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Taleo Recruiting System — Hiring
Manager

Update 8.31.2020 uas’s Taleo Applicant Tracking System is now updated to Oracle’s new user experience for

Recruiting. This update to the Recruiting System is built in HTML5 (to address upcoming Flash end-of-life) and includes
improvements in usability and is mobile responsive.

e August 31, 2020- January 1, 2021 the Recruiting Center Welcome page will allow hiring managers to switch
between the new platform and the legacy platform.

e Beginning January 2021, the legacy recruiting link will be removed, and the Recruiting link will point to the
improved Recruiting Center only.

Once you log into Taleo, the following changes will appear on the welcome center page (August 31-December 31,
2020)

Recruiting will be the primary Recruiting application
Recruiting link will direct users to the improved Recruiting Platform

Improve quality of hires in average by
Reduce time to hire in average by 0%

Legacy Recruiting link will direct users to Flash-based Recruiting
Center

Taleo Applicant Tracking System

Taleo is a cloud-based Applicant Tracking System used to manage talent acquisition processes in order to find the best
possible candidates. As a Hiring Manager, your role is to record the steps and statuses of the individuals you review in
the process.

Accessing Taleo

o Hospital Hiring Managers - from the One home page, scroll to the bottom of the page to access the Taleo link or
from uab.edu, access the Taleo Recruiting System button from the Admin Systems page under Quick links.
http://www.uab.edu/adminsys/

e Bookmark the System Admin page by clicking Favorites/Add to Favorites once you are on the page.
e Log in with your BlazerID and password
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PAR - Position Authorization Request Form

Requests to Classify New Positions, Refill Positions, Reclassify Vacant Positions, Temporary Services and FastTrack
requests all feed into the Taleo system from the forms application called PAR — Position Authorization Request.
After the form is submitted in PAR, the Workflow Approval Process (WAM) triggers and the departments WAM
approvers must approve or return the request. (Form entry process varies by location)

The system feeds the approved forms into Taleo five times a day.

Recruitment Services then prepares the requisition (positions) for positing to the career site based on the
instructions provided by the department in the PAR system.

Click here for information on the Forms system to submit a position request.
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Candidate Selection Workflow

As a Hiring Manager, your role is to record the steps and statuses of the individuals you review in the process of filling a

new position or refilling a position.

Taleo’s Candidate Selection Workflow is a stepped methodology where job applicants are selected as a candidate and

proceed through the various steps toward being hired for the position, or for disposition of candidates who are no

longer being considered. The process of moving a candidate through the Workflow is defined by the Workflow steps*
and the candidate's status** at each step. This is the point where either a candidate is moved forward to the next step,
oritis determined that they will not be selected and the reason why.

UAB Candidate Selection Hiring Manager Workflow

STEP: HM SCREEN

STEP: HM INTERVIEW

To Be Reviewed  |Default status — when you receive the candidate
from the Recruiter, the candidate will be in the

status of to be reviewed.

For Further Review | Parking lot — You have reviewed this candidate
and they meet the requirement of the job and
will remain in this status for possible further
consideration. This is an optional status.

HM Interviews

Default status for HM Interview step. Seleci this status and click save
and close or save and continue if you Interviewed the candidate.

2nd Interview

Select this status and click save and close or save and continue if you
performed a 2nd Interview with the candidate.

Previously Interviewed

If candidate interviewed recently, you do not need to interview the
candidate again and can place in this status.

Applicant Withdrew | The candidate withdrew using the tools on the
career site or by contacting the hiring manager.

Candidates information has been reviewed and
department has determined candidate should
move to the next step. If HR schedules your
interviews, making this status selection and
clicking save and close or save and continue will
generate an email to the recruiter 1o set up an
interview.

Not Selected HR USE ONLY

Applicant Withdrew

Not Selected

. HM Not Selected Candidate will not move forward in the selection process. This is the
H&Mm‘::“"e I:: d?é';’;g %?‘::;‘m; ":xg”s‘sfg u&;:lec[ wis | |(more qualified candidate  [move in buik option. Atthough you might not have a selected canidate
P selected) at the time of dispositioning, this is the selection if the other options do
status if you phone screened the candidate.
not match the situation.

LA Se!ected Candidate wil not move ff!”“‘a’” in the selaction HM Not Selected (not best Candidate will not move forward in the selection process.

(mare qualified process. This is the move in bulk option. Although mach for job/work unit)
p |candidate you might not have a selected candidate at the
w |setected) time of dispositioning, this is the selection if the HM Not Selected (inferview  |Candidate was interviewed and it was determined that the candidate will
» other two options do not match the situation. failed to confirm qualifications) |not move forward in the selection process.
= [HM Not Selected | Candidate was phone interviewed and it was HM Not Selected (salary Candidate’s salary expectations did not match the compensation range
| |(phone interview | determined that the candidate will not move expectations not in line w/ for the position and will not move forward in the selection process.
« failed to confirm forward in the selection process. compensation range)

qualifications) " - - -
- HM Not Selected (failed to Candidate did not respond and will not move forward in the selection
0 |HM Not Selected | The candidate did not respond and will not move respond) process.

(failed to respond) |forward in the selection process.

Candidate withdrew using the tools on the career site or by contacting
the hiring manager.

Candidate information has been reviewed and department determined
candidate should move to next step. Selecting this status and clicking
save and close completes the process for the candidate and sends an
email to recruiter to move forward with offer. Hospital positions: please
provide details specific to the shift and/or job number if applicable in the
comments section. Once candidate is moved to create offer status,
recruiter will contact hiring manager to finalize details. Once HM moves
to create offer recruiter moves candidate through the remaining steps.

HR USE ONLY

| Applicant withdrew| HR USE ONLY

| Applicant withdrew

|HR USE onLY

*Step: A candidate's
progression within the
Workflow is identified by
its current step.
Candidate status starts
at the first status level in
each step. Status is
changed based on what
actions are taken with
the candidate while they
are in this step. There is
a built-in hierarchy of
available statuses within
each step.

**Status: The status of a
candidate reflects the
detail of where they are
currently within the step.
There is a defined

hierarchy of statuses within each step. Movement through the available statuses is caused by completing intermediary

status requirements, which causes a move to the next status, until the completion status is reached (completion

statuses are marked with an "*" in the status drop-down menu). Once the completion status has been reached, the

candidate moves to the next step, or is not selected or candidate withdrew. Candidates can be determined not

selected or candidate withdrew at any time during any step or status. When a candidate is not selected or chooses to
withdraw, disposition of the candidate should take place. The step would stay the same, the status would be changed
to not selected or candidate withdrew. This way the candidate history is retained and can be easily viewed for future

candidate searches.
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New Candidates for Hiring Manager’s Review

e |fan applicant meets the qualifications listed in the job description, the Recruiter will change the step and status
to HM* Screen/To Be Reviewed.

e For each candidate changed to HM Screen/To Be Reviewed, the Hiring Manager and Hiring Manager Assistant
listed on the requisition (entered by department in PAR form) will automatically receive the notification below.

*HM = Hiring Manager

Hiring Manager and Hiring Manager Assistant Notification

Dear HM,

Denzel Washington has passed our initial HR Screen for requisition 1500001P Test #3. Please log into Taleo and review
this candidate.

Best Regards,
Kendra Power Recruiter
klthompson@uab.edu
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Welcome Center
Afer successfully logging in, the hiring manager will land at the Welcome Center and start all tasks from this page.

(W - Pkt A T

rrmiasigs. marn el rhngn s sl

Welcome to your Talent Management suite!

Core Navigation Bar
e  Click the Home Button to return to the Welcome Center at any time

Quick Access
e Hiring Managers can still switch between the Legacy Recruiting (flash based) system
and the new platform August 29-December 31,2020. Starting 1.1.21, this link will be
removed.
e Campus Hiring Managers can access Onboarding from this menu. (Hospital does not
currently use Onboarding.)

e All Managers can link to requisitions or submissions from the Quick Access Menu.
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Requisition Filters
Click Requisitions from the Quick Access Menu. You can then use the Core Navigation Bar to navigate.

BECRUITING TASKS REQUENTIONS SUBMESSIONS QFFERS

T E———— Core Navigation Bar

EEEE) | © reousicons
MIICENBION TRCLESN [ T — |o

YOU SOETerE + Brquiton L

Bmu1 o 6 I_ e | Lt Forrmat | Scandard View v
St —
Draft e - - (s Tidle [+ Status Recruiter Organization Hiring Manager Candidates
Fending
(o= 1Y g Temg RESEARCHER ‘il P LINBDOC0A,  Open Pl Denakd FS0000000 SHF Pl HAMA Meena 0 et af 10
ErE Courtney Dean's Office =

1. The default view includes requisitions you own or collaborate on. Place a check in the “Include inactive
requisitions” check box to include filled or canceled requisitions in your list.

2. Expand the Status drop down to select certain statuses to filter your list.

3. Click Apply Filters with each change or Clear All to return to the default view.

4. View the applied filters under the Requisition Heading.
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Requisition List
To view your requisitions, click Requisitions under Quick Access or from the Core Navigation Menu once in the Recruiting
module.

= RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS

You are here > Requisition List

[include inactive requisitions No filters are applied
~ Status - Column Headings )
> & g o esaros R e .
status
Ulpraft O~ |~ @ Title ID a Status Recruiter Organization Hiring Manager Candidate
[CIpending -
DDpem - 5 Temp RESEARCHER III - Valid Period UNIOD00A Open McDonald 350000000 SHP hill HM Neena 0 outof 10
Jon Hald e Courtney Dean's Office >
352007000
Candidate Count Referred by Nutrition
Recruiter Sciences
O 5 RESEARCHER IIl - Temp Hire CSW UNI00009 Open McDonald 350000000 SHP hill HM Neena 1outof10
Courtney Dean's Office >
352007000
Mrotion
Requisition Title - click to view s
details of Posting jrcn
- 1 RESEARCHER IIl - Temp Hire CSW — " UNIOUUUS ze 0000000 SHP hill HM Neena 1outof 10
o Dean's Office >
o 352007000
Nutrition
Research
o |~ 1 Temp RESEARCHER III - Valid Period UN\W&Z On Hold Hill Neena 350000000 SHP hill HM Neena O outof10
Dean's Office >
352007000
Nutrition
Sciences

Use the core navigation toolbar to access the Requisition list by clicking Requisitions.

Sort the Requisition list ascending or descending by clicking the column heading.

Click the number (candidate count referred by recruiter) to access submissions referred by Recruiter.
Click the Title of the Requisition to view the details of the job posting.

vk wnN e

The ID Column is the PAR Document number with a T prefix. This is the req number and is displayed on
the career site.
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Submissions (Accessed from Requisition List)
Click the Number in the candidate column to access the submissions referred to the Hiring Manger by the
Recruiter for each requisition.

B Temp RESEARCHER lII - Valid Period UNIOO00A  Open McDonal
O Courtney

5 RESEARCHER Il - Temp Hire CSW UNIOD0O0S  Open McDonal
O Courtney

Submissions (Accessed from Submissions on Core Navigation toolbar)

~

E RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS
You are here > All Submissions g o
Filters 2% All Submissions (52)

O Include inactive requisitions o | FILTERS » Mo filters are applied

-
Since i- ﬁ ListFormat | Standard View
T

mm/dd/yy

O~ | ® Candidate Reg. ID, Title e X & Step Selection Status
T
Clear All 0 Recruiter, Happy (259145) & ‘;?OOSO = el Devel(am ? “« Offer Offer to be made
cer
H 1500050 - Leadership Development Post-
o | ™ Onboard, Rahul (259605) Officer Sp eveor ® @& Offer Post Offer Checks
Checks
37052BR - SOCIAL WORKER MSW - Care
m] Recruiter, H. 259125) 4 Offi & led
- O (R 3 Management (Flexi) #848 ® r ancels
m] e Hill, Neena (259105) e T30208 - UNIT SECRETARY K @ Offer Accepted
Nlaws Maate Minimas "~

1. Use the core navigation toolbar to access the Submissions list by clicking Submissions.

2. Preview the Requisition by clicking the preview button by the Requisition title.

3. Sort the Submissions list ascending or descending by clicking the column heading.

4. Use the Filters on the left panel, to view submissions in a certain step/status (Click Apply Candidate
Filters).

5. Use the Up Arrow to minimize the filter panel.

6. Click the Name of the Candidate to view the details of the submission.

7. Use the checkbox to select the individual/s you need to work with to print, download, change, etc.

8. The Red Flag indicates a candidate you have yet to open for review.
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Review Submission - Resume
il O S e  From the Submissions list, click the Candidate’s Name.

) 2% Al submissions 111

[FATERE) o finers bve sggied

L B | vevscson v | Lt Foermat | Standard Viewe
L | =
I - @ Candidate { Req. 10, Title % # Step Selection Status
Recruter, Happy (259143) o e s * L Offer  Offer 1o be made
— RECRUITING ‘ TASKS REQUISITIONS SUBMISSIONS OFFERS

i= Back to Submission List

You are here » All Submissions » Submission

E Submission: Remi for Req for Hiring Manager Training (ID: UAB00010) (g

| Viewing Attached resume(s) relevant to this submission: Happy+Recruiter+resume.docx

T
4 e o Description: -

o]

Witch, Remi 2=

United States > Alabama > Bessemer

® 4 other active st

L P

Submission CP General Profile Jezebel No, Registered Nurse

© HIGHLIGHTS (CURRENT SUBMISSION) il it
Required met  Assets met ORIETINE o
Step: HM Screen EDUCATION
Umiverszy of Souch Caretms
Status: To Be Reviewed HSN i Nursang 1
Source:AWARE Disability Management i : e e P Gty ety
Program Referral
Date of Application: Apr 25, 2016 CLINICAL EXPERENCE

=" MOST RELEVANT EDUCATION

2014 - Bachelor's Degree
MURSING/NURSING EDUCATION
University of South Carolina

Il WORK EXPERIENCE
&Gy

5t Vincent's Hospital Birmingham

5 mpeved s e task matageent of patent

Zoom — 4+ FitPage

1. Click the Resume button

The left summary panel provides a quick view of the candidates’ highlights including a quick view of the most
recent Education and Work Experience

House Icon — the candidate used their BlazerID to log in

Resume Toolbar — use to zoom in and navigate the resume within Taleo

Use the X at the top right to close the resume or to navigate pages

Use the Up Arrow to minimize the summary panel (and the down arrow to maximize)

Toolbar to print, change step and status and download resume

The top right navigation tools take you back to the submission list

© N oUW
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e
| P
n [}

Resume Toolbar ia

More Actions =

Change the Step and Status from the Resume View

Download the Resume

Print the Resume

= Print the Candidate Submission

Print Candidate File: Witch, Remi

5 Sections are selected

O Select all sections [ Insert page break after each section

1 Job Submission

Personal Information Profile Questionnaire B Job Questionnaire & Submission Information

Use the check boxes to select the sections to include in the print out.
Uncheck the box if you do not need the section in the printout.

2 | Attachments
T T i e Check the boxes to include the resume and/or other candidate attachments

in the printout.
O Happy+Recruiter+resume.docx p

Click Print PDF to generate a document. You can
A\ Warning then attach the PDF to email or print to printer.

This action will store information locally on your computer. This can be a security hazard if sensitive information is contained. If you want to proceed, click Print
PDF. Then, if applicable, delete the resulting temporary file from your computer, or delete your browser history.

m
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Review Job Submission

e Once you close the resume, you are returned to the job submission view

ORACLE 2 HM Neena hill

E RECRUITING TASKS REQUISITIONS SUBMISSIONS OFFERS

| You are here > All Submissions » Submission View p Back to Submission List b

Fg Submission: Witch, Remi for Req for Hiring Manager Training (ID: UABOOm
o -
r ©

Attachments(1)

Witch, Remi (2=

United States > Alabama > Bessemer

Job Submission History

4 Personal Information

44 A (3, Resume —
» angu Expand All
I ® dother active submission(s) Language: English

Submission CP General Profile

) ] Candidate Personal Information
. © HIGHLIGHTS (CURRENT SUBMISSION) .
— e nternal Candidate First Name Last Name

Required met  Assers met
0,0 0/0 Yes Remi Witch

Step: HM Screen

Status: To Be Reviewed Address (line 1) City Zip/Postal Code
Source:AWARE Disability Management 2636 Summit Place Birmingham 35243
Program Referral
Date of Application:Apr 25, 2016
Closest Metropolitan Area Primary Number Date of Birth
™ MOST RELEVANT EDUCATION United States > Alabama > 555-555-3405 Jan 1, 1989
Bessemer

2014 - Bachelor’'s Degree
NURSING/NURSING EDUCATION
e Social Security Number Email Address Current or former employees and students,

il WORK EXPERIENCE 012-01-0123 neenahil@uab.edu please enter your Blazer ID. If none, enter NA.
na
=,

5t Vincent's Hospital Birmingham
» Profile Questionnaire

b Job Questionnaire
b Experience and Credentials
» Submission Information

» References

Use the Ribbon to determine the path navigated to land at this page

Use the Up Arrow to collapse the Summary Panel

Use the toolbar to apply certain actions on the job submission (step/status, print, etc.)
Use the Tabs to move between the job submission and attachments

Use the Preview button for a quick view of the requisition content

Use the Navigation Tools to return to the Submission list

Ny .k wnNe

Use the Expand All option to view all sections of the job submission

Y| o e or Collapse All to return to the condensed view

guage engien | Collapse A

4 Parsonal Information
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Review Job Submission Continued

YU are Nere > REQUISION LISt > SUbMISSION LIST > SUbMIssIon View

B somen wi fem i s g yriawy the Other Active Submissions for this candidate on Requisitions

Witch, Remi 1=

United States > Alabama > Bessemer.

an
= 4 other active submission(s) |

submission

'® HIGHLIGHTS (CURRENT SUBMISSION)

Requiredmet  Assets met
0/0 0/0
Step: HM Screen
Status: To Be Reviewed
‘SoUrce-AWARE Disability Management
Program Referral
Date of Application:Apr 25, 2016

T MOST RELEVANT EDUCATION

2014 - Bachelor's Degree
NURSING/NURSING EDUCATION
University of South Carolina

O3 ~uz2014- Present

St Vincent's Hospital Blrmingham

General Profile
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Job Submission Attachments(1) His

4 Personal Information

Candidate Personal Information

You Own or Collaborate. Click the X to close the list of Submissions

o Switch between the General Profile or the Submission by Clicking and
Dragging

e submissions (4) Inactive submissions (2)
Relevant To Requisition Preview  Completion date  Step/Status Recruiter  Hiring Manager  Location
Candidate Interviewed b UAB Healtn
April 42016 E v
(ID: UAED000L) g May 11, 2016 Manager?/Candidate Interviewed  HIll. Neena  hill. HM Neena System,
. by Manager BIrmingham
4 Profile Qu
Profile Qu Callahan Test s
g Dec 11, 2015 HM ScreensPassed HM Screen HIll. Neena  hill. HM MNeena Hospital,
(ID: UAEDDDOZ)
BIrmINgnam
Performance Engineer - Center for uaB
Mursing Excellence (Day) #040 E Dec 3, 2015 oOffer/approved HIll, Neena  hill, HM Meena Hospital,
(ID: T32618) Birmingham
ADMISSIONS COORD - Patient Recrulter uaB
Access Services Part time #3942 E Now 18, 2015 HM Interviews/Create Offer Neena ° nill, HM Neena Hospital,
(ID: T32580) Birmingham
NOte: Other submissions may exist but will not be listed herein If you do not have the PErmissions to view them.
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Moving Candidates of Interest:

REQUISITIONS SUBMISSIONS OFFERS
Services
Trauma/Burns
i~ 1 RESEARCHER Ill - Temp Hire CSW UNIODOO8  OnHold  HillNeena 350000000 5HP | hill HM Neena 1outof 1
C Dean's Office >
352007000 :
Number of Candidates referred by the Nutrition Click the number located
’ - . 3
Recruiter to the Hiring Manager for review Rfe‘:;;:; to the left of the
- 5 RESEARCHER IIl - Temp Hire CSW UNIDDOOS  Open m::::}l‘u éigioggt;? SHP  hil HM Neena Toutof | requisition title to open
The Hiring Manager and Hiring Manager Assistant listed the candidate pool.
on the requisition receive notification for each referred
- [ RES| candidate. 0 hill HM Meena Ooutof 1
Nursing Dean's
=  RECRUMTING | TASKS  BEQUISITSONS  SUBMBSIONS  OFFERS
i 4 e e o A
1. Options to change the step and status of
1! Submisaans Tor Reg for Hikng Manager Teainisy
candidates
= Sebectiom procen [Pkl ¢ P42 TierT dra
a. From the candidate pool, place a o G &
checkmark in the check box to the left of s =
the name. Click More Actions/Change Step """
and Status Pogt Oty s
Ry
- - =
You may move multiple candidates at once, but they : = m
must start and end in the same Step and Selection Status 1a
| |

b. From the candidate’s submission, click
More Actions/Change Step and Status

Subrmission (e GenerslProfile
€ HIGHLIGHTS (CURRENT SUBMISSION) Inter

Requredmet  Assets met. Yes

o0/0 0/0

Candidate Personal Information

ral Cand dare Firsc Name Last Name

Date of Application-Aug 28. 2019

T WOST RELEVANT EDUCATION

High School Diploma/GED

Clasest
United States > Utah > Salt Lake
Gty

opaman Area Primary Number —

8BE-8RE-8858 jor 13, 1691

Socal Secury teumber Eman Address

55224444

n u

neenahii@uab.edu

Wl WORK EXPERIENCE

P . [evTare— \
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Moving Candidates to Passed HM Screen:

If the candidate matches the requirements of the job and you will move forward with the individual, select Passed HM
Screen under “Change To” Status.

e For Hospital Requisitions, the system will automatically send an email to the Recruiter once you click Apply &
Close. The email is a request for HR to schedule an interview with the individual. For all other locations (campus
locations), an email is not sent with this status change.

o Click Apply & Continue or Apply & Close

o A candidate who is progressed to a status that completes a Candidate Selection Workflow step using the
Apply and Continue button will automatically be progressed to the initial status of the next step in the
workflow

o Clicking Apply and Close keeps the candidate in the step/status in the ‘change to’ section

o Clicking Cancel cancels all selections

Change Step and Status x
Candidate Name Requisition Title
Tester, Oracle Performance Engineer - Center for Nursing Excellence (Day) #040 (T32618)
Currently in Change to
Step Status Step Status
HM Screen To Be Reviewed * HM Screen
For Further Review -

HM Mot Selected - Phone
Interview Failed To Confirm
Qualifications

HM Not Selected - Failed to ‘

Comments

Please enter comments here

Respond
Applicant Withdrew
Passed HM Screen®

Cancel ‘ | Apply and Continue
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Moving Candidates to HM Interviews:

Change Step and Status x
Candidate Name Requisition Title
Tester, Oracle Req for Hiring Manager Training (UAB00010)
Currently in Change to
Step Status Step Status
HM Screen Passed HM Screen *

Comments

| HM Interviews - HM Interviews

2nd Interview

Slemse enter comments here Click Apply and Close or Apply and Continue Breviously Inarviewed
S to indicate the department interviewed the v
candidate Manager Not Selected - Not Best
) Qualified

-

. . . HM Mot Selected - Not Best
Click Cancel to delete any unintended options T oE e e

selected and return to the previous Step/Status.

Cancel Apply and Close

| Apply and Continue

In this example, we will continue with Oracle Tester from above

After interviewing the candidate, select the candidate by clicking their name or open their submission

Click More Actions/Change Step & Status

Since Oracle Tester is already in HM Screen/Passed HM Screen (a completion status indicated by the asterisks),
the candidate will automatically be in the next Step — HM Interviews

Drop down on the New Status menu to select HM Interviews

Click Apply and Close. This tracks how many of your referrals were interviewed by the department.

Moving Candidates to Create Offer:

In this example, we will continue with Oracle Tester from above
Select the candidate or open their submission

Click More Actions/Change Step & Status

Click the drop down under “Change To” Status.

Select Create Offer

Click Apply & Close

An email is delivered to the Requisition’s Recruiter notifying them to start the offer process.

Note: You may skip the statuses not required if they do not apply.
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Reviewing Offers:

e From the Core Navigation Toolbar, click offers.

e This list contains candidates from your requisitions that are in the Offer and Hire step with any status —

Rescinded, Not Selected, Accepted, etc.

5 REQUISITIONS SUBMISSIONS OFFERS

P \
&} Offers (s4)
No filters are applied

e
.

List Format

Standard View

000

e Click the Candidate’s name to view the offer.

Jeecusmons  suamssions  oseens|

b= |
Job Submission Anammems®mmw

4 Offer details
View Offer O Hignlight Differences  Full Screen  Collapse All
| B Offer 1 (Current) PLE Requisition .
47Top Section
SartDate  : sep 16,2019, 500 AM
Orientation Day 1 Sep 23,2019 Jul 22,2019
I HR Organization 706250000 NURSING SERVICES
4 General Terms
Annualized Salary  : 20,000.00
| Currency S Dollar (USD) US Dollar (USD)
PayBass  : Yearly Yearly
Salary (Pay Basis)  : 20,000.00 55.265.60/89,523.20
4 petails
Staws  : Accepted
ExpirationDate  : Sep 15,2019, 859 AM
Createdon  : Sep12,2019 Aug5,2015
Maximum Salary - - 8952320
Edended - Sep12,2019
4 Offer Letter
[ Letter  : UAB Offer Letter - TEST 1-
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O~ jm ® Candidate ) a Selection Step, Status
0 ] Recruiter, Happy (259145) % w Offer - Not Selected

0 | Witch, Remi (259365) ) w Offer - Mot Selected

- Recruiter, Happy (259125) @ A Offer - Offer to be made
o McTestarson, Testy H. (259165) < £ ) Hire - New Hire

- [l Recruiter, Happy (259125) @ # Offer - Accepted
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Moving Candidates Not Selected:

Note: Upon initial referral, candidates are in a Step of “HM Screen” and a Selection Status “To be Reviewed”

e Candidates that you will not interview need to be dispositioned in the HM Screen step.

Change Step and Status x
Candidate Name Requisition Tide
Tester, Oracle Performance Engineer - Center for Nursing Excellence (Day) #040 (T32618)
Currently in Change to
Step Status ep Status
HM Screen To Be Reviewed * HM Screen
For Further Review -
HW Phone Screen -

Manager Mot Selected - Mot Best

Qualified
Comments
N HM Not Selected - Phone
e rer o -
Please enter comments here Interview Failed To Confirm

Qualifications

HM Not Selected - Failed to
Respond

-

f%,

| Cancel | | Apply and Continue (

e [fyou interview a candidate and do not select them, disposition in the HM Interview step after saving the HM
Interview status to indicate you did interview the candidate.

Change Step and Status x
Candidate Name Requisition Title
Tester, Oracle Performance Engineer - Center for Nursing Excellence (Day) #040 (T32618)

Currently in Change to

Step Status Step Status
FIM Screen Passed HM Screen HM Interviews HM Interviews -
Manager Not Selected - Not Best [l
Qualified
Commants HM Not Selected - Not Best

Match For Job/Work Unit

HM Not Selected - Interview
Failed to Confirm Qualifications

Please enter comments here

Manager Not Selected - Salary
Expectatons Are Not In Line With
Compensation Range For v

‘ Cancel ‘ Apply and Continue

Step and Status changes impact the communications sent to Candidates by email and the career site. To keep the
candidates informed, it is essential that Hiring Managers change the step and status of EACH referral.
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Moving Not Selected Candidates In Bulk:
e Once the finalist candidate is identified, remaining candidates need to be moved to the status of “Not Selected-
Not Best Qualified” or separately if there is a disposition that matches their situation
e Select the candidates by checking the boxes to left of their names

REQUISITIONS SUBMISSIONS OFFERS

List t= Back to Requisition List

If the candidates are in the same
step and status, you may select
No filters are applied multiple submissions to disposition in
bulk by checking the boxes to the left

fa & of their names.

I 2% Submissions for: req for Hiring Manager Training (Requisition ID: UAB00010) (3,

Q] Candidate w Selection Step, | Sel. Step/Status Date
Witch, Remi (259365) # HM Screen - To Be Reviewed May 19, 2020
McTesterson, Testy H. (259165) # HM Screen - To Be Reviewed May 18, 2020
Recruiter, Happy (259125) A Offer - Rescinded May 13, 2019
Hill, Neena (259105) “ HM Screen - To Be Reviewed May 19, 2020
Tester, Oracle (259487) w HM Screen - Passed HM Screen . Aug B, 2020
3 item(s) selectad. Page E| of 1 (1-50of 5items) ‘ n ‘

on List

e Click More Actions

a 2% Submissions for: Req for Hiring Manager Training (Requisition ID: UABO0D10) (2, e Click Change Step and Status
No filters are applied

o
i o =

Selection Process

#3 Change Step/S Selection Stej
ange tatus

V] W™ Revert Latest Chang ep/Status HM Screen -

) Other Actions HM Screen -
83 Download As Excel

O Offer - Rescin

Fill Qut Form

HM Screen -
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Moving Not Selected Candidates In Bulk Continued:

e Drop down and select Manager Not Selected — Not Best Qualified
o Click Apply & Close

m)ion - Change Step and Status
\Sﬂ-a{peﬂfofm ng this action on 3 submissions.

Currently in Change to
Step Status Step Status
HM Screen To Be Reviewed * HM Screen
Manager Mot Selected - Not B..
* = completes the step
Comments (Applies to all submissions individually)
Please enter comments here

Cancel ‘ | Apply and Continue
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Exporting Candidate List to Excel

e Click the Requisitions tab.
e Locate the requisition.
e C(Click the number to the left of the requisition title to access the candidate list.

E Temp RESEARCHER III - Valid Period UNIOOO0OA  Open McDonal
S Courtney

5 RESEARCHER IIT - Temp Hire CSW UNIO0O00S  Open McDonal
S Courtney

e Click the Select All icon.

2% Submissions for: Req for Hiring Manager Training (Requisition 1D: UAB00010) (3,

SeLETZt All FILTERs Mo filters are applisd
Candidates

_\{ EP List Format | Standard View -
ﬁv j O] Candidate
™
v]

Witch, Remi (259365)

Selection Step, Status | Sel. Step/Status Date

HM Screen - To Be Reviewed May 19, 2020

(v] McTesterson, Testy H. (259165) HM Screen - To Be Reviewed May 18, 2020

(] Recruiter, Happy (259125) Offer - Rescinded May 13, 2019

L & & £

(v] Hill, Neena (259105) HM Screen - To Be Reviewed May 19, 2020

2 2 2 2 3 @

(] Tester, Oracle (259487) HM Screen - Passed HM Screen Aug 6, 2020

5 item(s) selected. Page E| of 1 (1-5of 5 items) | n |

X% Submissions for: Req for Hiring Manager ra - @ Click More Actions

No filters are applied e (Click Download as Excel and open the downloaded file (process varies

V= based on browser)
48

Selection Process

§3 Change Step/Status

W™ Revert Latest Change of Step/Status

Other Actions

B8 Download As Excel

Fill Out Form
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Emails within Hiring Manager workflow

HM Assistant

Screen/To Be

Recipient Trigger Content
Candidate Step and Status Dear {Candidate.FullName}:
changed to HM
Screen/To Be You are progressing through the recruitment process and your application is
Reviewed under review for Job number {Requisition.JobTitle}-{Requisition.Number}.
Log in to your job page to monitor your job and submission statuses.
Best regards,
UAB Human Resources
Hiring Step and Status Dear Hiring Manager:
Manager & changed to HM

Denzel Washington has passed our initial HR Screen for requisition 1500001P

most cases, this

happens after the

Create offer is

received from the

Hiring manager.

on Reviewed Test #3. Please log into Taleo and review this candidate.
Requisition
Best Regards,
Kendra Power Recruiter
klthompson@uab.edu
Recruiter — Step and Status Please schedule an interview with {Candidate.FullName} for the
Hospital changed to HM {Requisition.JobTitle} position.
Requisitions | Screen/Passed
only HM Screen Best regards,
Hospital Hiring Manager
Recruiter Step and Status Please create an offer for John Mellancamp for requisition 1500004F Hiring
changed to HM Manager - Neena.
Interviews/Create
Offer Best regards,
Hiring Manager
Candidate — Recruiter changes By [pmessssinmam
Campus step and status to Ao L4 MEDICINE
Requisitions | PreOffer/Backgro .
Only und Consent. In 1100 12 a1 nterral Concldate, MeSSE Gontac 208,524 4030 o1 UmEIaH 3nd UAB Tormprary SErviees or 208 5541205 1o UAE MEGIGnG fof methIcAGnS regarding background consent. Gallanan

Eye Hospital staff should use the log in created and used to apply on the career site.

Extemal Candidates Instructions:

1. Click the link d Iog in with the username “stanforr” and the passw

2. After logging he background consent information and scroll o the b
each section. Please take this opportunity to ensure all information is correc
alien registration card

3. Be sure the box labeled “The employer may be contacted is checked for each employer that you grant permission to UAB to confirm in your background check

4. Please take extra care (o enter your Social Security number and date of birth comectly - misiakes in your submission will delay the background check resuits

5. Click submit on the final page in order to complete the background consent.

hat you created \
m of the page to
-to date on e

n applying for jobs on the UAB Career site.
ptor Decline. If you accept, provide the newly requested information and click Save & Continue through
/e Your name on the submission should match your Social Security card, permanent resident card or

You must access your profile here in order to complete this information. For assistance, please call (205) 834-4030. Your immediate response is appreciated

Reply | Forward
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Recipient Trigger Content
Hiring Recruiter changes | Candidate has progressed to the Initiate Background Status.
Manager - step and status to | Standard background checks can take up to seven business days and
Campus PreOffer/Initiate | international checks can take up to 30 business days.
Requisitions | BG check. In most
Only cases, this Timeframes may vary depending on state, county or country requirements.
happens after the
consent is Best Regards,
received from the | UAB Human Resources
Candidate.
Recruiter & When Candidate Candidate has accepted/declined the offer on Requisition {Requisition.JobTitle} —
Hiring accepts/declines {Requisition.Number}.
Manager - electronic offer
Campus via the UAB
Requisitions | Career site.
Only

Page 22 of 24




“THE UNIVERSITY OF
ALABAMA AT BIRMINGHAM

Hiring Process

Overview of Hiring Process

STEP 1 STEP 3

Request Recruit

v

- IIERS STEP 5 STEP 6
Hiring manager Background Offer

interviews :
and screens check and hire

STEP 7 . Hiring manager’s responsibilty

Onboarding

. Recruiter’s responsibilty

The links below detail how to start the recruitment process for classifying new positions or refilling vacancies.
+ For a step-by-step recruitment guide, click here.

« For roles and responsibilities throughout the hiring process, click here.
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Other Resources

Campus Recruitment Process Timeline

Overview of the Hiring Process

Manager’s Toolkit - Recruiting Employees
UAB Career Site

Questions?

Please contact uabjobs@uab.edu or
Campus Recruitment Services at 205.934.7030
Hospital Recruitment Services at 205.934.1285
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