LOGIN AS HIRING

MANAGER Yes r I_ZU
LOGOUT b
s 2 o

0%

RECALCULATE I RESET

=
@ [T [@merne

To disqualify a candidate based on a particular answer, click the corresponding box under the
word “DISQUALIFYING”. In the above example, when a candidate answers “No” to this question,
the system would disqualify them for further consideration for this Requisition. The candidate
would receive the "Fail Message" for this position and be classified as “Inactive”.

To specify how many points the applicant should receive for each response, enter a number in
the “SCORE”" column. For example, an applicant answering “Yes” to this question would receive
20 points.

To have the system calculate the total points an applicant could receive for all the questions
(useful if you have several questions to which you are assigning points), click the Recalculate
button.

Clicking the Reset button returns all the Screening Question point values to 0.

When all the points and disqualifiers are set to your satisfaction, click the Continue to Next
Section button.
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Activating Guest Users

Guest User accounts are used by committee members. If your Requisition involves committee
review, you may set up a special account that will be used by members of the review committee
to log in to the system and view the Applicants to this Requisition.

Guest Users are only able to view the applicants to the Requisition(s) to which they are assigned,
and are not permitted to take action on any of the applicants. Also, Guest Users are only able to
view the Requisition(s) to which they are assigned. When the Requisition is filled, the guest user
name and password are automatically deactivated.

To set up a guest user account, click the "Activate Guest User" link.

/23 Job Site - Microsoft Internet Explorer _ & x|

|J File Edt View Favorites Tools Help ﬁ
R, —

” Careers at RPI ” Employee Benefits ][ Online Forms J[ HR icati ” icy/ ]l

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE
FROM PREVIOUS Create Requisition - Public Safety Sergeant
FROM SCRATCH

SEARCH

FROM TEMPLATE

FROM SCRATCH

SEARCH APPLICANTS Committee members wha log in using this account may view applications and resumes o this
STATUS SEARCH requisition only, and are not able to take action on the applicants.

ADD TO SPECIAL When finished or to skip this section, click Continue to Next Section,
HANDLING
SEARCH SPECIAL
HANDLING LIST Activate Guest User
sers |
CREATE USER ACCOUNT
APPROVE
SEARCH USERS |
HOME
CHANGE DEFAULT ¥IEW
REPORTS CANCEL PREVIEW REQUISITION |
CHANGE PASSWORD
LOGIN AS HIRING
MANAGER
LOGOUT

On this screen, you may create an account that will be used by mermbers of the review commitbee.

CONTINUE TO NEXT PAGE 7= I

T —

|@ Done
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After clicking the “Activate Guest User” link, you should see a screen similar to the following:

43 Job Site - Microsoft Internet Explorer (=] x|

J File Edt Wiew Favorites Tools  Help ﬁ
T —

i.' 2 RPInfo_ | Search RPI | Contact RPI | RPINews |
Y

” Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HR i " icy/ ]|

RENSSELAER POLYTECHNIC INSTITUTE « DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS =

SEARCH » Welcome Sample Human Resources. You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Create Requisition - Public Safety Sergeant

FROM SCRATCH

TEMPLATES

SEARCH

CREATE TEMPLATES

FROM TEMPLATE
FROM SCRATCH On this screen, you may create an account that will be used by mermbers of the review committee.

APPLICANTS

SEARCH APPLICANTS Committee members who og in using this account may view applications and resumes o this
STATUS SEARCH requisition only, and are not able to take action on the applicants,
SPECIAL HANDLING

ADD TO SPECIAL ‘When finished or to skip this section, click Continue to Next Section,
HANDLING
SEARCH SPECIAL i
HANDLING LIST Deactivate Guest User
CREATE USER ACCOUNT Create Guest User

APPROYE
e TG ‘Required information is denoted with an asterisk,

I | — Gus1398

HOME

CHANGE DEFAULT ¥IEW
REPORTS

CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER

LOGOUT I

+ Password: I
Between & and 20 Characters

CONTINUE TO NEXT PAGE =3 I

CANCEL PREVIEV REQUISITION I

=
[T [menee

|@ Daone

The system automatically assigns a User Name for this Requisition (which will be GU###H). You
will need to enter a password, which must be between 6 and 20 characters.

Please record this user name and password and notify the Hiring Manager of the user name and
password so that he or she can give it to the committee members.

After entering a password for the Guest User, click Continue to Next Section to continue to the
final step.
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Saving/Approving the Requisition

After clicking the Continue to Next Section button from the previous screen and viewing any
notes associated with the requisition, click on the Continue to Next Section or View
Requisition Summary buttons. You should see a screen similar to the following. Scroll down
through this screen to review the information you entered.

/2 Job Site - Microsoft Internet Explorer (=] x|

H File Edt Wiew Favorites Tools  Help ﬁ
= =S ————————————

i.' “"g_ RPInfo | Search RPI | Contact RPI | RPINews |

) NCNSSCIACT e e

&

Careers at RPl | Employee Benefits | Online Forms | HR icati [ Policy/ |

RENSSELAER POLYTECHNIC INSTITUTE *« DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS =

SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004
CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS View Requisition Summary - Public Safety Sergeant

FROM SCRATCH

TEMPLATES

SEARCH

CREATE TEMPLATES

FROM TEMPLATE To take the action you have specified, click Continue, To edit the posting, click Edit. To exit the
FROM SCRATCH posting without making any changes, click Cancel.

APPLICANTS

SEARCH APPLICANTS Edit O3 Printer-Friendly Yersion

Please review the details of the posting carefully before continuing,

STATUS SEARCH

ADD TO SPECIAL

HANDLING

SEARCH SPECIAL

HANDLING LIST
EE

CREATE USER ACCOUNT

APPROYE

SEARCH USERS

Posting Status

@ Save wijo subrmit

& Approve

HOME Position Approval Form
CHAMGE DEFAULT YIEW
REPORTS Search Number
CHAMGE PASSWORD
LOGIN AS HIRING .
MANAGER Pasition Number 234342
LOGOUT
Position Title sarmple
Advertised Title Public Safety Sergeant

Mew/Replacement Position

{IF replacement list incumbent name and MNew
title) Bl
’_’_’_ & Internet

|@ Daone

The last step is to select one of the choices and click the Continue button either at the top or the
bottom of this page. After making your selection, click Continue to go to the confirmation page:
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/23 Job site - Microsoft Internet Explorer =& x|

“ File Edt Miew Favorites Tools Help ﬁ
G ———

i;' W‘i RPInfo

® Rensselacr B2

T

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ |

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Confirm Change Posting Status

FROM SCRATCH

The following request is about to be submitted
SEARCH
FROM TEMPLATE
FROM SCRATCH
SEARCH APPLICANTS
STATUS SEARCH
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST

Posting Status

Save w/o submit

CREATE USER ACCOUNT
APPROVE
SEARCH USERS

HOME

CHAMGE DEFAULT YIEW
REPORTS

CHANGE PASSWORD
LOGIN AS HIRING
MANAGER

LOGOUT

[@oene C [T [@weme
Press Confirm to complete this step.

The details of your Requisition are NOT SAVED until you complete this step.
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One Page Guide for Creating a Requisition

1) From the HR site, click Create Requisition.

2) Fill in the Posting details
a. When finished, click Continue to Next Section

3) Add screening question(s) (optional...to skip, click Continue to Next Section)

From “Screening Questions” section, click Add A Question

Click Search

Select one of the previously entered questions, or click Create A Question
Enter the text of the question

Designate the question as closed-ended (e.g., Yes/No) or open-ended (e.g. free
text)

Designate answer choices for a closed-ended question, or answer type for an
open-ended question

g. Click Submit Question to attach the question to the Requisition

h. Enter additional screening questions, or click Continue to Next Section

PooTo

—h

4) Assign points to each answer for closed-ended screening questions (to skip, click
Continue to Next Section). Click the “Disqualifying” box next to answers that would
disqualify a candidate from consideration. When finished, click Continue to Next
Section

5) Assign a “Guest User" if appropriate, then click Continue to Next Section

6) Review the Requisition, and edit if necessary. When finished, select the appropriate step
and then click Confirm on the following screen.
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SEARCHING POSTINGS

Clicking the Search link under the Job Postings heading on the left side will take you to a screen
that looks similar to the following:

=& ]

Rensselaer

” Careers at RPI ” Employee Benefits ][ Online Forms J[ HR icati ” icy/ ]l

RENSSELAER POLYTECHMNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'
FROM SCRATCH Title: Mumber

JOB POSTINGS
FROM TEMPLATE

TEMPLATES
FROM TEMPLATE actual ] Departent [any = |
FROM SCRATCH Start Date P

SEARCH
FROM PREYIOUS Advertised |F\ny ;l Search I—
SEARCH Recruiter | An = Loshion I
= . i MNumber
APPLICANTS
[nepuicanTs | e ——

SEARCH APPLICANTS =
5 5 5 - [ saved
SPECIAL HANDLING ™ Financial Manager Review
ADD TO SPECIAL
HANDLING ™ Sent ta Provost
SEARCH SPECIAL [ Sentto Budget:
HANDLING LIST
m ¥ Submitted ta HR. for Approval
CREATE USER ACCOUNT ™" onHold
APPROVE 8 ™ ReqReturned ta Hiring M For Review
. , 3 Posting
SEARCH USERS
e e
HOME ™ Denied Req
CHANGE DEFAULT ¥IEW ¥ Posted
REPORTS
CHANGE PASSWORD ¥ Extended open
LOGIN AS HIRING [~ Reopened
MANAGER r
LoGouT Closed
™ Filed
[T Cancelled

I SEARCH I CLEAR RESULTS

|Ej Done

T

You may select the criteria to search for Postings from this screen. You may search by some or

none of the parameters.
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Viewing Postings by Status

After clicking the Search button, you will be taken to a screen similar to the following:

a Job Site - Microsoft Internet Explorer

“ File Edt Miew Favorites Tools Help

FRER,

@) Rensselaer

RPInfa

Research

Search RPI | Contact RPI

” Careers at RPI ” Employee Benefits ][

Online Forms J[ HR

|| Poticy J

SEARCH

CREATE REQUISITION
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH

SEARCH

FROM TEMPLATE

FROM SCRATCH

SEARCH APPLICANTS

STATUS SEARCH

ADD TO SPECIAL

HANDLING

SEARCH SPECIAL

HANDLING LIST
sers |

CREATE USER ACCOUNT

APPROYE

SEARCH USERS
T

HOME

CHANGE DEFAULT ¥YIEW

REPORTS

CHANGE PASSWORD

LOGIN AS HIRING

MANAGER

LOGOUT

RENSSELAER POLYTECHNIC INSTITUTE -

9 Recards
- . Search
(¥) Position Title (&) Number
Lion Tamer o00g
Wiew Gek Reports List

Media Relations Specialist -
Report Test
Wigw

0003
Gek Reports List

Swim Instructor .

i GEL REROFES LISE

Wiew Get Reports List
000s

Get Reports List

Operations Assistant
Wigw

Media Relations Specialist -
Ethan
Wiet

20040006
Gek Reports List

20040005
i3k Reports List

Environmental Specialist
Wiews

Media Relations Specialist 20040003

DIVISION OF HUMAN RESOUHCES'

+ Welcome Sample Human Resources, You are logged in with University View,

View Postings

To view the details of the position, click on the "wiew" link below the Job Title.

@ Apps In @ Job Open
Process Date
& 01-20-2004
3 01-08-2004
3 06-09-2003
1 05-20-2004
o 05-20-2004
0 05-13-2004
n NE-NF-7NM4.

Tuesday, May 25, 2004

You may change the sort order of the list by clicking on the arrow next to the colurmn title,

|»

Dpened

@ Department

Hurnan Resources

Advancement Services

Sample Office:

Mot Assigned

Human Resources

Academic & Research
Computing

Sarnnla MFfira

@ Posting

Status e

Extended Open
Clase

Posted
Ext

Il
o Close

Posted
Bt | Close
1=I1]}
Posted
Ext
Qpen
Posted

Il Close

=l Close
open I

Posted
Et I e
Cpen

Posted
Fut =

|@ Done

(I o a—

At the top of the screen are tabs that organize your search results by the status of the Posting. In
this example, our search returned results of Postings in several statuses, and the "Opened" tab is
currently selected.

You may sort Postings within each tab by clicking on the arrows next to the column headings.

Changing the Status of a Posting

The actions which you perform on a Posting are customized based on your hiring process, but

may include:

pool, but it may be opened up again in the future)

5)

Additional statuses, depending on your hiring process

Post the Requisition (enable candidates to view it on your Online Employment Site)
Close the Posting (remove it from your Online Employment Site)

Fill the Posting (designate that the Posting has been filled)
Place a Posting on Hold (stop accepting applications in order to review current applicant

To perform any of these actions, click the appropriate link under “Posting Status”, and then click
the “Confirm” button on the ensuing confirmation page. The Posting will then appear under the
tab representing its new status (On Hold, Filled, etc.).
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APPLICANTS

00 00 0000000000000 0 000000000000 0000000000000 00000000000000000000000000000
There are several methods to view applicants in the system. You may view an applicant by

clicking “Search” under the Job Postings heading on the left, then selecting the Posting whose
applicants you wish to view.

Viewing Applicants to a Posting

In the following example, clicking the word “View” below a position title brings up the following
screen:

a Job Site - Microsoft Internet Explorer

=1=x]
“ File Edt Miew Favorites Tools Help
G, e
i;' 2 RPInfo | Search RPI | Contact RPI | RPINews |
) NECINSSCIACT e
i
| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ 1
AENSSELAER POLYTECHNIC INSTITUTE + DIVISION OF HUMAN RESOURCES |
JOB POSTINGS =
AR + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION
RO pLA
ROM PREVIO ViewfEdit Posting - Media Relations Specialist - Report Test
RO RA
TEMPLATES
CREATE TEMPLATES Applicants
RO pLA
RO
LSS Active Applicants
SPECIAL HANDLING 3 Records
i ' o D g @ Name Documents @ Score Link To @ Date @ Status Actions alf
. Applied None
AND Bad, .
. Under Review by
DSERS Johnny o WRes  tan HEEM gy nng Manager Attach Most
REA R ACCO Wiew Hotes Change Stabus  BEcent application [
. e
PRO Application
i i creech, .
N Under Review by
ADMIN i
Jackie Res g7 MO g 50004 Manager
’ UED OGeS Change Status -
Lhange Jtatus
A DEFA Application ||
POR
Doe, Jane . Under Review by
A pA DRD - History) Attach Most
View Res 100 01-20-2004 Manager
A R = - - a
0 apolication Motes Change Status Recent Application m
OGO CHANGE MULTIPLE APPLICANT STATUSES | copY FROM POOL |
P l_ WIEW MULTIPLE APPLICATIONS |
.. ¥ Active Aoclicants VIEW MULTIPLE DOCUMENTS | ﬂ
|&] pone & Internet

The first tab labeled “Applicants” is a screen listing the Applicants for this Posting. Additional
summary information is also provided in this table, including links to uploaded documents (such

as resumes and cover letters), date applied, etc. Each column may be sorted by the arrows next
to the column heading.

From this screen, you may perform a number of tasks, including:
e Sort and view Applicants by different criteria

View and print applications

View and print uploaded documents

Add notes to a applicant’s record

Change an applicant’s status
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Sorting and Viewing Applicants by Different Criteria

To sort applicants by Name, Date Applied, etc., click the arrow next to the corresponding column
heading. Clicking the arrow again reverses the sort order.

/23 Job site - Microsoft Internet Explorer =& x|

“ File Edt Miew Favorites Tools Help ﬁ
G ———

| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ 1
RENSSELAER POLYTECHNIC INSTITUTE * DIVISION OF HUMAN RESOURCES |
|®]NaMe  UOCUMENTS |&)SCOre  LINK 10 (&), o |¥) Status Acuons =
JOB POSTINGS Applied Hone E

SEARCH Bad,
CREATE REQUISITION Johnny
FROM TEMPLATE Wigw
FROM PREYIOUS Application
FROM SCRATCH creech
SEARCH i}:,:ﬂe Res &7 % 01-28-2004 Manager -
Change Status

CREATE TEMPLATES Application

FROM TEMPLATE

. Under Review by
otter lpes 1m0 W 01-28-2004 Manager
hiotes Change Status

Attach Most
Recent Application [

FROM SCRATCH Doe, Jane History! Under Revisi by oo ogt
Vied) s iy Motes (-0 20T REREZ? Recent Application [~
Bpplcation Hotes Change Statis
SEARCH APPLICANTS
STATUS SEARCH CHANGE MULTIPLE APPLICANT STATUSES | copry FROMPOOL |

SPECIAL HANDLING

ADD TO SPECIAL
SEARCH SPECIAL
HANDLING LIST P — l_ VIEW MULTIPLE APPLICATIONS |
CREATE USER ACCOUNT
APPROVE Include:
SEARCH USERS [T Inactive Applicants _ ; _
m Applications | documents will open in a new window. To print,
select File = Print after documents appear in that window,
HOME
CHANGE DEFAULT YIEW REFRESH I Crocuments may take seweral minutes to load.
REPORTS
CHANGE PASSWORD
LOGIN AS HIRING
MANAGER | CONTINUE TO NEXT PAGE >3 |
LOGOUT

'7 Active Applicants WIEW MULTIPLE DOCUMENTS |

CAMCEL WIEW POSTING SUMMARY

@0ome T e

The section at the bottom of the screen labeled "Refresh" enables you to view only the applicants
who meet the criteria you filter (view) them by.

You may also choose to show Active Applicants, Inactive Applicants, or both. This is performed
by checking the boxes next to “Active Applicants” (active Applicants are still under review) and
“Inactive Applicants” (inactive Applicants are no longer under review). Click the Refresh button
to refresh the screen.
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Viewing and Printing Applicants

To view and print a single Application, click the "View Application" link under the applicant’'s name
from the "Active Applicants" screen (shown on the previous page). After clicking on this link, a
screen similar to the following will appear in a new browser window. It may take a few moments
for the information to load into the new window.

Select File > Print from your browser’s menu to print the application. There is a signature line at
the bottom of the page for obtaining the applicant's signature, if necessary.

To close the window, click the "Close Window" link, or click the X in the upper right corner of the
window (this will NOT log you out of the system — it will simply return you to the list of applicants
on the “View Posting” screen).

To view and print multiple applications at the same time, perform the following steps:
1. Check the boxes next to the corresponding Applicants you wish to print (or click “All").
These boxes are located on the right side of the page.
2. Click the View Multiple Applications button.
3. A new window will appear (it may take several moments to load). This window contains
all the applicant information you selected to print.
4. Select File > Print from your browser’'s menu to print the application(s).

2} Job Site - Microsoft Internet Explorer

H File Edt View Favorites Tools Help ﬁ
—
=0 RPInfo | Search RPI | Contact RPI | RPINews |
1SSCIACT Ermrrmmerrr
=

s"@j;

” Careers at RPI ” Employee Benefits ][ Online Forms J[ HR Publications ” PD\icy.’Plocedures]l

RENSSELAER POLYTECHNIC INSTITUTE +« DIVISION OF HUMAN RESOUHCES'
- - H

.
=l
SEARCH
FROM TEMPLATE
FROM PREYIOUS
FROM SCRATCH

Active Applicants

SEARCH
CREATE TEMPLATES
FROM TEMPLATE 3 Records
FROM SCRATCH : Date . all
APPLICANTS @ Name Documents @ Score  Link To @ applied @ Status Actions Hone

SEARCH APPLICANTS

Applicants

. - . Bad, .
STATUS SEARCH b Under Review by
Johnny 1 History) Attach Most
28 M. Aftach Most
SPECIAL HANDLING View Other £5 o0 Hokes 01-28-2004 lanager Recent Application ¥
ADD TO SPECIAL apol Change Status
Application
HANDLING
SEARCH SPECIAL creech, )
. 3 . Under Review by
HANDLING LIST _\lfckle Res & Hﬁt?ﬂ 01-23-2004 Manager v
users ] | e oE=S Changs Status
CREATE USER ACCOUNT Application
APPROYE Doe, Jane . Undet Review by
SEARCH USERS view Res 100 % (-0 20T BENETR Rec’?atlitag\_l I\’:Eatt\on ~
. Motes Recent Application
ADMIN Application Change Status

HOME
CHANGE DEFAULT YIEW CHANGE MULTIPLE APPLICANT STATUSES |
REPORTS

CHANGE PASSWORD
MANAGER

LOGOUT Minimum Score: l_ VIEW MULTIPLE APPLICATIONS |

cory FROMPOOL |

'7 Active Applicants WIEW MULTIPLE DOCUMENTS |

Include:

[T Inactive Applicants . ., .
Applications [ documents will open in a new window, To print,
select File = Print after documents appear in that window,

REFRESH I Drocuments may take several minutes to load. J
-
40 Internet

|@ Done
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Viewing and Printing Documents

This process is very similar to printing applications, except the documents are loaded using the
Adobe Acrobat Reader software. This is done to preserve the integrity of the documents’
formatting, and to assist in preventing viruses from entering the system via documents attached
by Applicants.

To view and print a single document (such as a resume or cover letter) that the applicant
attached when applying for the Posting, click the link of the document under the column labeled
“Documents” from the "Active Applicants" screen.

After clicking the link, a new window will appear (it may take several moments to load) in Adobe
Acrobat Reader. This window contains the document for the Applicants you selected to print.
Select File>Print from the Adobe Reader menu to print the document. To close the window, click
on the “X” in the upper right-hand corner of the window (this will NOT log you out of the system —
it will simply return you to the list of Applicants on the “View Posting” screen).

To view and print multiple documents at the same time, perform the following steps:
1. Check the boxes next to the corresponding applicants you wish to print (or click “All™).
These boxes are located on the right side of the page.
2. Click the View Multiple Documents button.
3. Select File>Print from the Adobe Acrobat menu.
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Adding Notes to an Applicant’s Record

While in the Active Applicants screen, you may add notes to an applicant’s record. These notes
are saved by the system and can be viewed by all users within the system.

To view the notes for an individual, click the “History/Notes” link under the "Link To" column.
After clicking the link, a screen similar to the following will appear:

' : . A

SEARCH 01-28-2004 10:28 AM Applicant
;

FROM TEMPLATE Incompiete - Aftsthed Documents

FROM PREYIOUS :

FROM SCRATCH 01-28-2004 10:28 AM Applicant

SEARCH Lonpleted Application Process
.

FROM TEMPLATE 01-28-2004 10:28 AM Applicant

FROM SCRATCH
Uncis Review by Mensger

SEARCH APPLICANTS

STATUS SEARCH 03-09-2004 12:15 PM Sample Human Resources
oTE!

ADD TO SPECIAL N

HANDLING Cocument Associated (Other Doc_03-09-04_12-15-07CT)

e 03-11-2004 11:25 AM sample Human Resources
users | | noes

;';i:ToEv:“R CLEETIRNT Application Updated to Most Recent Application on File

SEARCH USERS 05-03-2004 9:52 AM Sample Human Resources

HOME MNOTE:

CHANGE DEFAULT YIEW Application Updated to Most Recent Application on File

REPORTS

CHANGE PASSWORD Add Notes

LOGIN AS HIRING

MANAGER

LOGOUT =]

Motes:
ADD NOTES I
RETURN | j

@oae T e

Once you have completed entering a note for that applicant, click the Add Notes button. A
confirmation page will appear; after clicking Confirm on that page you will see the note you
created added to the applicant record. To return to the applicant list, click the Return button.

While in the Active Applicants screen, you may view an applicant’s history. Every time an
applicant changes status (i.e. submits their application, withdraws their application, is no longer
under consideration, etc.), a record is made automatically in the Notes/History section, which is
viewable on this screen.

Common History entries you may see for each applicant include:

Incomplete — Attached Application (indicating the applicant clicked the “Apply to this Position”
button)

Incomplete — Attached Questions (indicating the applicant clicked the “Submit Questions”
button)

Incomplete — Attached Documents (indicating the applicant clicked the “Finished Attaching
Documents” button)

Completed Application Process (indicating that the applicant completed all necessary steps in
applying for that position)

Others may appear, depending on your institution’s hiring process.

The Modified By column shows you who was responsible for moving the applicant through that
step. An action taken by Template or System Generated indicates that the system automatically
moved the applicant to that step in the process.

Click Return to return to the previous screen.
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Changing the Status of Applicants

While in the Active Applicant display screen, you can change the status of applicants as you
review their applicants, interview them, and make a final decision. To change the status of one
applicant, click the “Change Status” link under the Status column heading.

To change the status of multiple applicants at the same time, check the box under the “All/None”

column for each applicant that you wish to change, then click the button labeled Change Multiple
Applicant Statuses. You may also click the “All" link to select all applicants at the same time. To
deselect all applicants, click the “None” link.
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SEARCH
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APPLICANTS
SEARCH APPLICANTS
STATUS SEARCH

Applicants
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SPECIAL HANDLING
ADD TO SPECIAL
HANDLING (&) Name
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HANDLING LIST Bad,
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CREATE USER ACCOUNT Vigw
APPROVE Application
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HOME iz
CHANGE DEFAULT YIEW fpplication
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CHANGE PASSWORD =
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After clicking the Change Multiple Applicant Statuses button, a screen similar to the following
will appear:

43 Job Site - Microsoft Internet Explorer (=] x|

H File Edt Wiew Favorites Tools  Help ﬁ
T —

i.' 2 RPInfo_ | Search RPI | Contact RPI | RPINews |

) NCNSSCIACT s e

Y]

” Careers at RPI ” Emplayee Benefits ][ Online Forms J[ HAF i " Policy/F ]|

RENSSELAER POLYTECHNIC INSTITUTE « DIVISION OF HUMAN RESOUHCES'

JOB POSTINGS

SEARCH « ielcome Sample Human Resources. You are logged in with University View. Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Change Applicant Status
FROM SCRATCH

TEMPLATES

SEARCH Status Not Hired Reason

Change For all Applicants:
CREATE TEMPLATES
Mot Forwarded bo Department = | IChoose Option Below: = |

FROM TEMPLATE

FROM SCRATCH

APPLICANTS

SEARCH APPLICANTS
STATUS SEARCH MName Documents Status Mot Hired Reason

SPECIAL HANDLING i
IChoosa Option Below: = I
ADD TO SPECIAL Bad, Johnny OEr  [nder Review by Manager =
HANDLING Wigw Application Res

SEARCH SPECIAL

HANDLING LIST i IChnnsE Option Below: = I
creech, Ja(.k'e IUnder Review by Manager -

sers | view applcation

CREATE USER ACCOUNT

o
i
iR

APPROYE IChoosa Option Below: = I
Doe, Jane
Y | 3 Res ILInder Review by Manager -
SEARCH USERS Wi Application Res Y g
HOME | CONTINUE TO CONFIRM PAGE >3 | |
CHANGE DEFAULT VIEW RESET TO ORIGINAL STATUS

REPORTS CANCEL

Under the “Status” column appears a drop down menu of the statuses an applicant could be
changed to. Select the status to which you wish to change each applicant, and then click the
Continue to Confirm Page button. To reset the statuses to their original values, click the Reset
to Original Status button. To return to the previous screen, click Cancel.

You may also change all selected applicants’ statuses at the same time, to the same status, by
using the “Change For All Applicants” feature at the top of the screen. After setting all applicants’
statuses using the “Change For All Applicants” feature, you can change individual applicant
statuses below.

After clicking on the Continue to Confirm Page button, you will come to a confirmation page.
Select the Save Status Changes button to complete the action. Select the Cancel button to
return to the previous screen to edit your changes.
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JOB POSTINGS

SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE

FROM PREVIOUS Change Applicant Status
FROM SCRATCH

TEMPLATES

SEARCH Mame Documents Status Mot Hired Reason
CREATE TEMPLATES Bad, Johnny Other
FROM TEMPLATE Wiew Application Pes Under Reviews by Manager
TROMSCRATCH creech, Jackie
,
APPLICANTS View Application Res Under Review by Manager
SEARCH APPLICANTS —
- C %] - oe, Jane
STATUS SEARCH g
Wigw Application Res Under Review by Manager
SPECIAL HANDLING
ADD TO SPECIAL
SAVE STATUS CHANGES >3
HANDLING 1 ] _eance |

30



Searching Applicants by Name and SSN

You may search for a specific applicant by first name, last name, and SSN. To begin, click the
“Search Applicants” link under Applicants on the left side of the screen and a screen similar to the
following will appear:
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SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS Search Appllcants
FROM SCRATCH
SEARCH Search Applicants
CREATE TEMPLATES
(R UL First Name: | Lask Mame: |
FROM SCRATCH
APPLICANTS 55N or RIN: [
SEARCH APPLICANTS
STATUS SEARCH
SPECIAL HANDLING I SEARCH I CLEAR RESULTS

ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME

CHANGE DEFAULT ¥IEW
REPORTS

CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER

LOGOUT
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This screen will most commonly be used when an applicant calls your office and asks for the
status of his/her application. After obtaining the applicant’s name, click the Search button. The
following screen will appear after clicking the Search button on the Search Applicants page. For
the below example, no name was entered, so a list of all applicants was returned.
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SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS Search Applicants
FROM SCRATCH
TEMPLATES
SEARCH view Applicants
CREATE TEMPLATES
FROM TEMPLATE 41 Records
FROM SCRATCH . .
APPLICANTS @ Name @ :DCI:: Security @ :ser i
SEARCH APPLICANTS umber lame
STATUS SEARCH || Wiew Job
Edit Application S
SPECIAL HANDLING 2,2 History
: hon ch. S5 2222725
ADD TO SPECTAL Wiew Application =hange 2= Feeset || Assign to
HANDLING Password Posting
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S ShrCIA a8 Edit Application ! e
users | | view Applicstion |1, - Change 551 2222222 TR
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CREATE USER ACCOUNT Edits iew oplication PaRs:\s«neotrd Il %&ﬁ
APPROVE E— =0s
SEARCH USERS " ] Wiew Job
ool -
r— gy e M
HOME Wigns Application Change 551 Reset |l Assignto
CHANGE DEFAULT ¥IEW Password Posting
REPORTS || Wiew Job
CHANGE PASSWORD aa 787595789 L1313 Edit Apclcation History
h‘l‘::ﬁ:; HIRING Wigvs Application Change 550 Reset || Assignto
P. d Posting
LOGOUT ASSWWOr 'osCin
. || wiew Job
Edit Application “Hictory
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Wiews Application hange 550 Reset |l Assign ko
Password Posting
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You may also search the first and last name fields by partial names by entering just the portion of
the name for which you wish to search. For example, if you enter “LIZ” in the first name field, you
would receive all applicants who have “LIZ” in their first name. This would include “Liz”, “Lizzy” as
well as “Elizabeth”. The search is not case sensitive.

To reverse the order of the sort, click on the arrow next to the title of the column (e.g. "Name").

Options under the “Action” column:

e View Job History — this will display a list of the job openings for which the applicant has
applied.

e Reset Password — this will allow you to reset an applicant’'s password. For security
purposes, you are not able to view their password, just reset their password to their user
name.

e Assign to Posting — this will allow you to assign an applicant to a job opening.
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Viewing Postings for which an Applicant Has Applied

Click View Job History, which will take you to a screen similar to the following. From this screen
you can change the applicant's status, or view details of the individual's application for the
Posting for which the applicant has applied.
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JOB POSTINGS

SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004

CREATE REQUISITION

) Applicant Job History

FROM SCRATCH

TEMPLATES
EEREGH 2 Recards
CREATE TEMPLATES Manage A Position Date A
P E——— @ Name Documents Docs Link To Title [i’] Dept applied @ Status Actions
FROM SCRATCH Coleman, r—
APPLICANTS Gary Manage  History! BettleWasher  Sample .oy onee Sfanos
SEARCH APPLICANTS View Documents  Mobes View Office ﬁ;
STATUS SEARCH Application —
SPECIAL HANDLING Gl Cash ot Hired
ADD TO SPECIAL Gary Manage  Historyl — Operations Sample
:‘::I;T:LJZ';EC AL i Res Documents  Mobes Supervisor Office U8l %ﬁg
& dieHdn Apolication iew =
HANDLING LIST ST —_—
CREATE USER ACCOUNT
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SEARCH USERS RETURN TO PREVIOUS |

HOME
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REPORTS
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LOGOUT
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Resetting an Applicant’s Password

The applicant site is set up with a self-retrieval mechanism for Applicants who forget their
password. However, it is possible that you may need to reset an individual's password for them.
From the Search Applicants results screen, click Reset Password and the following screen will
appear. Press Confirm to confirm the change, or cancel to return to the previous screen.
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SEARCH + Welcome Sample Human Resources. You are logged in with University Yiew. Tuesday, May 25, 2004

CREATE REQUISITION

FROM TEMPLATE _ R
FROM PREVIOUS Confirm Reset Applicant Password

FROM SCRATCH

By clicking Confirm =2 below, this applicant's password will be reset to be the same as their User
SEARCH ey
FROM TEMPLATE
FROM SCRATCH 1 Record

Applicant Name User MName
SEARCH APPLICANTS
STATUS SEARCH a,a aaafdsfadf
ADD TO SPECIAL
HANDLING
SEARCH SPECIAL
HANDLING LIST

users |
CREATE USER ACCOUNT
APPROYE
SEARCH USERS

vy |
HOME
CHANGE DEFAULT ¥IEW
REPORTS
CHANGE PASSWORD
LOGIN AS HIRING
MANAGER
LOGOUT

CONFIRM 2= I CANCEL I

[ Tgmerme
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After you click Confirm, the applicant's password and username will be the same. You should
instruct the applicant to change his/her password the next time he/she logs in.
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Assigning an Applicant to a Posting

The system allows HR users to assign Applicants to Postings from the applicant search results.
To begin, click on “Assign to Posting”. This will take you to the following screen:
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SEARCH + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION
FROM TEMPLATE
FROM PREVIOUS Apply Applicant to Posting
FROM SCRATCH
IERIREATES Aspplicant Mame:  Brady, Daren
SEARCH
CREATE TEMPLATES
FROM TEMPLATE
T ST Choose Job to Apply To
APPLICANTS
SEARCH APPLICANTS 9 Records
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SPECIAL HANDLING
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- - 0003
Operations Assistant
Vi‘;w Apply o this Posted
- Pasting ﬂ
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You may apply the applicant to any Posting on the screen by selecting the “Apply to this Posting”
link. You will then have the ability to answer or skip any posting specific questions. If you skip
them, the applicant will be left at a status of “Incomplete”, from which they will be able to log in
and complete the application process from the Manage Jobs screen.

If you choose to answer questions, you will be able to attach documents or skip attaching
documents for the applicant. If you skip attaching documents, the applicant will be left at a status
of “Incomplete”, from which they will be able to log in and complete the application process from
the Manage Jobs screen.

If you click the “Finish Attaching Documents” button, the applicant will be qualified and moved to
the appropriate status. You can always change this status when you are finished.
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TEMPLATES
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To eliminate the need for users to retype repeating information every time a similar Requisition is

created, the system enables HR users to create “Templates.” Whenever a Requisition is created
from a template, all the information from that template will be copied over to the Requisition.

Creating a Template

To begin, click “From Template” or “From Scratch” under the Create Templates header on the left
navigation bar. You should see a screen similar to the following.

/23 Job site - Microsoft Internet Explorer =& x|

“ File Edt Miew Favorites Tools Help

G, e
i;' 2 RPInfo | Search RPI | Contact RPI | RPINews |
) NECINSSCIACT e
i
| careers at RP1 | Employee Benefits | Online Forms | HR icati [ Policy/ 1
AENSSELAER POLYTECHNIC INSTITUTE + DIVISION OF HUMAN RESOURCES |
JOB POSTINGS
AR + Welcome Sample Human Resources, You are logged in with University View, Tuesday, May 25, 2004
CREATE REQUISITION
RO pLA
ROM PREVIO Create from Existing Template
RO RA
TEMPLATES
AR Create from Existing Template
CREATE TEMPLATES
RO pLA ry -
RO A Job Category any - Adwertised Title I i —I
APPLICANTS
A AR I SEARCH I CLEAR RESULTS |
SPECIAL HANDLING
ADD TO SP
AND
AND
USERS
REA 0
APPRD
ADMIN
0
A D
POR
A ORD
0
OGO
|&] pone & Internet

36



ADMINISTRATION

Logging In as a Hiring Manager

Selecting this option enables you to see the site as a Hiring Manager sees it, with the same
permissions. This also allows you to see all Postings assigned to that Hiring Manager. This can
serve as a valuable training tool as you introduce this system throughout your Institution.

For questions about functionality when logged in as a Hiring Manager, please see the Hiring
Manager User Manual.

To Log Out of Hiring Manager and return to your normal Human Resources views, click the link
on the lower left side titled “Logout of Hiring Manager” (this link appears when you are logged in
as a Hiring Manager).
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SEARCH « ielcome Sample Human Resources. You are logged in with University View. Tuesday, May 25, 2004
FROM TEMPLATE R .

FROM PREVIOUS Login as Hiring Manager

FROM SCRATCH

IERIREATES This screen allows you to login to the system as a Hiring Manager.

SEARCH

Although you will be logged into the system and see the same screens as a Hiring Manager, any

FROM TEMPLATE e ¥ ;
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APPLICANTS

SEARCH APPLICANTS
STATUS SEARCH Select the Hiring Managet's name you would like to login as:
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HANDLING
SEARCH SPECIAL LOGIN AS HIRING MANAGER
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CREATE USER ACCOUNT
APPROVE
SEARCH USERS
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REPORTS
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Changing Passwords

To change your password, click the “Change Password” link on the left navigation bar, and enter
the required information. The change will be updated automatically.
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SEARCH To change your password, please enter your current password followed by a new one.

CREATE TEMPLATES
FROM TEMPLATE Password Information
FROM SCRATCH
APPLICANTS
SEARCH APPLICANTS
STATUS SEARCH
SPECIAL HANDLING e I

ADD TO SPECIAL
HANDLING Confirm Passward: |

SEARCH SPECIAL
HANDLING LIST SUBMIT PASSWORD CHANGE | canceL

Current Passward: |

CREATE USER ACCOUNT
APPROYE
SEARCH USERS

HOME

CHANGE DEFAULT ¥IEW
REPORTS

CHAMGE PASSWORD
LOGIN A$ HIRING
MANAGER

LOGOUT
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Logging Out

To ensure the security of the data provided by applicant, the system will automatically log you
out after 60 minutes if it detects no activity. Anytime you leave your computer we strongly
recommend that you save any work in progress and Logout of the system by clicking on the
Logout link located on the bottom left side of your screen.
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