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SECTION 1: SUPPORT FOR ERRORS, TRAINING, POP-UP BLOCKER, OR PROCESS)
Pop-up Blocker: BEFORE YOU BEGIN TO CREATE YOUR REQUISITION OR DISPOSITION CANDIDATES, PLEASE TURN OFF YOUR
POP-UP BLOCKER. In Internet Explorer, you can follow these instructions: http://windows.microsoft.com/en-
US/Windows7/Internet-Explorer-Pop-up-Blocker-frequently-asked-questions

O Additional instructions and links to quick start guides: http://finweb.rit.edu/humanresources/recruitment/
0 Email staffrec@rit.edu or contact your Human Resources recruiter or Lizanne Zamites-Office of Staff Recruitment
475-6261

ERRORS ON LINKS IN FOR CANDIDATE FORM APPROVALS
If you encounter an error which states: “You do not have privileges for viewing this form”, please email staffrec@rit.edu.

SUPPORTED BROWSERS FOR MANAGER PORTAL

Kenexa 3|..|pp-:)rts1 its solutions on a variety of operating systems2 and web browsers®. New browser
versions are also supported as indicated by a '+ symbol. For example, support for Internet Explorer 9+
would include Internet Explorer 10 or greater upon official release.

Internet Explorer Firefox Safari Chrome

2x BrassRing

Key: ® : Full feature support. b - Candidate experience

! Kenexa measures browser page load times and page performance under simulated load conditions to ensure
reasonable response times; specific configurations and usage pattems may result in dramatically different response

times.

% Indicated browsers are supported on Windows XP/Vista/7 and Macintosh OSX 10.4.4/10.5 in alignment with the
browser manufacturers’ supported operating systems. Operating system and browser patches must be cument.
Event Manager browser requirements are the same as for 2x BrassRing

* Web browsers should be configured to accept cookies, with browser security settings set to medium or lower.

* 2BrassRing is also supported on Firefox 9+ for Linux
Support for |E 6 and FF 3.6 expires on 12/31/2012.

SECTION 2: USER TYPES

Faculty and staff who will be using the system to create requisitions or review applicants will be assigned one of two levels of
access in the Career Zone Manager Portal. Email staffrec@rit.edu if you need to have a different level of access than what you

were originally assigned.

e CZRequisition and Applicant Management (assigned to all supervisors and individuals who need to create requisitions and

update applicant statuses)
e (CZ Applicant Management only (non-supervisors and individuals who do not need to create requisitions)
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SECTION 3: NAVIGATION
YOUR PORTAL AND PANELS:

1. The home page panels are the framed content areas that appear in your workspace (Portal).
2.  Home page panels are adjustable by user so that you can see the home page with the information most important to you.
O You can adjust the size or order of panels on the portal
0 You can minimize, maximize and close panels
O You can adding and remove columns from panels (Display—Edit Columns)
0 You can access Quick Search
3.  Only SINGLE CLICK when navigating through the system and avoid using the browser BACK button.
4. Each requisition will be assigned a unique requisition number in the format of 123BR
When you log in to http://Careers.rit.edu/managers your panels will show you applicants with which you have a “MY”

relationship by being the requisition creator, hiring manager or on the search team. If an applicant applies to several of your
openings, you may see their materials for more than one job. You can use filters in the panels to limit your view.

QUICK SEARCH:
Quick Search allows you to search for reqs or candidates that you have access to. If you do not see the search box,
Click SEARCH in upper right corner of the home page. The Quick Search box will appear.

(8) sesrch Candidates x
Sezrch Regs ﬁﬁ | | G J

Select “Search Candidates” or “Search Reqs” , enter all or a portion of a Job Title or Req number, or a candidate’s last

name or part of their name. then click: (@

REQ FOLDERS:
When candidates have applied to a req via the talent gateway, they are considered “filed to the Req Folder”. If you search for
your req number in the search box at the top of the page, you will be brought to this view. To view your applicants, click on the

“Req Folder” icon.

‘€ Req search results - Windows Internet Exﬁﬁer\ = w
‘ﬂx hitps: //staging.brassring.com/GridEnhance ments. User Inter face RedList. aspx? pagema0Tsegrchaautor eqid=5858 quicksearch=yes | a
1w
Actions English (us) Sort upllunsl Edit output ﬁeldsl Save outpul
A Add new Reg Select all Position Title Total Hiring Manager isiti Organizati Location/Dive created Requisition  Req folder Req Status
——— O candidates Creator Number
pdate multiple
4 ress (5= &+ &+ &= &= &= %= 6+ &v
Save al o08 williams, Gina  Trainerlead1,  Saunders COB

% ] i"m‘”c“""a‘ 18 (HRIS Manager- Zdemo Management & 20-Aug-2012  58SBR @ open

2 e o sy Human (Trainerleadi) Marketing

Sl xoort arid (Excel)

View printable

='page

VARIOUS [ICONS AND LINKS

Home—Click to return to the Welcome Page that displayed when you logged into Career Zone (Kenexa 2xBrassring or 2XB).
Logoff—Click to log out of Career Zone (Kenexa 2xBrassring)

Search—cClick here to “quick search” for candidates or requisitions that match specific criteria.

This convenient feature remains open for future login sessions unless you click to close it.
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=) Click this icon to refresh the data shown.

— Click this icon to minimize panels.

When you minimize a panel, it *floatz” to the top of the
screen and appears as a bufton with the panel’s title. The
panel remains minimized for the cument and future login
sessions until you recpen it — click the panel name button
to recpen in its former position.

a Click this icon to maximize the panel to fill the entire 2xB
window (persists only for the current login session).

B Click this icon to retum the maximized panel back to its
default location in your 2xB window.

X Click thiz icon to close and remove the panel so that it no
longer appears on your Welcome Page. The icon does not
appear for panels required by your system administrator.

= This icon indicates the current sort column in panels with
columnar data. Click the sort icon once fo change the sort
order from ascending to descending, then click it again to
reverse the order.

Mames of the additional columns by which you can sort are
underlined. Click the name to sort by that column.

Column-level sorting stays in effect only for your current
SESSon.

@ Click this icon to add or remove panels from your Welcome
Page.

TEXT AREA FIELDS:

Certain fields within Career Zone are called “Text Area” fields and they contain editing tools. When you click in the box, the box
will pop open and expand to show the editing tools. Enter and edit your text and when finished, click the SAVE button at the
bottom.

Detailed Job Description : Text Editing Area »

Format - | Font ~| Size - Bl ] M E & A O a6 vEE E EE
L A = i o= I I i = = = R I =
Source

Press ALT O for help

Save Cancel

Text Editor Highlights:

https://www.rit.edu/fa/humanresources/content/text-editor-help

Full Text Editor User Guide:
https://www.rit.edu/fa/humanresources/sites/rit.edu.fa.humanresources/files/docs/Text%20Editor%20User%20Guide.pdf
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1.
2.
3.

SECTION 4: FACULTY AND STAFF REQUISITION CREATION
REQUISITION STATUSES

Pending — Req is in the process of being approved.

Approved — Req has all necessary approvals; system updates from Pending --> Approved.

Open — Req available for recruiting; opening is a manual action; can be posted to Talent Gateways.

Closed - Req filled. From here, reqgs can be Re-Opened by recruiters, restoring ability to change HR statuses assigned to
candidates.

On Hold — Req needed to be temporarily put on hold; Suspends the number of days counted as Open.

Cancelled - No longer recruited for due to budget constraints, headcount changes, etc.

Deleted — Erroneous entry. Super User action.

Requisition statuses can only be updated by recruiters via email by emailing staffrec@rit.edu .

CREATING A FACULTY OR STAFF REQUISITION (REQ) FORM

Click
Click

Select your Req Template

Candidates 'rI Reports —[ Admin vi
Yiew my reqs "

Addnew req Standard Faculty
Yiew my drafts Req
Add my req  Standard Staff

Search reqs
Smart Approval

f

RI-T

Quick Links

My Reqgs |-

w Add new

4. Complete the form, including selecting your job code (the Job Code field is the Position Combination in Oracle).

5. Information related to the job code that you select will auto-populate several of the other req form fields.

6. Information that populates on the requisition from the Job Code should not be changed on the requisition without first

following position control procedures to make the change first in Oracle.
http://www.rit.edu/fa/humanresources/content/position-control-procedures

You can save as a draft at any time in the requisition creation process

STAFF REQUISITION SCREEN SHOTS

Select the option of Replacement if you already have a PC number for your requisition.

If you do not already have a Position Control Number (PC) because you are requesting new FTE you must first request a position

control number to use in the Position Combination field of the requisition. Please complete the position setup form
at: https://www.rit.edu/fa/humanresources/sites/rit.edu.fa.humanresources/files/forms/New PC Setup Form.pdf

Once you have your PC number, you can start typing it or part of the position title in the job code field. The page will pause for a

moment and certain default information will populate the form. Complete all required fields on the form.
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& Add 2 new req - Google Chrom

https://trm.brassring.com/Requisition/Add?formtypeid=776

Standard Faculty Req |

* Position Title

Organizatiok

[l

College/Division

# Job Category

Staff Job Function

* Professional Area

* Position Control (PC) Number

* Position Funding Type

Ara thera any changes required to| 004032-02-00 : HR Assistant

[ Academic 5u 009444-00-00 : Sr HR Services Manager

(I Accounting 2 009845-00-00 : HR Analyst Systems, Reporting and Compliance
O A i uppoTT T
[ Advising or Counseling

* Employment Category

* Benefits Category | |/
O Fulltime-Regular

Status: Draft * Business Case or Justification for Position or Notes for A Flease enter
Template: Standard Staff
Rag
¥ Req Formats
Templates
ion Type (Select " Addition” if this is an incremental position.) ' Addition

D A

 Replacement

# Job Code (Position Combination) [47 | ]\ 3

001080-02-00 : Sr HR Services Manager
001085-04-00 : Sr HR Services Manager
001087-04-00 : HR Assistant

003217-04-00 : Sr HR Services Manager
003418-03-00 : HR Assistant

003817-04-00 : HR Services/Training Manager

008422-07-00 : HR Training & Planning Specialist
008538-01-00 : HR Assistant

008675-03-00 : HR Assistant

009389-04-00 : GDC HR Payroll & Marketing Specialist

[ Athletics, Sports and Recreation

i this box that will sssist the spprovers

[ Develapment and Alumni Relations

[ Early Childheeod Education

[JEnginearing

[ Enrellment Management-Admissiens

D enroliment Management-Career Services

| Fnvirnnment Health and Safets

[=]

) Fulltime

) Parttime

Extended Parttime-Regular

[ Fulltime-Temporary
[ parttime-Regular

[ parttima-Tamnnrar

Save || Cancel | | Save s Dratt

Staff Job function will show up
on the talent gateway as criteria
that applicants can use to search
for a job.

Enter information that will be
helpful to the approvers. Do
not enter information on the
requisition that you do not
wish to be visible to your
requisition team since req
team members will have
access to viewing the req.

For ways to communicate
applicant information to your
req team without them being
on the req team, consult the
eLink section of this user
guide.

If you have changes to the position title or organization, please select “YES” for the question that says: “Are there any changes
required to the position title or organization prior to posting this job”. Once you save your requisition, an email will be sent to
position control so they can make the required changes prior to final approval and posting.

* Job Code {Position Combination) 001087-04-00 HR Assistant A7)

* Position Title HR Assistant
* Position Control (PC) Number 001087
Organization HUDD135 : Human Resources

* Position Funding Type 00

Are there any changes required to the position title or organization prior to posting this job?

valz]

Explanation for changes needed to position data or organization

Proposed New Organization Name

Proposed Position Title

options.

options.

“Autocomplete” fields allow you to just
start typing in order to get a list of

On the “Job Code” field, you can also click
the filter icon to use additional filtering

Changes to job titles where there were also material changes to job responsibilities will require a new JDQ be submitted. You may attach the new 1DQ to the attachments tab of the requisition

form. To create a new JDQ, please use the form at: https:

Full Career Zone Manager User Guide

Updated May 2014

www.rit.edu/fa /humanresources/sites /rit.edu.fa.humanresources/filesfforms

uestionnaire.doc
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* Professional Area [=]

* Employment Category "' Fulltime

Parttime

* Banefits Category [ Extended Parttime-Regular
Fulltime-Regular
Fulltime-Temporary
Parttime-Regular

Parttime-Temporary
* Requisition Creator v

The first appi

will be the sup

of the Hiring Manager. The Hiring Manager field will also autofill various forms and communications in the Career Zone system. If the desired hiring

manager does NOT show up in the selection list, please send an email to staffrec@rit.edu so the person can be added to the list.

* Hiring Manager v
# Number of Openings 1

* FLSA Category ' Exsmpt

Non-Exempt

* will this Employee Supervise Others? ' Tio
Yes

Budget Information
* Budget Account Number
* Source of Funding

* Do you anticipate that intended offer will exceed position budget? ) [/ ves
No

Unsure
* Pasition FTE |1

Temporarily Funded Position End Date = [~] [~] [=]

Reason for Vacancy

Replacemaent For

* Internals Only @ Na
Yes

* College/ Division (Approval) | [=]

The person selected in the Hiring
Manager Field on the req template
determines which approval hierarchy
is populated

The approval chain is pre-determined
based on a combination of the
supervisory and organizational
hierarchy, as well as special rules
which apply to certain colleges and
divisions.

* Requisition Type Flag El
# HRSM (HR Use Only—-for workflow purposes-leave as defaulted) | HRSME El

* wifill this Position be Posted? No

There should only be one choice in the college/division
approval and Requisition Type Flag fields. These are used
for approval and must have a choice selected. Please
leave the HRSM field as it defaults—it is for workflow
purposes only.

Yes

Job Details

Department/College Description

* Detailed Job Description

Required Minimum Qualifications

Required Minimum Education Level [ |a&5

EFA
BS

Updated May 2014

| »

This post question is used to prompt
recruiters to post this position to
the talent gateways (Career Zone).
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Praferrad Qualifications

Praferred Education Level | [ AS il

Cea

Cera

. The

L EdD

Llhs. cep documents

oo

M Arch selected will

O Masters-Other

O MBA appear on
L the talent

Required Application Documents [ Cover Lattar
O curriculumn Vitae or Resume

gateway for
the applicant

[0 Lattar of Intant
[ Letters of Recommendation
[ Letters of support from Department Chair and Dean

[0 List of Publications

to see.

How To Apply

NOTE: Position grades and budgets are available for viewing in Oracle Manager Self Service by running the "Open and Filled Positions” report.

shift (A
[ Afternocon
e
B¢
] Day
D night
[ weekend

Additional Details [The hiring process for this position may require a criminal

“Autocomplete” fields allow you to start

g »

background chack and/or motor vehicle records chack. Any

typing someone’s name in order to see a

werbal or written offer made is contingent on satisfactory

results, as determined by Human Rescurces.

list of options.

RIT does not discriminate. RIT promotes and values

diversity, pluralism and inclusion in the work place. RIT

Please add individuals to the r isition team who need direct a s to the applicants on this requisition. At a minimum, include the Requisition Creator, Hiring Manager and Faculty Liaison (if

applicable). If you need to add additional individuals to t eam at a later date, please email staffrec@rit.edu .
anager to the team, they will be able to VIEW applicants, but they WILL NOT receive the nightly email notifications of new applications
via a nightly email, click the button next to "Turn off Autofiler Notification for this Req.”

If you do not add the requisition creator and hirin,

received through the “autofiler”. If you d want to be notified of new ts to your r

* Requisition Team § A

Search Committee Chair (if applicable)

Turn off Autofiler notification for this req o

is lete. Changes after you

Please note that once you click the button for SAVE you will no longer be able to edit your req. You should continue to SAVE AS DRAFT until you feel your
hit SAVE will need to be submitted to staffrec@rit.edu .

REQUISITION TEAM

Requisition team — To add members to the req team, start typing their name in the req team field. A list of people with like
names will appear and you will be able to select them.

Your Requisition Team should include anyone who will need direct access to the applicant pool, forms and communications in
the Career Zone system.

If you do not wish to add all individuals to your req team who need to review applicants, consult the eLink section of this
manual. Elinking allows you to email candidate information to individuals to review candidate information and forms.

Full Career Zone Manager User Guide Updated May 2014 |Page 10



DAILY NOTIFICATIONS FOR NEW APPLICANTS--AUTOFILER

Turn off Autofiler notification for this req—If you would like members of your requisition team to be notified (each night) when
new applicants apply to the req, then LEAVE THE BOX UNCHECKED. If you prefer that notifications are not sent, then check the
box to turn off notifications. Only the REQUISITION TEAM will receive these notices—Hiring Manager and Creator must be added
to the req team if they are to receive the notices.

How To UPDATE YOUR REQ TEAM AFTER REQ HAS BEEN SENT FOR APPROVAL

e Search for your requisition number in the Search box at the top of the screen (if the box is not visible, click the blue Search link.)

v

URC| Home Logoff Search My Help

ﬁBrassRing'*
Eteaale |0 @~

e The Req Search Results box will appear

{2 https://staging.brassring.com,/?pagemode=search&autoreqid=5218:quicksearch=yes - Req search resul - Windows Internet Explorer - |E| ﬂ

Actions English (US) Sort optionsl Edit output ﬁeldsl Save output ﬁeldsl

+Add new Req Select all Position Title Total Hiring ManagerRequisition Organization Location/DivisiDate created Requisition Req folder Regq Status
e ———— | candidates Creator Number

Update multiple . . . . . . . . . .

reas d S S © S 4 ¢ © S 4
ESME a5 new Williams, Gina ~ Williams, Gina g
r HRIS Manager 2 (HRIS Manager- [HRIS Manager- R“ma" 11-Jul-2012 521BR @ open
e.f_mf( Human Hurnan esources
psalactjob posting

Feigw
@Expnrt grid (Excel}
Uiew printable
= e

e  Click on the box next to your req name, then click the UPDATE MULTIPLE REQS link on the left

o el AL anguages 6 - Update mulliple regs - Wiidees. Intermnt Bl

Deselect any regs that should not be updated.
F 52188 - WIS Manager

Req details

Hiring [tiarms, GRS Man: | List >3 |

Manager

Requisition yvifvarns, Gana{HRIS Man: | List 3> |

Creator

Select to M:.!': [Getecteaia) Lt >2 | € overwrite exsting

Requistion T,
T spoend to existing

m_:'::",‘_"‘_‘: Brownsten, Henee(Asscc D Human Resocgs-Beneits, Heal]
i, Jubs{HRIS Manages Human Resources)

Tanm |WViliams. GesH)

oy delection Details

=

e (Click on the LIST button next to the “Select to Add to Requisition Team” box

Full Career Zone Manager User Guide Updated May 2014 |Page 11




sHLrom  Select users - Windows Intemmet Euplarer

Erter search criteria

[Eetecteai) |_Search |

C Stans & Contains
Selected users

Available users

sHLrom  Select users - Windows Intemmet Euplarer

Erter search criteria

[Gymerman [[search |

C Stans & Contains
Selected users

Available users

[DDN& Delete). Job Elephant() L
Branda{Reaktime Caglionset-NTID
Anmn Chrasta{Cector Payroll & AP £
[ Ackermian, Susan(Dinector of Drsabiity Se
[Adams,. Chostophen Admestratre Asst I

Admin, Lauria(}

| Aldersiey, Sephenifssoc VP for Academi
[Alhart, Kathlzon(Se Stalf Asst-CAST Depar
[Allocco Allen, Jarfess Contraller e Ace:
[ Armuso. Vincentfinstructional Faculty KGC
| Andregko, Denres A [Program Charr Master
| Arbiagast, JafiAn Director-Unnersty Publ

| fegento, Frankinstructional/Support Facut
| Armanini, Dinid(Dir Erronmental Health &
| Aniili (TEST). Pota Kumar)

[ Awstin, Brucefinstiectional Faculty CLA-Pr
Bisker, DonaldiDhrector Cusity & Appl Stal
Eaker, M. Rense{Executra Direcior Facult
Bakcar, Roben(Dir Dyar dnis Cir & Mig Plar
Balcacn, Babara(Se Staff Asst-Centes for (=]

oK R'tlllo'!.ﬂd |I Gancel |

& Lastname, Firstname © Firstname Lastname

[Browmstein. ReneeiAssor D Human Resoun
[Hawd:, Julio{HRIS ManagerHuman Resources
Williams, GinaHM()

=
=)

=

[DDN& Delete). Job Elephant() L

BrandaiReaktime CagticnsstNTID
Anmn Chrasta{Deector Payroll & nps
| Ackgrman, Susan(Davctor of Drsabiiy So
| Adams, Chnstopher{Admerstratve Asst Il

Admin, Lauria(}

| Aldersiey, Sephenifssoc VP for Academi
[Alhart, Kathlzon(Se Stalf Asst-CAST Depar
[ Allecen Allen, JarpiAss Comraller v Acer
[ Armuso. Vincentfinstructional Faculty KGC
| Andregko, Denres A [Program Charr Master
| Arbiagast, JafiAn Director-Unnersty Publ

| fegento, Frankinstructional/Support Facut
[ Aemanini, Darid(Dir Emaccnmantal Hoalth &
| Aniili (TEST). Pota Kumar)

[ Austin, Brucelinstisstional Facully CLA-Pr
Bisker, DonaldiDhrector Cusity & Appl Stal
Eaker, M. Rense(Executrs Dirsctor Facult
Biakear, Robert(Dir Dyer Ants Cir & Mig Plar
Balcacn, Babara(Se Staff Asst-Centes for (=]

[Brawnstein, RenestAssoc D Human Rescun
HM JuhocNRiS ManagaerHuman Resouncas
ams. GinaHid()

=
=)

oK R'tlllo'!.ﬂd |I Gancel |

& Lastname, Firstname © Firstname Lastname

=

Clear the box at the top which says “Select(3)” and enter in the last name of the person you wish to add.

Enter search criteria

Bamon (S

Selectod users

* starte & Containg.

Available users

Cymarman, EficalHiR Analyst Syatoms. Ripe Feownsloin. RoneeiAasac Dir Human Resoun
Hanwds, Julie{HRIS Manager Human Resources
[Williams, GanabIM(}
= |
==
& SRlpcnion delais

& Lastname, Firstname O Firstname Lastname

ﬁ

Enter search craene

i

Selected users

[eymeman
© Starts & Containe

Available users

Click SEARCH.

oy Selrction detals

[0 _ Resitiosiand | | Cancal |

@ Lasiname, Firsiname ™ Firsiname Lastname.

Click on the name in the box on the left to move to the box on the right. Then click OK.

el 41 4415k agpiages o - Ut ruskiple e - Wisdows |

Req details

Wiring. [Friams. Grapeis ttan: Liss |
Bequision  [{iams, Grapeis Man W55 |
budmibad [T [ —

" Append 1o existing

/m

Click the circle that says “OVERWRITE EXISTING”, and then SAVE.

You will then receive a message that says “All Requisitions updated

successfully”

Requisition Team

Name Dept.
Williams, GinaHM Human
Resources

Hawk, Julie
(HRIS Manager- Finance &
Human Administration
Resources)
Brownstein,
;e":a (Assoc oo cen

r Human Administration
Resources-
Benefits, Heal)
Cymerman,
Erica (HR
Analyst Finance &
Systems, Administration
Reporting and
Compli)

You can verify by clicking on the requisition number and viewing the req.

Full Career Zone Manager User Guide

Updated May 2014

[Erewmatan. Raenea{Azscs Dir Human Resoun
Hawk Jnheﬂﬁls Manager-Human Resources

el

Job title

HRIS Hiring
Manager

Phone

HRIS Manager-
Human Resources

Assoc Dir Human
Resources-Benefits,
Heal

HR Analyst Systems,
Reporting and Compli
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FACULTY REQUISITION-SPECIFIC FIELDS

You will see several different fields on the faculty requisition form than you see on the staff requisition form.

In addition to the standard fields, the faculty requisition also includes these Do Not Post fields which will replace questions
regarding the position that are currently captured on the Faculty Search Waiver Form. The Faculty Pre-Offer Approval Form
has also been modified in the new system to provide questions regarding the waived hire. There will no longer be a need to
complete the separate Faculty Search Waiver Form as long as the Req and Pre-Offer Approval Form are completed.

Please complete the following four questions only if the requisition will NOT be posted. These questions along with the

Faculty Pre-Offer Summary Form will replace the previously used Faculty Search Waiver Request Form.

Do Not Post Reason

This is a single select field that provides the following options for
why a search is not being conducted. Waivers are used as an
exception, it is best practice to search when possible.

Selection details
Acting/Tntenim
Grant Assomation
Hired Applicant fram Ancther Riecent Opening
Integratian
Internal already Selected
Lecturer
Other [duocumentatran must be pravided to HR)

Re-arganization
Research Faculty
Target of Upportunity

Visiting

Additional do not Post Comments and name of person to be
hired

If you know who will be hired, please provide the name and some
reasoning why. Ex. A current adjunct will fill an emergency visiting
assistant professor opening.

Do you Intend to Search this Position in the next Academic
Year?

Search Waiver Rationale Statement

Please provide information on why this Position is being waived.
Ex. Current professor holding position is on a sabbatical leave for
one year. A one-year visiting professor will be hired to cover
classes during professor x’s absence.

Faculty Specific Rank and Discipline Information

Faculty Information

Faculty Type (Posting)

These are the possible tenure options for the position that will
show on the posting site. You can select more than one if needed
(multi-select (hold the ctrl key and click to select multiple)):

*Faculty Type

Mon-Tenure-Track Lecturer
MNon-Tenure-Track Research
Mon-Tenure-Track Visiting
Tenure-Track

Tenured

& Selection details

Faculty Rank (Posting)

These are the possible ranks for the position that will show on the
posting site. You can select more than one if needed (multi-

select (hold the ctrl key and click to select multiple)):
*Faculty Rank Lecturer

Instructor
Assistant Professor
Associate Professor
Professor

&g Selection details

Faculty Discipline

Selecting the FACULTY DISCIPLINE will allow more detailed
searching and reporting opportunities for candidates and RIT. This
is a multi-select field, therefore select as many options as
appropriate for the search. The specific options that appear are
tied to the selected Organization in the req.

Full Career Zone Manager User Guide Updated May 2014
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Feculty Discipline ooz ming Arts- Dance
Performing Arts- Theater
Soocial Science

&y Selection details

This will be used in postings and advertisements. Tip faculty
positions that begin in the fall quarter usually begin around Aug
20™ 23,

Anticipated Start Date

Information to be submitted for use by advertising agency (Job Elephant) — If you indicate you want to post to the job
aggregator, an automatic notification will be sent to Job Elephant as soon as the requisition is posted. They will then contact
the person indicated on the requisition.

Job Aggregator/Ad Agency (Job Elephant)

Do you want to Post to Job Aggregator/Ad Agency? This will initiate Job Elephant to post your position to the standard
sites and make recommendations on additional ads that you might
like to purchase.

Job Aggregator/Ad Agency Notes (Include Search Committee You need to provide your Search Committee chair (or college rep.
Contact Name and Email to Receive Agency that handles advertising) while completing the requisition since
Recommendations) this field will feed to the ad agency, Job Elephant. This will allow

the ad agency to know who to contact to provide
recommendations for additional paid advertisement and who to
work with to get them posted.

Information in the National Availability Data is used for comparing diversity efforts and applicant pool with national availability..
This information also auto-fills various other forms in the system (such as the Faculty Recruitment Plan forms and Pre-Offer
Approval form). A hyperlink to NSF is provided or the department can use other more relevant discipline-specific figures
provided through their national organizations.

National Availability Data

Indicate the National Availability Data for Minorities and Females from either the NSE Survey of Doctorates or another
pertinent discipline-specific source. This data will auto populate into a number of faculty forms for this search/requisition.

% of Minority Provide the % of minority (AALANA) population that is estimated
to be available to apply for this position. Ex. % of this population
that has recently completed a PhD and/or postdoc

% of Females Provide the % of population for male vs female that is estimated
to be available to apply for this position. Ex. % of this population
that has recently completed a PhD and/or postdoc

Source of National Availability Data What source reported this data

The Interview Builder functionality is being piloted by select departments and colleges on campus. If you are not part of this
pilot group, you can disregard this section.

Interview Builder (applicant screening phases)

Screen Application Materials

Phone Interview 009719-00-00 - PC9719 Phone Interview Template cb - CB 6.7.2012

Onsite Interview 009719-00-00 - PC9719 Phone Interview Template cb - CB 6.7.2012

Conference Interview

Full Career Zone Manager User Guide Updated May 2014 |Page 14
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If a template has been created for your position control number (job code) then you will see an Interview Template available.
The template will allow you to ‘Create new interview from template’ for the specific job code.

One unique interview can and should be selected in the req for each applicable applicant screening phase listed above.

Screen Application Materials Create new

006280-00-0U - PC6280 Interview Template 2012 - BestyJunes ~ | interview from
006280-00-0U - PC6280 Interview Template 2012 - betsyregjunes template
006280-00-0U - PC6280 Interview Template 2012 - CB Screen materials

006280-00-0U - PC6280 Interview Template 2012 - Julia's Science Interview

006280-00-0U - PC6280 Interview Template 2012 - Mitchell COS interview  ~
View Interviews

& Selection details

SUBMITTING YOUR REQUISITION AND REQUISITION EDITS

Once you have completed all your requisition fields, you can select SAVE or Save as draft. If you select SAVE, the START
WORKFLOW BOX will appear.

Once you select “SAVE”, edits can no longer be made by the requisition creator to that req (EXCEPT FOR ADDING INDIVIDUALS
TO YOUR REQ TEAM AS EXPLAINED previously).

If you feel you will need to go back and make additional changes to your req before routing for approval, you should SAVE AS
DRAFT. Changes and Edits to reqs after clicking save and continue need to be requested by sending an email to
STAFFREC@rit.edu .

SAVE AS DRAFT function tips:
e Requisitions can be saved as draft at any point in the requisition creation process.
e  Requisition Drafts can be accessed by going to “REQS—View my DRAFTS”
e To be able to save as draft, you much first have the job code field completed
e You cannot elLink a draft req to be completed by another individual

SUBMITTING YOUR REQUISITION FOR APPROVAL

Also see section in the back of the manual called “Approvers in Career Zone”

1. Once you are ready to start the approval process, Click SAVE. This will launch the “Smart Approval” process.
a. Ifyou accidentally close out of the smart approval box prior to sending your requisition for approval, you can locate

your requisition again in your Pending Requisitions list (My Reqs Pending Panel on your Portal). If your requisition
does not show up, you may need to refresh your screen.

b. Click on the Req Number, then click on the Box that says: VIEW APPROVALS

c. If the workflow has not already started, you can insert additional approvers as needed, then click the box that says
“START WORKFLOW”.

7 hitpsy labsstaging brasseng com, 10 =" SnTKERZ* GHOUT ToWacf *diice SPgOmaldil TRKTiSnTAgE)

2. The Smart Approval screen will appear with your list of approvers.
FLF:

Start Workflow .

Insert Addtional Approver

Search for a uver by name
Seareh for Searth

Search what: F First name F Lant name

|

Insart Afiwr [Make 13t appron

3. Additional approvers can be added to the list, but no approvers can be removed. If you prefer, you can always add yourself as
the first approver to any req. This will allow you to view the printable view of the req which lists all the approvers.
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i |
Once you have all your approvers in place, click the Start Workflow Button. =T

a. Your approvers will receive email notifications when it is their time to approve. The emails come from
workflowmanager@trm.brassing.com
If a requisition is declined by one of your approvers, you must start over by creating a new req. You can use the SAVE AS NEW
function which allows you to copy the declined req, make edits and resubmit for approval.
The full APPROVERS GUIDE is available at:
https://finweb.rit.edu/humanresources/recruitment/manager_resources/approversguide.pdf

VIEWING YOUR REQUISITION APPROVAL PROGRESS

Return to your manager portal by clicking the HOME link at the time of the screen and find your Panel

called “My Regs Pending Approval”. Confidential
o . ID: SO0BR
Locate your req in the panel grid. Status:  Pending
. ) ) Template: Standard Faculty
The next approver will be listed in one of the columns on the panel. Reg
If you are one of the pending approvers, you will see a checkmark in the column called “Approve” ¥ Actions

Save As Mew

To view your remaining approvers, click on the req number, and then click on the box that says “View

. alink
Approvals” on the side of the screen. B
. ) Posting Preview

a. On this screen, you can view your approval progress and any approval comments. )

Anyone in the approval chain can also ADD ADDITIONAL approvers at any point in
the process. Talent Match

View Approvals

Print

POSTING TO THE TALENT GATEWAYS
After the final approver, which is the Staff or Faculty Recruiter, the recruiter will MANUALLY post the req (OPEN the req) on the
talent gateways. Note that there may be a delay between final approval and appearance on the Talent Gateways.

LOCATING A REQUISITION THAT YOU NEED TO APPROVE

You should receive an email notification when you are an approver of a requisition, however, if you misplace your email, you can
still locate the requisition.

Go to REQS-SMART APPROVAL

When the Smart Approval box appears, click on the Approvals tab (this should appear by default)

Select your active Task and click GO.

You can approve from this page, or insert additional approvers in the process.

DECLINING A REQUISITION

When a requisition is declined, it means it has been rejected by one of the approvers. You can locate your declined requisitions
by going to Reqs—View my Reqs—Declined. You will also receive an email notification when the requisition has been declined.

HINT FOR APPROVERS: Put minor changes that need to be made into the notes section so the recruiter can fix prior to posting
the req, rather than declining the entire req.

SAVE REQ AS NEW (COPY REQUISITION)

To copy a requisition (from any status): Simply select your req

| 1

Actions (EreT=h ()
(either by searching for it or locating it in a panel) and click the SAVE I
. . R . o add new Reg Select all Position Title Total
AS NEW option. Please enter Lizanne Zamites as the first approver on T r candidates
your requisition, so they can update the budget information that regs o o '
. . . . |
may have changed since the last time you processed the req. At this Blseve = nl r IFﬂstrlut:tm"ﬁ' 3 |
acu |

pSeIect job pasting
review

time, the budget is not updating for requisitions which are copied
using “save req as new”.

@Export grid [Excel}
Uiaw printable
=" 2

Select the appropriate job code if the job code is not correct and click
anywhere outside the job code box to refresh the screen.
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A

Make any changes, submit and start workflow again.
If you SAVE AS NEW, you will receive a new “BR” number.
Requisitions can be “SAVED AS NEW” from any Requisition Status. This is useful functionality if you create requisitions with

similar information over and over again. If you are in a panel, simply select the req, then go to Actions—Save as New.

INCREMENTAL REQUISITIONS

As of the JANUARY 6, 2014, incremental requisitions will be entered online. To do so, you must first request a position control by
completing the following

form: https://www.rit.edu/fa/humanresources/sites/rit.edu.fa.humanresources/files/forms/New_PC_Setu

p_Form.pdf . Once you have your new position control number (which will has an “IN” funding type until
fully approved) you should enter the requisition directly into the Career Zone system like you would do with
any other requisition.

FACULTY REQUISITION SUBSIDIARY FORMS

If required by the Office of Faculty Recruitment, you can complete several Requisition Subsidiary Forms AFTER the requisition
is approved. These forms are accessed by navigating to your “MY OPEN REQS” panel and clicking the req you in to work. Then
select the FORMS TAB at the top of the page.

***pLEASE CONTACT THE OFFICE OF FACULTY RECRUITMENT faculty@rit.edu IF YOU NEED ASSISTANCE WITH THESE FORMS

‘ Details || History || Attachments ‘| Notes |

#g Selection Details Fac. Recruitment Plan-OFR [=] [Add Farm | [eLink Blank Form |

There are no forms present for this req

These forms will appear in a dropdown list at the top of the screen.
Fac. Recruitment Plan-OFR Referral

Faculty Recruitment Plan-Ads

Faculty Recruitment Plan-Outreach

Search Committee Member Composition

Mid Search List Certification Form (to be initiated by OFRR, NOT the department)

The first four forms listed were previously captured on the Faculty Recruitment Plan Form and need to be
completed before the Mid Search Review Meeting takes place.

The Mid Search List Certification form is going to be initially piloted and its use will be further determined. This
Mid Search List Certification form will be initiated by Office of Faculty Recruitment and Retention (OFRR) and then
sent for approvals in order to record the deans’ approval for the committee to proceed with interviewing.

Fac. Recruitment Plan-OFR Referral- This form replaces the previously used page 3 of the Fac. Rec. Plan Form. The selected
search committee rep, SC chair or staff assistant should complete this form prior. This is a form that the captures the actions that
the search committee took on the referral names that OFRR provided as a result of mining their diversity databases.

Faculty Recruitment Plan-Ads- This form replaces section 5a or page 2 of the previously used Faculty Rec Plan form. This
provides an opportunity for the search committee to list the paid ads that were purchased to recruit for this position. You do not
need to include the standard sites/annual contracts that Job Elephant posts to.

Faculty Recruitment Plan-Outreach- This form replaces section 5b or page 2 of the previously used Faculty Rec Plan form.
This provides an opportunity for the search committee to list the prospects or organizations that were used to help
outreach/solicit applicants for the position. Provide the name of the person or org, date communicated, method(s) of
communication, and results of outreach. This form currently has a spot for 10 blanks. If the committee has done a greater
amount of outreach than 10, they can attach a list documenting the full list on the requisition ‘Attachment’ tab.
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Search Committee Member Composition- This form replaces section 1 or page 1 of the previously used Faculty Rec Plan
form. The search committee members should be identified along with their determined role of chair, member, evaluator or
advisor. There is an opportunity to provide a date that the committee member last went through the required multicultural
competency training

dy Selection Details|Fac Recruitment Plan-OFR R (v Add Form [ eLink Blank Form |

v by

Recruiter,
06-Jul-2012 =0 & 4 & juf

PRt pecrviter
05-2ul-2012 4755081 Recruitment '
D=L Jari()

Plan- Ads

Select the applicable form that you want to create and click the ‘Add Form’ button.

As you can see in the grid, the date and person that completes these forms are viewable along with the last edit made. These
forms can be edited if needed, but there will not be a record showing the changes. They should be created once and considered
ready for review just prior to the mid search review meeting. If suggestions to add to or edit the form(s) are made at the mid
search meeting, then the forms should be edited.

How TO VIEW POSTING DATES AND POSTING PREVIEWS Confidential
ID: SO0BR
Locate your requisition in the “MY OPEN REQS” panel and click on the requisition number status: ;tend;ngd o
hyperlink. P Rea !
Click on the Posting Preview link on the side of the requisition. ¥ Actions
The posting dates will appear in the window that pops up. The removal data is the last date the Save As New job
=Link

will appear on the talent gateways. \

. . . P Bosting Preview
If you want to see the Job posting preview, you can click on the magnifying glass.

View Approvals
If you want to send a copy of the job posting preview to someone, you can select the posting

line(s) and click on the Send eLink Button—another dialog box will appear so you can select the e —

Print

individuals you want to send the posting preview to.

A posted req will have a posting removal date that is in the future.

Posting 29BR : Department Head

Select all | Gateway site Posted date Removal date Preview job posting
r Faculty External 31-Jul-2012  31-Jul-2013 2
r Faculty/Staff Internal 31-Jul-2012  31-Jul-2013 jei
ml Staff External ,G

Send eLink | Close |

You can choose to send an elink of the job posting preview by selecting the posting(s) and clicking the “Send eLink” button.

ADVERTISING STANDARD SITES AT NO CHARGE:
The standard sites that your job will be posted to (AT NO CHARGE TO YOUR DEPARTMENT) are:

. www.higheredjobs.com

. www.unyherc.org (Upstate NY Higher Education Recruitment Consortium)
. Other sites, such as indeed.com, department of labor will also receive our postings.
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SECTION 5: CANDIDATE TALENT GATEWAYS (HTTP://CAREERS.RIT.EDU)

The final approver in the requisition approval process will be the Recruiter. The Recruiter has the ability to open and post the
req to the applicant talent gateways. Additional assistance for applicants, as well as a link to the full applicant user guide is
available at: https://www.rit.edu/fa/humanresources/content/career-zone-applicant-assistance

All three talent gateways can be accessed by going to http://careers.rit.edu and they are:

e Faculty/Staff Internal: for RIT employees -- this replaces the RIT Employee Candidate access from Oracle. (Will use single sign
on -- RIT Computer Account.)

e Faculty External: for external candidates to apply to faculty positions

e Staff External: for external candidates to apply to staff positions

RIT EMPLOYEE APPLICANTS WILL USE THEIR RIT COMPUTER ACCOUNT TO LOG IN TO THE FACULTY/STAFF INTERNAL GATEWAY AT
HTTP://CAREERS.RIT.EDU

GATEWAY QUESTIONS:
Gateway Questions are groups of questions that are asked of all candidates regardless of the position for which they are applying
(ex: Are you legally eligible to work in the US?, At any time in the future, will you require RIT’s assistance in securing your ability
to continue to work in the US?)
Applicants are asked to provide information that can assist in the initial assessment of qualifications and that will appear on an
outputable grid such as: most relevant degree, major or area of study of degree, grad year, Years of relevant experience

AFTER A CANDIDATE APPLIES TO A REQ VIA THE TALENT GATEWAY, THEIR TALENT RECORD IS NOT SEARCHABLE FOR UP_ TO TWO HOURS.
DURING THE PERIOD WHEN CANDIDATES ARE NOT SEARCHABLE, THEY CAN BE FOUND DIRECTLY ON THE REQ FOR WHICH THEY HAVE
APPLIED. CANDIDATES WHO ARE APPLYING AS A RETURN APPLICANT WILL BE SEARCHABLE WITH NO WAIT PERIOD

STAFF EXTERNAL TALENT GATEWAY-SEARCH FIELDS

*——0 =
Home Search ? Help
openings.
Search openings
You may use any or all of the search criteria below to idenfify the career opportunity you are looking for and then click Search.
To select or deselect multiple items in a list. hold down the CTRL key on a PC on a MAC use the SHIFT key while you click.
Keyword Tips
This field supports Boolean operators like AND, OR and AND NOT.
CallegeDivision
Academic Senices —
American College of Management and Technology
College of Applied Science and Technaology =l
Organizstion
Academic Senate —
Academic Support Center
Accounting and Financial Reporting =l
Administrative Support L]
Executive
Laborer hal _
Staf Job Funcion
Accounting and Financial =
Administrative Support
Athletics, Sports and Recreation =l
Fullime J
Fulltime-Temporary
Parttime =l
Requisition Number
Date posted & All posting dates
 Include all jobs updated after | 01 leaﬂ j 2012 j
\ =
Done [T T @ mternet ERIEYTR |
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FACULTY EXTERNAL TALENT GATEWAY—SEARCH FIELDS

o
s=2m
wenge

Search openings

You may use sny or all of the search criteris below to identify the career oppartunity you are locking for and then dlick Search. To select or deselect multiple items in s list, hold
dawn the CTRL key on & PC on & MAC use the SHIFT key while you dlick

Keyword[

This fizld supports Boclesn operators like AND, OR and AND NOT

College/Division

Avademio Serviczs.

American College of Management and Technology

College of Applied Science and Technology =

mic Senate

Academic Support Ganter

Accounting and Financial Reporting =
Faculty Type

Nor-

Non-Tenure-Track Ressar

Non-Tenure-Track Visiting Jid|

2D Animation

2D Design

30 Animation =l
Faculty Rank -

Lestursr

Instructor

Assistant Frofessor =

Requisition Number[

Date posted ' All posting dstes

© Include all joos updated aﬁerm Jan j 0z j
[ seorn [ ceor |

FACULTY/STAFF INTERNAL TALENT GATEWAY

* O
Search
openings

Search openings

You may use any or all of the search aiteria below to identify the career opportunity you are locking for and then dick Search. To select or dessledt multiple items in a list, hold
down the CTRL key on a PC on a MAC use the SHIFT key while you didk.

Meyword [
This field supports Boclesn operators like AND, OR and AMD NOT.

Professional Area

Administrative Support
Ex=cutive
Laborer 1]

College/Division

Academic Services

American College of Management and Technology
College of Applied Science and Technology =

Faculty Type

Non-Tenwre-Track Lecturer
Mon-Tanure-Track Ras
Non-Tenure-Track V

Faculty Discipline

2D Animation
2D Design

3D Animation |

Staff Job Function

Accounting and Financial
Administrative Support
Athletios, Sports and Recrestion =

Employment Category

Fulltime
Fulitime Temporary
Parttima

Requisition Number

Date posted @ All posting dstes

 Include sl jobs updsted sfter| 01 =]| Jan 7] [2012 %]
[ searh |

Job Match:

Want to find your perfedt job? You can search for jobs that match your uniqus skills and competencies by entering text, such as your ideal job desaription, cover letter or
resume/CV in the job match search area. You may view sxamples below.
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APPLICANT EXPERIENCE

When applying for a selected position, candidates will be walked through steps to answer questions and upload documents.
There is a navigation bar at the top of the application screen that guides candidates through the process.

APPLICANTS WILL NOT BE ABLE TO MAKE CHANGES TO THEIR APPLICATION ONCE IT IS SUBMITTED.

€lInternal Gateway Questionnaire v18 - Windows Internet Explorer Q@E
eVerify Statement  Application Questions  Resume/CV Aftachments  Additional Qualifications. Source EEO Submit
~
Resume / Cover Letter
Resumes can be uploaded to your application from an electronic file or copied and pasted into the text box. If you do not have a resume
created, you can type one into the text box_ If applicable, you can also select any existing resume or cover letter stored in your current
profile.
Cover letters of less than 4000 characters can be copied or typed into the text box, this is the preferred method. You will also have an
opportunity to upload additional attachments, including a cover letter, later in the application process.
You are able fo save 5 different resumes and & different cover letters on your profile for later use. Documents have a maximum file size of
5mb each. Cover letters entered into the text box have a 4000 character limit. Updates to your resume or cover letter will not impact any
previously submitted applications.
Resume/CV
Choose one of the methods below to submit your resume/CV.
@ Use a resume/CV from my profile Select the resume/CV you'd like to use:
© Upload my resume/CV from my computer Choose a resume/cyv
¢ Enter my resume/CV by typing or copying it in
Cover letter
Enter the text of your cover letter in the text box below.
Name this cover letter: | My cover letter
Plazaca ramv and nacta ar funa vanr cavar lattar in tha tavt hnv If uni nrafar tn ninlaad vanir rovar lattar van mav dn it [atar in tha nraracs lﬂ
Powerzd by KeneXa®

Applicants have an ability to upload a specific resume and cover letter for each job they are applying for.

When applicants upload their resume the information will automatically parse out to create their profile. Applicants will have an
opportunity to review and update the parsed information r@to work experience and education.

A

fupplication Questions ~ Resume/CV  Additional Qualifications Source Aftachments EEQ Submit

Work Experience

The following information was automatically exiracted from ceriain key fields in your resume/CV. Please review and correct this information, if necessary. Fields with " are required.

Posttonor b e S Strtyear Most recent

Position 1 CITY COLLEGE OF NEW YORK 2004 2012

PROJECT LEADER NASA 2004 2004 ®

RESEARCH ASSISTANT CHEYNEY UNIVERSITY OF PENNSYLVANIA 2002 2004 ®

Position 4 CROZER CHESTER MEDICAL CENTER 2002 2003 ®

| pa | cear |
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ATTACHMENTS:
Applicants are able to attach up to 15 documents that are up to 5mb in size each. There is now a larger variety of file types that

can be uploaded.

€Internal Gateway Questionnaire v18 - Windows Internet Explorer Q@ﬁ
® ® ® o

eVerify Statement  Application Questions. Resume/CV Aftachments Additional Qualifications Source EEQ Submit
Attachments

Refer to the Job Posting to determine which attachment types are required. Once you have completed and submitted your application
for a particular job, you will not be able to update the information or attachments you submitted for that job. If you do not have
all the required attachments ready to submit, please save your application as a draft until you are ready to complete the
application process.

You may aftach files by clicking 'Browse' to search your computer for the file, then clicking ‘Upload’. Next select the file by clicking it in the top
box and clicking ‘Select’. You should then choose an appropriate category from the dropdown menu.

You may load up to 15 attachments each with a file size of up to SMB. Please note that the combined filename and path for your selected

attachment needs fo be less than 50 characiers. The following attachment types are acceptable: .avi, .bmp, .csv. .doc, .gif. .htm, _html, jpg.
‘mov, mp3, mp4, mpeg, mpg, ppt, pdf, rif swi tf tdt, wmv, xis, xml, docx, pptx, xisx

File 1:

[ Upload ] [ Attach more files I

ADVERTISING SOURCE

Candidates are asked to select how they heard about the job.

EEO DATA AND DISABILITY FORMS

The EEO and Disability Collections Forms have been updated to be in compliance with new governmental regulations and are
part of our application. Hiring managers and search teams do not have access to the disability form information.

€ Internal Gateway Questionnaire v18 - Windows Internet Explorer g@ﬁ
eVerify Statement  Application Questions Resume/CV Attachments Additional Qualifications Source EEQ Submit

|5

Rochester Institute of T:

gy—Equal Opp ity Data C ion Form

RIT does not discriminate. RIT promotes and values diversity, pluralism and inclusion in the work place. RIT provides equal opportunity to all qualified
individuals and does not discriminate on the basis of race, color, creed, age, marital status. gender, religion, sexual orientations, gender identity,
gender expression. national origin, veteran status or disability in its hiring, admissions, educational programs and activities. For more information or
inquiries. please visit RIT/Title|X or the U.S. Department of Education at ED Gov

All federal government contractors with 50 or mare employees are required to solicit the gender, race, and ethnicity of applicants. This self-
identification is voluntary; and there never has been, nor will there be, any adverse action taken against you if you choose not disclose this
information. This infermation will not be kept in your personnel file. It will be maintained in the Human Resources employee database solely for use in
required government reporting or other business purposes. If you chose not to report this data, please select the opt-out option below.

Gender: Select One @Female
CMale

Ethnicity: Do you consider yourself to be Hispanic/Latino? @ @No =
OYes

Race: Regardless of your answer to the ethnicity question above, you may select one o [JAmerican Indian or Alaska Native

ar more of the following race categories that apply to you_ [JAsian
[IBlack or African American
[Native Hawaiian or Other Pacific Islander
#White

"EEOQ Disclosure Information O do not want to disclose my EEQ information.
@1 have disclosed my EEQ information above.

Veteran Status: Select One @ ‘Nul A Veteran M

RIT provides reasonable accommodation to applicants with disabilities, veterans or wounded warriors where appropriate. If you need
reasonable accommodation for any part of the application and hiring process, please contact the Human Resources office at 585-475-2424
or email your request to careers@rit edu. Determinations on requests for reasonable accommodation will be made on a case-by-case basis. M

NOTE: Applicants receive an email when they apply for a job acknowledging that their application has been

received.
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UPLOADING ATTACHMENTS NOT PROVIDED IN THE INITIAL APPLICANT SUBMISSION:

Because this system is OFCCP compliant, the applicant is not able to upload additional documents or update their
application for a particular opening after submission. Applicants are strongly encouraged to save the application as
a draft until it is complete. They have the ability to preview their entire application, including all of their
attachments, prior to submission.

If an applicant forgets to load certain documents and you would like them to send them to you directly, you can:

o use one of the email templates in the Communications Section (such as “APPLICANT MISSING DOCS--
SEARCH TEAM USE” to request the documents

e Once you receive them from the applicant, you can add them to the applicant’s talent record for the job by
using the following procedure:

Search for your requisition

e Either click on the “req folder” or the hyperlinked number of applicants in the “My open reqs” panel

e Locate the applicant, click on their name and click on the ATTACHMENTS: Add/View link on the top of their
Talent record

e C(Click on the button that says “upload new attachment”

e Browse for the file

e Assign a category and click the UPLOAD button

SECTION 6: APPLICANT MANAGEMENT

REVIEWING AND SCREENING YOUR CANDIDATES
Users can also access the candidates that have applied to their req by navigating to the MY OPEN REQS panel then clicking on
the hyperlinked number in either the “ACTIVE” column or the “TOTAL” column.

My Open Reqs | Actions » | Fiter v | Display ~ |

Records |1 - 1 |of1 Results Per Page 50 -

U | Requisition | Position Title | posttion con | Active | Total | Date ~ | Organization | Forms | EEO Sun

TESTING 30-Mow- Hurman
- 27088 g?sﬁaﬂs oo1o87 4 4 2012 Resources + =

This will take you to the Candidate Output Fields on the Candidate Results Panel

The “Candidate Results” panel shows the candidates that are filed to a req folder. Some basic information is shown by default.

HELPFUL TIP! CUSTOMIZING YOUR CANDIDATE RESULTS PANEL
By customizing your panel, some of your basic applicant review can be done directly from the candidate grid...which is also
SORTABLE and EXPORTABLE to Excel (Select your candidates then go to Actions—Export to Excel.)

G- X
Candidates in: 420BR : Instructional Designer actions ¥ | Filter » | Display =
Records 1 -5 of5 Selected 0 Results Per Page 50 = Restore Default Widths

Truncate Headers

O | Name - | viewed ‘ Forms | Candidate tyr | Applicant Status Status [« | Communicatio ‘ Degree ‘ Field of study | Grad vei ‘ Indicate !eara Edit Columns
v 55 i -Jun- Restore Default Sort

0 [y, =i % Internal E.S -Application No Longer Being 27-Jun % 0 143 estore 0/
— Considered 2012 Sort Options

= Valentine. s _ - ¥ 01-Pendina Review and Screening  27-Jun- Q _ Geotechnical - _ - - =

Individual Candidate EEO Data is also visible on the Candidate Results Panel by Scrolling to the right.
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Users can do the following while in the candidate results panel.

Add and remove columns to show the information most Access individual candidate talent records
important to you (Actions—Edit Column)

Resize, re-order and sort columns Update HR (Applicant) Statuses (DISPOSITION YOUR CANDIDATES)

Create a default sort order Export the information in the grid for review, reporting and
printing in Excel

See Section on Updating Applicant Statuses and Dispositioning Later in this document

VIEWING APPLICANT PooL DIVERSITY (EEO DATA)

Click on the number in the EEO Summary column to view a snapshot of your applicant pool diversity.

My Open Reqs | Actions » | Fiter v | Display ~ |
Records |1 - 1 |of1 Results Per Page 50 -

O | Requisition | Position Title | Posttion con | Actve | Total | Date ~ | Organization | Forms | EEO Sun

TESTING 30-Mow- Hurman
- 27088 gyslf;traﬂs oo1o087 4 4 2012 Resources + =

This will open a panel which shows a grid of your applicant pool by EEO category.

=0 X
EEQ Summary: 270BR: TESTING ONLY HR Assistant ﬁj Export to Excel
' Native I do not
Total Hispanic ’;‘nrg;rr']il: Black or | Hawmiian or want to
candidates Fermale | Male or White Alska Asian | African Other disclose rmy
Latino Native American Pacific EEQ
Islander information.
Total
Candidates 4 1 0 ] 1 1 1 1 1 ]
Internal 0 0 0 0 0 0 0
External 4 1 1] 1] 1 1 1

Viewing Individual Talent Records, EEO (Diversity) Data, Resumes and
Documents

The talent record is a detailed snapshot of the candidate’s contact info, resume, cover letter, experience, education, attachments
and action log. To access the Talent Record, click on a candidate name in the Candidate Results Grid.

You will see information for the candidate related to all regs to which the candidate applied AND for which you have a “MY”
relationship (Hiring Manager, Req Creator, or Req Team member).

Click on the blue “attachments” hyperlink at the top of the page to view or upload applicant Attachments or click on the “forms”
link to add or view applicant forms to view the GQ Job Responses (which show the applicants’ responses to the online application
questions.)
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40507 e

Talent Record: Cadabra, Abra Achons |
4958 Instructional Faculty
[ =]
54 Magc Lane Candidate Typa: Fa Employer: Paople's Magic School
545-555-5555 WR Status: 0] sve e Suresnn (Figuly) Pusition held: Magcin bstrucion
abracadab@etect. sdi HR status date: 11 Dagres: Doctonte
Attachments: & Educational institute: Hogivarts Acadeny
T cenmeicy o tener | BxpenncejEducaion
Landuage: Fngheh [US)
Abra Cadabra
4 MAgIc Lang
Emerald Cty, New Jersey 12343
United States 1
L ikt =
| Axtion Agiion by | Detais | HameTyos Erom | To Folder
Form Added 11-30-2012 Subenission, System () Foern 10: 4755313 Gatevay Ouestions
Farm Added 10-16-2012 Submission, System () Farm ID; 4755312 EEQ and Vetaran's fnfrmation For
HR: Siatus - Updated 11-ha-3012 Submission, System {} Current Status Tive 485RR:Instructional Eaglty
Added to Folder 11-Nd- 2012 Submission, System () B1-Pending Review and Screening (Faculty) S95aR:Insructional Faculty
Form Added 11362012 Submisgion, System () Foem ID: 1006 4SER Trstructional Eaculty
‘ o Siptemant of Tenching Phiosohy, doc (1K)
Amachmant(s) - Added 10-J6-2012 Candidate o F Ctar

As of January 6, 2014, you can also view individual applicant EEO data by clicking the EEO and Veteran’s data form link or by
viewing the data in various columns of the candidate results panel.

Please read the following regarding use of the EEO Data: | UNDERSTAND THAT DIVERSITY DATA THAT | REVIEW IN THE
CAREER ZONE SYSTEM IS FOR INFORMATIONAL USE ONLY. BY ACCESSING THIS INFORMATION, | ACKNOWLEDGE AND
UNDERSTAND THAT THIS DIVERSITY DATA SHALL NOT BE CONSIDERED IN THE HIRING PROCESS.

RIT does not discriminate. RIT promotes and values diversity, pluralism and inclusion in the work place. RIT provides equal
opportunity to all qualified individuals and does not discriminate on the basis of race, color, creed, age, marital status, sex,

gender, religion, sexual orientation, gender identity, gender expression, national origin, veteran status or disability in its hiring,
admissions, educational programs and activities.

Multiple Forms List for: Test, Nicole
Select form - | Add Form ‘ eLink Blznk Farm |
Show forms Showing 1 to 8 of 8 forms
Selected: E First Previous 1 Next Last
Last Edited Date *| Form ID & Form Name % Last Edited By ©| Date Added =

Actions

i EEO and Weteran's

& ) 04-apr-2013 £55236 S —r——— 04-Apr-2013

Just about all the information that you want to see about your candidate can be found in the talent record, including the
applicant’s current status on the requisition.

Click on the blue hyperlinks in the action log to view applicant Attachments or “forms”, including the GQ Job Responses (which
show the applicants’ responses to the online application questions.)

If you would like to view ONLY the information related to the current requisition you are reviewing, you can select “FILTER—
THIS FOLDER” in the Action Log section. You can also filter by type of item (such as forms, attachments, etc.)

Talent Record: Hadalam, Mary Actionrs ™
AD4BR: Sr Financial Anabyst
- =1
27 Farmville Lang Candidate Type: Extemal Employer: BIDULE CORPORATION
535-555-5625 HR Status: 10-Sorean Applcation Matarih Position held: SOFTWARE AMALYST
testapphcantyahoal .com HR status dabe: 06-Aug-2012 Degres: Mastars
Educational imstitute: Some Colege
Comact Detads [UCCL bRl Cover Letter | Experience/Education
= = — g
Submission History m vt | Fiter = |
e e e — S e —— | Clearseectons [
| Action Date = | Acion by Ditsils | laene/Tyoe | Erom Io .ﬁl,,n.:fm
| sampfe list of My Acsoe
referan : ]i#mmm |
At ) - ! . Glear Sevectons
‘;tﬂrr»enl‘{sa 2502012 Candidate ) List of Referances s el A
Source: Staff Foms
External histes
 Attachents
Commurscabons
Interviess
St
Adkded to Folder
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HELPFUL TIP! GATEWAY QUESTIONNAIRE JOB RESPONSE FORM—SEE ENTIRE APPLICANT PROFILE
IN ONE DOCUMENT

Click on the forms icon next to the candidate name to see any forms related to the applicant for the reqgs to which you have

access. When a dandidate applies online, a Gateway Job Response Form is created for them

R I T | Reqs v| Candidates v| Rep
. .

Candidates in: 494BR \ Sr Financial Analyst
Records |1 - 11 of1l Selected 0 Results F
[ | Hame ~ | Viewid ‘ Forms ‘ Candidate ‘ Ap|
Stone,
v A4
o Jasmine @ Bxiemnal
0 Jobhunter, W =4 External -
loe
Hadalam
v -
O e B External

lick on the Gateway Questionnaire Job responSf form for the opening you want to review.

?éuultiple Forms List for: Hadalam, Mary - Wind;{'ws Internet Explorer

M=%
2% htips://=ta0ing brassring.com elco mePages‘UserInterfacefFormsLisglaspx?resumekeyzllélli 196&flderid=541291 ] E
?Help

Multiple Forms List for: Hadalam, Mary

Select form - | Add Form/’ elink Blank Form
/
Show _ forms Showing 1 tg/ 12 of 12 forms Search
Selected: @ First Prefious 1 Mewt Last
Actions O Last Edited , | Form Form Nafme . Last Edited By . Date Added By Form . Edit eLink Delete
@ Date ¥ D ¥ v v Added - ¥| Approval ¥
Gateway o
ey guestionnaire job ey Submission,
& [0  25-Jul-2012 1028 e 25-Jul-2012 =yotem () &
External/494BR

Gateway Questionnaire Job response form will include IN ONE DOCUMENT the following items...

Contact information

Cover Letter (if entered in the cover letter box of the application)
Resume/CV

Answers to questions on the Gateway application questionnaire
Links to attachments they submitted

Experience and Education Summary Page

Source where they heard about the job

This form can also be PDF’s by clicking on the “view image PDF” button at the bottom and saved or forwarded to others for

review.
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HELPFUL TIP! Viewing MULTIPLE Talent Records Using “Speed Browse”

1. Speed browse allows you to view multiple talent records at one time.

2. Select the applicants you would like to review (or select all by clicking the box on the header), then select ACTIONS-SPEED

Candidates in: 495BR : Instructional Faculty

Records 1+
r | biame

Seinfeid,
P em

. Cesenca,

Cossazz,
Shorauishey

&% of 28

D-0x
[Bebora = Flter = Doglay = |
Selected 3 Hesdns Por Fage 3% S
viewed | Forms | Condidote | Acolicant St | Status | Goenr Degres = | Eigor] 5end Cancdute Communicaon
. i — k Emal Agency Cantact
Pendeg e Craate Document
¥ & Bdemal  Reviewand - A (1 R—
Sereening 012
(Faculty) o add Form
1 Bromrse Muliple Canchdabes
Pandng 10- -
g B etemal  meeewand - Bg owma MARKE] 0o e
Screening 2012 Open Talent Comparisan
(Pl Print Rigume OV
:';‘;g 10- Prepare for Bule Printng
L B pdemal Revewond g moa MARKE]  Exort o Excel
Screening 2012
(Faculty} Ugdate Siabn

Zo0x
C in: 25780 : Faculty Rem | e~ | omn =
Records | - Z3 of 73 Selected 3 Resuits Fer Fage 517 = =
o I T —— | f re—p g R ;
(Facuty] R ' Emai Agency Contact
()1 eate Decument
Fanding y pee
g, v = 15-May e
4 e, @ Dol m.:g'd sl LS e
L | Bromse Multple Canddates
-0l
Pending —_— Spredtromee
F o oducdaffy |~ B Esemal  Reviewand i M  Doctorats  Chemiy  Ooen Taent Campanson
Sereening : q
(Eaculty) Frit Resume O
01
Panding
Imafake, 1E-May- Busned
P ¥ e m"" 1z by wasers Adminl]  exs
al :
Pt #thng be atirng.corolek conal agas it It hce) Candhi e et se pagan o i tcrtarkl AIartypamcperdsasidehd

3.  You will then see a new screen, which shows the contact details, Resume/CV, Cover Letter and Experience and Education for all

. . . =@ =)
the selected candidates. Be sure to expand your window by selecting the box button on your browser. o | Seve——]
You can click the various tabs to view the various sections. [~

5. The screen will show 4 talent records at one time, but you can use the arrow to move through groupings of applicants.

e
Speed Browse Shawing 4~ of 23 Canddates | Actons = |
Lontadh Details Regame O Lover Leter ‘ '
2l
T Depp, Johnmy ™ duck, dafly ™ imafake, Carl T ruddy, Puddy
Experiane _ Expeniance Expersnce Expenience
mphoyer | Position Held | Lo Year | tmphrper | Pusition theld ear | End Yesar | | nd tnd |
| vt st ool 325 s e
Education Edugation Lt g:g:umu_ e i v BOC EDWARDS ;32—"::': 1996 2012 v
1 2 1 AT SPECIALIST
ety | 0owee S0 Ve [ w09 [ ST I (o R S commum 0 00 - oms mozcr ol b
RIT ME4  mansgement 2008 | 40 v Harvard Doctorate | Chemisry 2009 v Education b::‘:';:::& G
Edducaticnal | |amaolmd¢ mlmm :j:mn:smm DL ME. | 1953 1098
Rt atary DA e W8 A0 | v Education
Educational | Area of End Mot
ey | BACHELORS il et PP Instiuthn | ety | vear | %% Recent
NSRS ECOROMICS Fwoun
GRADUATE
SOROLOE iy e 20m v
BABSON
COLLEGE
UNIVERSITY

As you view the applicants, you can select them to use in various actions (such as update status, send communications, print

resume, etc.)

Actions *
Send elink
Send Candidate Communicaton =
ion | b e i
4 AddForm
¥ duck, daffy ™ Imafake, Carl ™ Puddy, Puddy 4 Update Status
N N . Print Resume/CV
Experience Experience Experience
Employer | Position Held | Start Y. End Y Most Recent Start End Most Frepare for Bk Printng
mpl r ‘ n Hel ‘ ‘ear ‘ ‘ear ‘ nf aas e
Employer Position Held oas) TRED || Employer Position Held
mIT instructor 2000 2004 v
CHIEF FINANCIAL SALES AND
Education TeLco OFFICER 2002 2012 v BOC EDWARDS MARKETING

eLinking Applicant Information

elinks are used to send candidates’ talent records to any recipient to be viewed through email without the need for the recipients to log
in to the system. You can send elinks from your Candidate Results Grid by selecting the candidate then going to Actions-Send eLink.

IMPORTANT NOTES ABOUT ELINKS: If you are elinking information to someone who is NOT on your req team, you should enter them

in to the “non system users” field using their email address. If you select their name in the system user field, Career Zone team
security will apply and they will not be able to view the resume/CV or attachments.
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1.
2.

5.

The elinked talent record will include the applicant’s resume and cover letter.
You can also choose to include other candidate attachments if the candidate included them—Select the attachments for the

applicant that are applicable to the job you are asking the elLink recipients to review.

NOTE ABOUT SECURITY OVER ATTACHMENTS and REQUSITIONS IN ELINKS: In order to ensure there is adequate security over

attachments and requisitions in the system, if you are sending an elLink of a candidate record to a system user who is NOT on

your requisition team, they will not be able to view attachments. Please add their email to the “non-system user” field.

Multiple emails can be separated by commas.

Access the Send eLink option from the candidate results portal by selecting your candidate then going to Actions-Send eLink.

B=-0Xx

Candidates in: 451BR : Sr Financial
Analyst

Records 1 6 of6 Gelected 1

[ | Hame

F men. v ()

- betin | D ®

Sean

Results Per Page 50+

Viewed | Moles | Forms | Communications | AppligantSa | &

Adions = Filter = Disglay

* o- |
Pending |
Reviewand H
Sareening »
(Staff)
> ol
Pending
Review and =]
Screening |
{Staff)

- -

Pending

Review and =]
Soreening

A Note

Add Form

Browse Multiple Candidabes
Spoed Browse

Opan Talant Comgarisen

Brint Res

prepart for Bulk Printing

Export ta Fxcel

Update Status

Select the recipients to receive the elink. You can send your eLinks to internal System users (individuals who have requisition creation
or applicant management access in Career Zone and are on your req team), or Non-system users (such as search committee members
who are outside of RIT, RIT students OR internal employees who are NOT on your req team.)

For non-system users, enter the complete email address of the person you are sending the elLink to (i.e. JohnSmith@rr.com). To elLink to
multiple people separate email addresses with a comma (no space). Persons listed in the cc or bcc options will not receive a link to the
resume. They will simply receive an email saying the candidate’s information was eLinked.

Type a message in the box at the bottom of the form and click Send. The eLink email itself will have minimal information and include a
link to the candidate’s name, so it is important, whenever you use elink to add some message text.

T [spstomn users) [

T Etss

€= astom nsers) [ List =

Bec {system users) [ T Lt

Inchuda MR status

*From [qnme23008kt edu

oxte: DAy "EC” 00 "BoC” renioants wit 508 the To" recowents

] To: (now system users)

Separate mutiple users wh  COTIG SERF N0 SEICES

| e (o spstem wsers) |

Sezarate mutiple Jers with 2 COTYG BENT N0 SEACES

Bee: (noa system users) |

SHSATICE MABION S i 3 COPTARE SRAD T SRS

Forms s view

Fls attnchmants

43508 11N S0

oy ST derils

o Sciection details

[T nchede sssacisted Document sub borm(s) (i aveilable]

Bty e when s Forrns fee beon submitied. [
Inciude feg informatsn [~

Sublect []ink rx gD AG5BR hstuctona

Wanuar el
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Example of an email WITH a message (message highlighted in yellow):

Hi, | am Elinking Justin’s record for you to review.

Thanks, Gina

Click on the candidate's name to view their talent record in the RIT Career Zone system.

Any comments that you provide by clicking the respond button, will be emailed to the person who sent you the eLink.
Please do not forward this email to anyone else without prior consent of the applicant and the hiring
manager. The information in this email is confidential and for the use of the search committee and recruiters

only.

If you have any questions about this message, please email either the HR Recruitment Office at staffrec@rit.edu .

Help

Justin Beeber

Sample Position
RIT

View of an eLink by the recipient

2 elink | | J f v B - [ b - Page - Safety - Tools - @ 7
RIT
[overven —— Trextremme/n _Jeremmec e i
Please note that, for security reasons, eLink respond comments will be sent via email to the person who sent the elink to you. The comments will not be saved to the | Ragpond
candidate record. All emails containing comments related to the applicant should be maintained by the email recipient for records retention purposes.
Overview
Justin Beeber
1234 Main Strest
Mew York, Mew York 12345
United States
Home phone 555-123-4567
training@gmail.com
Employer Position Start year End year Most recent
ABC PROJECT MANAGER 2008 2012 v
X¥Z TECHNOLOGY CONSULTANT 2006 2007
TECHNOLOGY INC TECHNOLOGY MANAGER 15588 2005
Educational institute Area of study Degree Grad year GPA Most recent

The elink recipient can click the respond button to provide feedback on the applicant. The feedback will be EMAILED to the
elink sender, but for security reasons, the notes WILL NOT be maintained on the candidate record.

/2 hitps://staging.brassring.com ?clientid=" S9EE07D55D6B8A2 5540CAIBE62BD LA 2&resumekey =" FED3CEI970 - Windows Internet Explo

Note text [This person looks fantastic! Great overall :I
qualifications!
E
Send Cancel

If you are the recipient of an eLink response, you must SAVE the email notes for records retention purposes and submit at the
end of the search to the recruitment office.
After you click SEND you will receive the following message:
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mailto:staffrec@rit.edu
https://trm.brassring.com/jetstream/500/presentation/1033/Asp/Help/elink_help.asp%23cand_howto_reviewelink

/2 https://staging.brassring.com/ - Respond to elink - Windows Internet Explorer

Your response has been sent

Email message back to the person who sent the elLink:

ok re: el ASLBR: S Financiat Analyst: Noel Scailen - Message (MU

_‘u,,,} H20++ a8 7 elink responie: el

)
— | Message | Developer  AdsbePOF

4 KD S e B W IH QT 1

Reply Reply Feewsid | Dedee Movels Creabe Ofher | Biock | o wes | Cobrgonee Follow Mam sy Send i
ta kil Folder- Rule Actions - || fender — i Up™ Unread | o SeeRtt | Gmebicte
Eatpond Adtang Tunk E.mal 0 Optie il L0 Onetiots

From: OWINGEGTE edy [ENTERPRISE OTRM BRASSRING. COM]

oo G Al

ce

Subjet ' aly Seallen.

w2366 Frir edu respended 1o vour oLk regarding Noel Scallen

gmw 2366 & eda added the following comments: This persen looks fantastic! Grear overall qualifications!

Personal Email Lists and Elinking
You can set up your own personal email list to use for elinking information on candidates (for example, you would like several
people in your department or college to review a final list of applicants.) Elink recipients do not need to be on the search team.

/2 Welcome to Kenexa 2x BrassRing™ - Windows Internet Explorer

% - Iﬂ https: | fstaging. br assring  comfWelcomePages, UserInterf aceelcomeComposite, aspi

J File Edit Yiew Faworites Tools  Help JX ﬁ;canvert - Select

J {} Favorites J {5 2% Kenexa PROD m Human Resources Departm,., & | DRAFTThis form is not wet r... @ | GW Supervisor Guide - Hom... @ | RIT - Ca

2% Welcome o Kenexa Zx BrassRing™

R I T | Reqs 'l Candidates 'l Reports '
. -

Personal e-mail list4& CZRe
Communications *
Admin+ 3

Quick Links

*List name |I‘u'1'3.r Personal List TEST

“e-mail addresses lxzpsn@rit.edu,efcpsn@rit.ed;I
u, gmw2366@rit.edu

[

Fleaze enter one or maore valid e-mail addrezzes. Separate each e-mail addresz with a
comma and avoid placing spaces between them.

* = required field

Save | Clear | Cancel
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e ————— | | [ 52 ) - e o ety Tk - "

RIT | Rews - | Conitates =] Reports -] Adein - URC Mome Logoll Searh B Heln
CZ Requisition and Applicant Mgmt Partal Farassking

F
Rl 1 @

Actions

o e sl | st nnme View st Edit st Defete st
i
My Prrseral List TEST - s’ ]
Fosition Contral b f ]

You can go back to your personal email list to edit it at any time.

i 2 Affairs )]
0 NTID
r s8R Mirandeii, Hicole () ’r""":;‘“‘“' 000090 4 Aug ngneeri  +
i 012 Studies
NTID
O memm Mirandol, Micole () Sr Stalf Asst o000z 1 ;fz"" Shudent +
™
‘Williams, Ging (HRIS peam Human
r suss Manager-Human HRIS Manager 006000 3 2 2012 Resgurce: 4
Rescuirces TEST) TEST
cias
e, Mary (Asst PSTr el WER School of b
i 5 |
©-0x
Candidates in: 5818R : Instructional Faculty Acors ™ | Fiser ™ Daglay * |
Recards |1 |+ 4| of4 Selacted | 4 Results Per Fage 50+
[ Viewed ‘I‘wm ‘m ‘mms'm“ﬂm ‘a:‘
PR v 73 (b} L5 Bl 16Aug2012 N v
|
Enke, |
P Tempecsntion w o i Bramsl  21-Auge012 “|
R TesTo ey ] o i Bteal  22-Awg2012 Bachelors uj‘
R Micanda, Benay B (i} Lo Btamsl 0802012 BACHELORS d

Select the candidates you want to elink—then go to Actions—Send eLink

:/ /staging.brassring.com/ ?resumekey=1145229,1145236,1145237,1 144954&folderid=54 1 7T66&result - Windows Internet Explorer - |EI|5|

“From omw2366@ritedu

To: (system users) List => To: (non-system users)l

Separate multiple users with a comma using no spaces.

To: (e-mail Iisrs)l j View list

My Personal List TEST

. . Paosition Control
Cc: (system users) List == Cc: (non-system users)

Separate multiple users with a comma using no spaces. —

Cc: (e-mail |ists)| j Wiew list |
Bcc: (system users) l— List == Bcc: (non-system users)l

Separate multiple users with 8 comma using no spaces.

Bco: (e-mail Iisl's)l j Wiew list

MNote: Only "Cc" and "Bec” recipients will see the "To" recipients

Include HR status [~

Faculty TestT( : Gateway questionnairs job response - Faculty External/581BR : 22-AUG-2012 ; 1081
Faculty TestTG : Gateway Quastions : 22-AUG-2012 ; 4758722
Pennv Mirando : Candidate Di: ion Form 113BR. Facultv Il - 31-MAY-2013 : 4753272 LI

Forms to view |Faculty TestTG : Faculty Mew Hire EAF §21BR : Instructicnal Faculty : 08-0CT-2012 : 4769728 ﬂ

Select your personal email list in the “TO: (e-mail lists)” dropdown. Complete your selections for the elink
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#31,014495 A0 olderid =541 Thbhresult - Windows Internet Lsplorer

“From [ eE edy
To: (system mn}[ List >> ! Tao: {non-system users)

Separate multiole USErs WIEh & Comma using 1o spaces.

Toi (e-mail lists) [My Personal List TEST =] View list

Cc: [system users) I List »> ez (non- wystem users)

Separate Multiole USANS With & COMME UEIRg 1O SPACES.

coife-maihsts) [ =] Viewlst [

Boc: (system users) i List =5 ! Bee: (non-system users)

Separate multicle users with & Comma using o Spaces.

woc: (e-mail lists) =| Wiew list
Meote: Only “Cc™ and “Boc” reciplents will see the “To" recipients

Include WA status [~

Forms to view [Famin TauTs  Faniy fes s EAR B1RR  imrumanal Famesy | CA.0CT 013 4TERTEA =
Facusmy TawTi - Gatemay qoawionnsine o rasccra » Facuity Eremst 83408 + E1ALG-S012 - 1081 ,_
Facmy TARTS | Satewsy Cudiions - T-AU0-2012 - 4788753
Cancmiaw 1580 1 arsaztz
Parsery Misarss - Cancintate Diigoation Foen 14580 | MAIS Aralpt | 1TAIAY-2012  aTagies b
oy selection detais
Farms lo complete [Ce-sase Cucontien fom j
Canauiate Disoition Withdswal
Famdty Haw Hisn EAF
Faminy Ere s Apposeni Erom
[ —— e —— =|

oy Swlection detais

L R a

Send your elink.

When the recipients click on the links in the email, they will be brought to the eLink screen.

»
Eal .| 2 Welcome ta Kenexa 2x Bras... |ﬁ(eLink x | | J M- - [ pen - Page - Safety - Tools - (@~
R. I .T
[overview ———Tiext resumey v POF resume/ v P Atachments —ha|
Please note that, for security reasons, eLink respond comments will be sent via email to the person who sent the elLink to you. The comments will not be Respond
saved to the candidate record. All emails containing comments related to the applicant should be maintained by the email recipient for records retention
purposes.

Overview

Penny Mirando

1 Test Avenue

Macedon, New York 14502

United States

Heme phone 555-555-5555

Other 585-555-1234

nicolemirando@yahoo.com

Employer Position Start year End year Most recent
RIT Testing ERP Programmer/Analyst 2011 v

Test Org Systems Analyst 2004 2011

I am updating my profile Test Job 2003 2004

Educational institute Area of study Degree Grad year GPA Most recent
SUNY Fredonia Business BACHELORS 2011 .00 v

Aguinas Institute Regents HIGH SCHOOL 1999 4.00

DIPLOMA/GED

Bulk Print Send

Bulk print is used for sending large numbers of candidate resumes, attachments and talent profiles to yourself in a Zip File.

Select the candidates to be included in the bulk print group.
Select Prepare for Bulk Printing from the Actions menu.

The bulk print job will be sent to you directly via a link in an email, so you can review the prepared Zip file and make any edits to
the files listed before sending it to additional search team members.
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=0 X
Candidates in: 420BR : Actions v | Filter = | Display v
Instructional Designer -
Records | 1 - 5 of5 Selected | 2 Results Per B Send eLink
Send Candidate Communication
] Hame - Viewed | Forms | Motes | Candid Email Agency Contact
Create Document
L} kenexa, test B4 -+ Interng
Add Mote
Valentine
=3 4  Add Form
S =7 o Edern
Browse Multiple Candidates
7
Doe. John IS4 [} Exderni  __ ciouse
| Imafake, Carl B4 ™ Extern Print Resume,CV
————— P Prepare for Bulk Printing
O williams. Gina v B4 ™ Extern Export to Excel
Update Status
< i
-

By default, the text in the message recipient box will say:

Security Precaution:

Before forwarding the zip file to other users, please ensure that they have access to view the corresponding attachments,

overview and resume.

Included in the zip file are ALL the candidates' attachments related to ALL requisitions that you have access to.</b>there will be
no text on the elink form. If you want to send instructions or other information to yourself in the eLink, you can enter it in the

Customize recipient message box.

We are still testing this functionality, but please note that this will send all documents and attachments for the applicants on
requisitions that you have a MY relationship. You will not want to send the resulting Zip File without first reviewing the

documents listed.

[

File recipient

“Files to include

*File Name

Customize recipient message

Bulk Print Send Screen Shots

45025,1145000 - Prep

gmw2366@rit.edu

W overview
[ Resume/cv
™ attachments

zip
[File name should not include < = : "/ | 2 = =
and is limited to 150 characters including
spaces. The file extension .zip will
automatically be added to the system.]

=

[Before forwarding the zip file to J
other users, please ensure that

they have access to view the
corresponding attachments, overview |v|

|<b>Security Precaution:</b>

* = required field

Set to default Cancel

a H =9 B« 9% Q& )5 KenexaRecruiterBrassRin., M. — 5 X

- | Message | Developer Adobe PDF @
£ Reply x 5= il v bl e @g
(=4 Reply to All =
Delete Junk | Options | Find Send to

&3 Forward 7 E-mail || < - OneNote

Respond Actions OneMote
From: PrintQueue @kenexa.com Sent: Wed 7/18/2012 1:15 PM
To: Gina Williams
Co
Subject: Kenexa Recruiter BrassRing print file: millerfake419br.zip

WinZip - millerfake419br[1].zip

File Actions Wiew Jobs Options

Help

millerfake419br.zip

This link will be available for one week from today's date only. If
you cannot access the file via the provided link, contact the Help
Desk.

=1olxi

CE20E
Mew
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Qpen Favorites Add Extract Encrypt Wigw Checkout ‘Wizard Wiew Skyle
ame | Type = | Modified | Size | Ratio | Packed | Path
2' llerfake Lisa 1145179 (023 Resume,pdf Adobe Acrobat Document 712012 7:39 AM 107,250 3% 103,...
& | Millerfake Lisa 1145179 (01) Overview, html HTML Document 7Ia/2012 1:14 PM 23,355 T3% 6,271
@Millerfake Lisa 1145179 (03) Attachment - Transcripk For testing.docx  Microsoft Office Word Document 7iaiz012 1:12 PM 10,910 0% 10,910

(AL
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Updating HR (Applicant) Statuses - Also known as Applicant
Dispositioning and Applicant Tracking

As you move your applicants through the various stages of the hiring process, you must continuously update their status in
the system. In addition to the good will that comes from providing applicants with information on their status in the
application process, the information provided through applicant tracking is used for government and internal reporting. We
are required to maintain this information. Timely update of the applicant statuses will also assist YOU in managing large

applicant pools.

WHO CAN UPDATE STATUSES?

Any member of the requisition team can update applicant statuses. It is strongly recommended that only one person on the team be
assigned the status update role.

WHEN SHOULD STATUSES BE UPDATED?

As soon as an applicant is deemed to not meet basic requirements for the posted position, their status should be
changed to a final status of: Application No Longer Being Considered. You can update an applicant status by either
clicking on the status reason next to the candidate’s name, performing an update of multiple applicants at one

time, or by selecting the candidate and then selecting the action called: “Update Status”. If you are moving an
applicant to a final status, the REQUIRED candidate disposition form must be completed. Please see the step by

step instructions in this document.

Please refer to the “Applicant Status Cross Reference Guide” on page 48 to view all the status options. All applicants are
defaulted to the initial status of “Pending Review and Screening” when they apply.

WILL THE APPLICANT KNOW THE SPECIFIC REASON THEY WERE NO LONGER CONSIDERED?

There are no automated notifications sent to applicants from the system when their applicant status is
changed, but there are many communication options available for hiring managers in the system. These
communication options are shown in more detail in the Communications Section of the full user guide.

The applicants will be able to see that their status was updated on their talent gateway account, but they will

never see the reason code on the disposition form. Please see page 5 for the cross reference between what
statuses the search team sees and what the applicant sees.

Screen shot of applicant job submission status on the Talent Gateway

A
Home  Job submission
stans

Job submission status

Check the status of your job submission

If you choose to withdraw your job submission, please send an email to careers@rit.edu and state the specific job opening ('BR™ number) that you wish to withdraw from. Your request will be processed and the
updated job status information will be available at a later time.

17-Jul-2012 400BR HRIS Manager Applicstion Received

Powered by KEneXa

WHEN DO I NEED TO COMPLETE THE DISPOSITION FORM?

Only “final” status updates require a disposition form to be completed. You will not see all statuses at every phase of the
process--you will only see applicable statuses for each phase (for example, you will not see a hire status until after all pre-offer
and offer steps have been completed.)
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The only time you will need to complete the applicant disposition form is when you are moving an applicant to one of the following
statuses:

STAFF:

e  60-Application No Longer Being Considered
e 60-Job Cancelled

e  60-Offer Declined

e 75-Candidate Withdrawal

FACULTY:

e  65-Application No Longer Being Considered
e 65-Job Cancelled

e  65-Offer Declined

e 75-Candidate Withdrawal

UPDATING MULTIPLE APPLICANT STATUSES AT ONE TIME
The Update Same Status feature can be used for updating the HR Status of more than one candidate at a time. When

using Update Same Status, keep the following points in mind:

Update Same Status can be used for rejecting candidates or moving them forward in the hiring process

To reject multiple candidates, they must be starting and ending at the same status AND they must have the same non-
selection reason for the Candidate Disposition Form.

All of the selected candidates will have a recorded copy of their own Candidate Disposition Form on their Talent Record

e  Update Same Status cannot be used when updating applicants on faculty regs to an HR Status that has an interview
attached (interviews will be used for select faculty positions which will pilot and utilize the “Interview Builder” functionality for
the phases of: Screen Application Materials, Phone Interview, Onsite Interview, and Conference Interview). If your search is not
piloting the Interview Builder function, this should not apply to you. If your search is piloting the Interview Builder function,
contact the Office of Faculty Recruitment & Retention to help attach your job’s interviews for each applicable status.

Updating Multiple Applicant Statuses at One Time - Example

Your position is posted with a minimum qualification of a PhD or other Doctoral degree.

Upon opening your candidate results panel, and sorting by the degree column, you decide to “final Disposition” the applicants
who do not meet your minimum degree requirement.

If desired, you can export the information in the grid for review, reporting and printing in Excel by selecting all the candidates
and go to ACTION-Export to Excel (NOTE: All grids are exportable).

Select all of the candidates who do not meet the minimum degree requirement and who are in the same applicant status (in this
case, 01—Pending Review and Screening).

In the candidate results grid, go to ACTIONS—UPDATE STATUS

S=0X
Candidates in: 495BR : Instructional Faculty Actions * | Filter * | Display ~
Records |1 - 26 of 26 Selected 3 Results Per Page 50 v
Send eLink
I~ | Name Viewed ‘ Forms ‘ Candidate ‘ Applicant Stz | Status ‘ Comr %ree ~ | Field of| Send Candidate Communication
Email Agency Contact
01-
;:.;diﬂ 10- Create Document
[ Seinfeld, v B7 Bdernal  Revi ; d  Juk- fig mBa MARKET
Jor arna eview an u Add Note
-emy Screening 2012
(Faculty) 4 Add Form
Wy 01- Browse Multiple Candidates
Pending 10-
Speed Brow:
po s v B7  Edernal  Reviewand Ju- fig mea MARKE] P
i Screening 2012 Open Talent Comparison
Facul
( ) Print Resume/CV
;:l;t;]ii_g 10- Prepare for Bulk Printing
¥ Eg?;?:;o v &7 External Review and Jul- % MBA MARKET ~ Export to Excel
Leorgieboy Screening 2012
(Faculty) Update Status » 35
4



5. A box will pop up prompting you to select a new status. In this case, since we are no longer interested in the applicant, you
would select: 65-Application no longer being considered.

6. Click the box that says: UPDATE and a Candidate Disposition Reason form will appear.

taging.brassring.com/?modeYal=UpdateSame&resumekey =1145025,1145029,1145061 = | [m] | 5'

hittps: fiskaging. brassring. comf?modeVal=pdateSar]

495BR: Instructional Faculty

D lect any candidates that should not be updated.

2 Seinfeld, Jerry
2 Costanza, Georgeieboy

~ Costanza, Georgieboy
Current status 01-Pending Review and Screening (Faculty)

05-Screen Application Materials

O]

65-Application No Longer Being Considered

65-Job Cancelled

e

75-Candidate Withdrawal

Action date [11 7] [oul =] [2012 =] [4]

Notify users working with this candidate [

Update | Update and add next | Undo status | Close Window |

7. Select a reason from the Candidate Disposition Form for the correct category, then click the SAVE box. NOTE: When you are

updating multiple applicants at one time, they must all be receiving the same disposition non-selection reason.

taging.brassring.com,; ?formid =0&formtypeid=1548&privmask=462&resumekey=11450 - | [m) ﬂ

Note: If multiple versions of this form are permitted per candidate, then you are completing the form below for all

selected candidates. If only a single version of this form is permitted per candidate, then you are completing it for
those selected candidates who do not already have this form attached.

eLink blank form

Not Selected after
Application Materials Review

After application materials review—Application incomplete
After application materiale review—Determined ineligible for rehire
Not Selected after Phone After application materials review—Did not meet basic # 'rs Work Experience Req
Interview After application materials review—Did not meet basic discipline areas of emphasis|
After application materiale review—Did not meet basic Education/GPA Reguirement|
After application materials review--Did not meet basic knowledge/skil requirements
Not Selected after Interview After application materials review—Did Not Meet Minimum Legal Age Requirement
N . After application materiale review—Did Not Meet Sponsorship Requirement/not legal
(ensite, search committee, After application materials review--Other applicants had more desirable publication|
After application materials review—Other applicants had more relevant training or g
After application materiale review—Unable to contact applicant/did not respond to r|
Offer Rescinded After application materials review—Unable to work reguired hours or preferred hol

hiring manager)

g Selection detsils

Offer Declined I j
dly Selection detsils

Other Comments or Details @ I

= required field

UNDOING AN APPLICANT STATUS

1. If you accidentally update the applicant to a wrong status, you can return to the update status action and select “UNDO
STATUS” (HR Status Update Box—Advanced Options-Undo Status).
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ADDING OR RE-ACCESSING A CANDIDATE DISPOSITION FORM THROUGH THE
CANDIDATE RESULTS PANEL

S=0X

Candidates in: 495BR : Instructional Faculty

Actions ¥  Filter ¥ | Display ¥

Records 1 - 26 of26 Selected 2 Results Per Page 50 7
r | hame ~ | Viewed | Forms | Candidate | Applicant Sta | Status = Comr ‘ Degree | Eiel
- 65
Application
Costanza 11-Jul-
v
O Neeoraebo E? External gl:ir%gnnger i % MBA MAR
Considered 4
Wer 65-
. Application
Seinfeld 11-Jul-
Seinfeld, v
I T E? External Nu.Longer 2012 % MBA MAR
ey Being
Considered
* 01-
Pending
Cadabra 11-Juk-
Cadabra, o
O e E? External Review and 2012 % Doctorate Mag|
- Screening
(Faculty)
4

Send elink

Send Candidate Communication
Email Agency Contact
Create Document

Add Note

Add Form

Browse Multiple Candidates
Speed Browse

Open Talent Comparison
Print Resume/CV

Prepare for Bulk Printing

Export to Excel

Update Status

If you ever need to go back in and access
the candidate disposition form to complete
(or other candidate forms), you can access
it through the candidate results grid by
clicking on the icon in the forms column
next to the candidate name, or by selecting
the candidate and going to ACTIONS-Add
Form

1. Either click the forms icon, or select ADD-Form from the Actions Menu.

2. The list of available forms will be at the top of the page.
3. Select the form and click ADD FORM

‘€ Multiple Forms List for: Costanza, Georgeieboy - Windows Internet Explorer

X htips: /fstaging brassring comAvelcomePages UserInter face/For meList aspx?resumekey=11450208 folder id=54 1307

eLink Blank Form

Search| |

Select forml - Add Form
Candidate Disposition Form
Sh P of 4 forms
Actions Faculty New Hire EAF
@ Sel Faculty Pre-Offer Approval Form 1 Mext Last
E 0 Faculty Referen.c:e Check Reguest ~ Last N
Gateway Questions ~| Edited By ~
Staff New Hire EAF williams,
Gina (Staff
| Staff New Hfre EAF (SA) . . il e
Staff New Hire EAF-Academic Afffairs and Provost Div Role)
Staff Pre-Offer Approval Form Fiticn

T-ROg-ZUT =

O 23-Apr-2012 4746448

oo ot

Financial Analyst

Gateway Questions

Date Added

04-Oct-2012

08-Aug-2012

23-Apr-2012

Added By

Williams, Gina
(HRIS Manager-
Human
Resources)

Trainerleadl,
Zdemo
(Trainerleadl)

Submission,
Systemn ()

Form .| Edit eLink Delete
Approval >

Pending

4 &
&

4. The forms shown on the candidate forms screen are either forms that the candidate completed through the Talent Gateway, or

forms that were completed for the applicant via your panel. You will only see forms that are related to searches for which you

have access to view (through your “MY” relationship with the requisition).

5. Not all forms are viewable by every user type

NOTE: Some candidate forms are only viewable by the form initiator and recruiters for security purposes (such as in the case of

the New Hire EAF and Pre-Offer Approval Forms.)
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SECTION 7: HIRING YOUR STAFF CANDIDATE

GENERAL HIRE PROCESS STEPS:
Upon completion of the interview process, the hiring manager will select the candidate (the finalist), who best meets the
needs and qualifications of the position.

The hiring manager will update the statuses of all other candidates in applicant pool to properly identify who was/was not
interviewed.

a. Applicants who were not interviewed or were declined based on their qualifications, must be changed to “Applicant
no longer being considered” and have the appropriate reason selected from the disposition form.

b. Candidates will not automatically receive a communication when they are dispositioned. You can communicate
with your candidates by using one of the communication templates in the system.

Pre-Offer Process

To begin the pre-offer approval process, change the applicant status to:

40-Pre-Offer Process (PROVOST/ACAD AFFAIRS/COLLEGES Only) or
40-Pre-Offer Process (Non-Colleges/Non-Provost Division)

The external status shown to the candidate at that point will still show “Interview”.

PRE-OFFER APPROVAL FORMS: COLLEGES AND OTHER DEPARTMENTS WITHIN THE PROVOST DIVISION:

After you change the top applicant's status to 40-Pre-Offer Process (PROVOST/ACAD AFFAIRS/COLLEGES Only), the Staff Pre-
Offer Approval Form (NON-PROVOST/COLLEGE/Acad Affairs) will pop up for you to complete.
You can find diversity (EEO) data on each candidate by viewing the EEO/Veteran’s form on their talent record or viewing
the data in the columns of the Candidate Results Panel on the Applicant Review Portal.
After you complete the form, click the SAVE button--there is no workflow routing on this form. You must PRINT the form.
You can re-access the form to print it from the line next to your candidate’s name in the Candidates frame of the portal

(there should be a forms icon that you can click on to view their forms.)
Multiple Forms List for: Doe, Mrsjanedoe

Candidates in: 647BR : HR Assistant Select form - Add Form | slink Blank
Records |1 |- 11 | of11 Selected Show 25 v | forms Showing 1 to 18 of 18 forms
SE|ECtEd: 0 First Previous 1 Mext L3
Name - Viewed | Forms | P
= Last Edited Date « | Form ID % Form Name 2 Lastt
Doe & £ & Stoft pre-Offer
= 10-Jan-2014 4825538 Approwval Form -
Mrsjanedoe &l 547BR: HR Assistant

wanlli—e

The printed form, along with the printed applicant materials (resume, cover letter, and other related documents) for your top
and two alternate candidates, must be forwarded to your Dean/Dept Head for approval.

Once your Dean/Dept Head approves it, the entire printed packet must be sent to the Human Resources Recruitment Office, 1st
Floor Eastman Building.

YOU WILL BE CONTACTED ONCE THE PRE-OFFER HAS BEEN APPROVED SO THAT YOU MAY MAKE A VERBAL OFFER TO THE

CANDIDATE.
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PRE-OFFER APPROVAL FORMS: NON-COLLEGE/NON-PROVOST DIVISION AREAS:

When you change an applicant’s status to 40-Pre-Offer Process (Non-Colleges/Non-Provost Division), a pre-offer form will pop-
up. The form (for non-colleges/non-provost division) is only required where you are seeking approval for offer terms which
differ from what was agreed upon in the requisition or if your particular business unit requires it.

If you are not in an area where the form is NOT required, you can "x" out of the form and continue to make a verbal offer to the

candidate contingent upon successful background check results. The form for non-academic affairs areas will be routed
electronically for approval to the approvals you select in the approvals section of the form. You may BYPASS approver levels that

do not apply to your specific business unit.

e Fill out the form when it "pops-up" after you have changed your applicant's status to 40-Pre-Offer Process

e  After you have selected your approvers, click the “Save and Send for Approval” button.

e [fatany time you would like to view where in the approval process your form is, you can refresh your forms page and
click on the hyperlinked form name.

e The person(s) designated to receive a notification upon approval will receive an email once the form has been fully
approved.

From: confirmation @brassring.com Sent: Thu7/2/20121:29 PM
To: Gina Williams

Co

Subject: Santa Claus, Staff Pre-Offer Approval Form, 250BR

i

Staff Pre-Offer Approval Form. Santa Claus. 230BR

The approval process for the form has completed.

*Do not respond to this email ok with staff recruitment

SENDING A REMINDER TO A PRE-OFFER FORM APPROVER

Another notification can be sent by the form creator to the next approver by clicking on the button that says “ROUTE TO NEXT
PENDING APPROVER”.

How TO COMPLETE A FORM THAT DOES NOT “Pop-UP”:

Access the form from the candidate results panel by either clicking on the FORMS icon next to the candidate’s name or going to
Actions-Add Form.
FORM SECURITY:

For security purposes, the pre-offer approval form is ONLY visible on the portal to the person who created the form and not to

other members of the requisition team.

STAFF OFFER PROCESS AND BACKGROUND CHECK FORM

1. Once the verbal offer is accepted, you should change the Applicant Status to 40-OFFER EXTENDED

2. Send the candidate the Staff Offer Background Check Request Form email template. All offers are pending the results of
the Staff Background Check Process.

3. Select the COMMUNICATIONS icon in the row next to your candidate’s name
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e Select the communication called “Staff Offer Background Check Request”

eyl e

Send communication

Eemail temalale L Dechne EMAL Aer Commiltee Rev of Docs ¥ @l
Apphc Deching EMAIL ARer Committes Hev of Decs

Applicant Ducles EMAIL After Campes Intoiew

Letter template |4pplcant Dachine EMAIL Ater Committes Phone int
| Appbsc ant Declne EMAIL Alter Doc Rewew
Applicant Doclne EMAIL Request for Renstalemant

Applicant Declne EMALL Stafl inemal Emp

[ Appican Documents EMAIL Unable to be Opened
| Appiicant EMAIL rteriew Confirm & Dwections

[ Appheant EMAIL Posilion Akeady Closed

[ Applicant EMAIL Roquess for documents
¥|Applicant Email Request List Of References

[ Applicam EMAIL Search Process Update-Genenc
: vpo : - SN appiscam EMAIL 15 ba contacisd for intenew : - - '
T4-5ap-2013 [ ] Agams Davalipmart Erogeam Coordeator fgolic Osdle ar ity Appiicant EMAIL Dechne End Of Search sl Tranadaadt, 2dams (Trainacandt) St
Facuity Apglicant EMALL Request Phans ifaniow
Facuity Reference Check Fequest

[Facuity-NFO 2011 Invitation

Intaniaw ut of Town Candidate Logistics EMaL
[rtendew Request Full Day

Staff Apgiicant Intoenal EMAIL Proma - Other Dopt

Staft ﬁ“ﬂl Intgrnal EMAIL Froms - Sams Usi

e  Certain fields on the email communication will autofill from the requisition form using merge fields.

[0 Email tessage

“#rom [razitagn wtu
Subjact ﬁf Joby Offer Background Check Requast Fom

[ 5

1T

A5 3 Tokow-up 1o ou!
t ™

r comversio | am pieased to ofier you B psBon of Al o
ok 1 [Andrea Caner Coibegs Tanscrpt

Piease be advised iha offer
PESUES, of I £rmina background (Reck 3RAKr MoRr veRiche Teconds Chack as
detemined by Homan Resou

the forms secton of Rochester steute of Tecrmougy HUME Fesoultes wed 558 a1 oy Seloction dotads
it sty it par

HTAN REsoutes provides ™ 0 Motice of Righs. e
the Fair Crede Feporing Act” (FCRA) 80 your review al i pmached files
it et ol i

s At 2 ssrbisminner 29

U Cambabe md ey lnasamailin e e i Wl F
Canchiaie daia veriSed, ready 10 send.
T ——

= S ——

e If any fields are missing, you will see a red flag at the bottom of the screen. You will need to correct the
information before-sending the communication.

= Candid, and merge infq i | 1 records contain emors | 1 candidstes selected | 2

Some of the selected candidatgs-dre missing merge fields which may leave important data out of the email you are about to send.

Expand all  Select Name
] General merge fields
o ~ Seinfeld, Jerry |Jmmfem1@mmu

Preview Send Cancel

You can add any additional information to personalize the communication as you desire.
Once all fields are completed, you can click “Preview” to view the communication.
e The sent email will save to the candidate’s record on the Manager Portal in Career Zone
After verified, you can send the email to the candidate.
Once the candidate has completed and returned the background check forms to the Staff Recruitment Office, the Staff
Recruitment HRA will run the background checks and contact you to let you know if your candidate cleared.
Once the background check is cleared, you should create a formal OFFER LETTER to send to the candidate.
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OFFER LETTER TEMPLATES:

External Staff Offer Letter Template
Internal Exempt Offer Letter Template
Internal Non-Exempt Offer Letter Template
Post Doctorate Offer Letter Template

e  Staff Offer Letter Instructions

Once the candidate has formally accepted the offer, you need to change their status to: 50-Candidate Accepted Offer

PROCESSING THE STAFF NEwW HIRE EMPLOYEE ACTION FORM (EAF)

When you are ready to complete the New Hire EAF, you should change the applicant status to either: 50-Prepare Hire EAF or
50-Prepare Hire EAF (Academic Affairs/Provost Division Only)

a. Ifyou are in non-Academic Affairs Divisions, you should complete the regular Staff New Hire EAF which should pop-up.

b. If you are in Academic Affairs, you should complete the Staff new Hire EAF-Academic Affair/Provost Div which

should pop up.

(If the correct form does NOT pop up, click on the FORMS icon in the candidate results grid or go to ACTIONS-Add Form).

swnome [ 21 [ =8
o
T —a——
ks ]
e —

*Current RIT Employee? @ © ne

£ e
Wt Employee Wumber |
Crrent or Farmer Universi ty 10 (il kmown] |
Assigamant Information
All poaition related information (Orgasization, Job Titls, PC mumbar, Varsion, Budget, FTE) must match the spproved requisition. Any
Ailtarances from the spgroved requistion must be approved by yosr IR Sarvices Manager,

“Bequisiticn Rumbar

“Pesition Combination

“PC Wumber

“Organization  Pble Safery

*Cellege Division

“Pesition Tale

“Jobi Category

*Employes FTE

“Pasitson FTE

[mazzs, ol ewcor o7 | Lo

*Separumar Name

 —

o Seiecion deils

“RET Bemelts Cabegory

“Penple Grove | X
Ay Saiminn den
“will amployas supbrviss sthars? 0 N
e

“Will amployen ba s departmant hasd? | =]
oy S doted

rEr = =8

End Date for Tempsrarily Funded Position
(i 07, 55, CC}

ater standard months per year for exemst employees, standard weeks for non- exempt employees and slandard hoses for all.

“Standard owrs por wonk |
Budget and Sslary Informmsticn
*Salary or Mourly Pay Rate [

Budget and Salary Information

“Salary or Haurly Pay Rate

 ——

Enter the G/L Bumbeer in Uhe Tormal of s oo, 5o s s s

*Cost Account Number 1 Percentage

“Cost Accownt Mamber s [
Cost Account Numbar 1 anddnte [ = [ =l =&
Cout Account Numsber 3 Percentage |
Cost Account Mumberz [
Cost Account Number 2 end date | =] |_;||_;|@
Cost Account Number 3 Percentage |
oot Account Mumbers [
Cost Account Number Sanddme | =] [ = =1
Default Account fumber (Grant Funded [
Pasitions Only)
Default Account Number Start Date (Grant = |_v||_-|Q
Funded Bositions Only)
Tha farm crastar ix respansible for selacting the approval chain that is appropriate for their business unit. Missing approvers have the

polential Lo cause the form to be rejected or approval delayed. You may schect the bypass splion for any approval roles that are not used

far your businass wnit.

"Dept Specilic Approver 1 (bypass if not
applic

“Bept Specilic Approver 2 (hypass if mot

*Financial Parines (i applicable)
*Principal Investigator (for grant funded)

“Dwan or VP [ required by
College/ Divisian)

“saalf Hecrutment Ofice

Hetify upon form approval completion

Users selected in resiform

I =
Sy Selection delails

iy Siclection detas

Route for approval based upon the requirements of the university and your business unit. There should be at least TWO
departmental approvers on the EAF. Your HRSM is also a required approval level on the EAF.
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https://www.rit.edu/fa/humanresources/system/files/Non-Exempt_Offer_Letter_Template.docx
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Each approver will receive an email notification that they need to approve. They can enter approval mode by clicking on the
hyperlinked name in the email.

Once the form is fully approved, the role or person indicated to be notified upon approval will receive an email.

If you would like to view where in the approval process your form is, you can refresh your forms page and click on the VIEW

FORM icon and scroll to the bottom of the form.

If anyone in the approval chain is holding up the approval process, you may contact them or their designate. If they are onv

the form on their behalf. Whoever approves the form on their behalf will show as the approver on the form.
taging.brassring.com/ *resumekey=1145095&folderId=532901&listfrom=reqs - Multiple forms - Windows Internet Explore

(Oa H9 0+« 3&)s Flease approve the following form: Staff New Hire EAF - 140BR-Public Safety Officer I: Elaine Benis - Message (HTML) -8Xx
! i
- Message Developer Adobe POF @
& . o
=L % x =t S e T % A, Safe Lists ~ | Y @j & Find gﬂ_‘
[— : A, Safe Lists I }
_‘ﬁ '—._I J Dl; % Related =
Reply Reply Forward | Delete Moveto Create Other Block ] Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ || Sender - Up~ Unread || Wi Select~ OneNote
Respond Actions Junk E-mail ] Options (] Find Onelote
From: gmw2356@rit.edu [ENTERPRISEETRM,BRASSRING.COM] Sent: Mon 7/23/2012 3:30 PM
Ta: Gina Williams
Cc
Subject: Please approve the following form: Staff Mew Hire EAF - 140BR-Public Safety OfficerI: Elaine Benis
. - . <
GinaHM Williams has eLinked a form for vou to approve.
Benis, Elaine

acation,
an email from them or someone acting on their behalf must contact Human Resources about bypassing their approval and approving

=10| x|

Multiple forms list for: Benis, Elaine

Basic Talent Gateway j Add farm elink blank farm
& Selection details
Last action Form ID Form name Last edited by Date added Added by Form View Edit elink Delete
date approval form form form form
23-Jul-2012 4755445 Staff New Hire  Williams, GinaHM () 23-Jul-2012  Williams, GinaHM () pending & J &
EAF-
140BR:Public

Safety Officer I

The form creator is responsible for selecting the approval chain that is appropriate for their business unit. Missing approvers have the

potential to cause the form to be rejected or approval delayed. You may select the bypass option for any approval roles that are not used
for your business unit.

Form Approval

Approval level User Date Sent Status Action Approve/Decline

Date Comments

Dept Specific Approver 1

(bypass if not applic) Williams, Gina 23-Jul-2012 Pending Approve/Decline

Dept Specific Approver 2
; N B

(bypass if not applic) ypass

Director or Department Head Denninger, Christopher

Financial Partner (if applicable) Bypass

Principal Investigator (for grant

funded) Bypass

Sponsored Programs Accounting

By
(for grant funded) ¥pass
Dean or VP (as required by
By
College/Division) ¥psss
Staff Recruitment Office STAFF, RECRUITMENT

Motify upon form approval completion
Users selected in reg/form

Specific system user(s)  hawk, julie

Date added 23-Jul-2012 Williams, GinaHM ()

Route to next pending approver |

-

5. Upon approval, Human Resources will also be notified to enter the data from the EAF into the Oracle system.

| v

This is

not currently integrated with Oracle, so please allow time for the form to be manually processed in the Oracle HR

system.
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6. After the EAF is approved and sent to HR for processing, the HR Recruitment Office will change the candidate to: 90-
Hire (Integrate to HRIS-HR use only)

7. You must disposition all remaining candidates in order for the requisition to be changed from Open to Closed.

VIEW AND SAVE CANDIDATE FORMS IN PDF FORMAT

At the bottom of each saved candidate form, you will now see a button which says “View Image PDF”. You can use this button to

create a PDF image or your form to send to someone or save for your records.

Date added 11-Sep-2012

|Cluse| | View image POF |

~

SECTION 8: HIRING YOUR FACULTY CANDIDATE

Below are the steps in the faculty candidate hiring process.

HR Status Changes Summary:

Step 1: When you are ready to make an offer— Faculty Pre-Offer Approval Form must be completed
and approved BEFORE making any verbal or written

Change applicant status to: 45-Pre-Offer Process .
offer to your candidate.

(the status on the applicant side will still show “interview”) . . . o
If you require assistance with determining an

PRE-OFFER FORM WILL POP UP—COMPLETE THE FORM appropriate offer salary, please contact your HR
AND ROUTE THE PRINTED COPY, WITH ALL SUPPORTING Services Manager.

DOCUMENTATION, TO THE APPROVERS LISTED ON THE
FORM.

Step 2: After Pre-Offer approval form has been approved....
Make a verbal offer and change applicant status to:

45-OFFER EXTENDED

Step 3: Once the candidate has accepted the formal offer, change Once verbal offer is accepted, hiring manager must

their status to: 55-Candidate Accepted Offer send a written offer to the candidate for the
candidate’s signature.

You must create the Faculty Offer Letter by utilizing
the template provided from the Provost’s office each
year to the college dean’s office and liaisons.

Step 4: . The Faculty N Hire EAF f ill .
P When you are ready to complete the New Hire EAF, € Fraculty New Hire orm witl pop up
you should change the applicant status to either: At least two departmental signatures are required on
the EAF.

55-PREPARE HIRE-EAF

Step 5: When the EAF has been fully approved and electronically
sent to the HR department for processing, the candidate
status will be changed to 95-Transfer/Hire (Integrate to
HRIS) by the HR Recruitment Office (staffrec@rit.edu )
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Also refer to this link for Processing Faculty Pre-offers, Offers and Hires:
https://www.rit.edu/fa/humanresources/content/processing-faculty-hires-and-offers

FACULTY PRE-OFFER PROCESS
NOTE: Some candidate forms are only viewable by the form initiator and recruiters for security purposes (such as
in the case of the New Hire EAF and Pre-Offer Approval Forms.)

THESE STEPS SHOULD BE PERFORMED IN THE CAREER ZONE SYSTEM==>T0 BEGIN THE HIRING PROCESS:

e Change the applicant status of your top candidate to 45-Pre-Offer Process. The external status visible to the
candidate will still show “Interview”.

e A Faculty Pre-Offer Approval form will pop up. If the form does not pop-up, you can access it by going to the
candidate results panel for your requisition, selecting your applicant and either clicking on the FORMS icon next
to their name OR going to Actions-Add Form.

e Complete the form with information on your primary candidate and two alternate candidates and ‘Save’.

YOU CAN OBTAIN THE DIVERSITY DATA OF YOUR CANDIDATES BY GOING TO THEIR TALENT RECORD AND
CLICKING ON THE EEO/VETERAN'S FORM OR VIEWING THE DATA IN THE CANDIDATE RESULTS PANEL ON
YOUR APPLICANT REVIEW PORTAL.

e  Print the form (It helps with print formatting to save first).

e Gather the necessary paper documents and route inter-office to the appropriate approvers for your business
unit.

0 FOR SECURITY PURPOSES, THE PRE-OFFER APPROVAL FORM IS ONLY VISIBLE ON THE PORTAL TO THE
PERSON WHO CREATED THE FORM AND NOT TO OTHER MEMBERS OF THE REQUISITION TEAM.

e |If at any time you would like to view your form, you can go to the forms icon for your primary candidate and click
on the hyperlinked form name.

e Route the paper packet to the applicable approvers listed for ‘ink’ signatures. It is best to expedite this by hand
delivering.

e The printed form, along with the printed applicant materials (resume, cover letter, other related documents) for
your top and two alternate candidates, must be forwarded to your Dean/Dept Head for approval.

e Once your Dean/Dept Head approves it, the entire printed packet must be sent to Jennifer Mastrangelo in the
Provost's Office, Eastman Building.

e JENNIFER WILL CONTACT YOU ONCE THE PRE-OFFER HAS BEEN APPROVED.

If assistance is needed with the salary offer amount, please consult your HR Services Manager.

FACULTY OFFER AND HIRE (EAF) PROCESS

1. Once the pre-offer approval form is fully approved, you can THEN make a verbal offer to the candidate and change the
applicant status to: 45-Offer Extended.

2. Once the verbal offer is accepted, you should create the Faculty Offer Letter by utilizing the template provided from the
Provost’s office each year to the college dean’s office and liaisons.

Receive a signed copy of the offer letter.
Once the candidate has formally accepted the offer, change the status of the applicant to 55-Candidate Accepted Offer

When you are ready to complete the New Hire EAF, you should change the applicant status to 55- HIRE EAF. (If the correct form does
NOT pop up when you change the applicant to 55- HIRE EAF, you can click on the FORMS icon in the candidate results grid or go to
ACTIONS-Add Form).
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See copy of Faculty Online EAF Form next page:

g Faculty New: Hire EAF for Doe, John
= _—

*Start Date

Employee Personal Data

“Last Name

“First Name

Middle Initial

“Current RIT Employee?

RIT Employee Number

Current or Former RIT Student?

Current or Former University ID (if known)

Address and Phone Information

Address line 1

Address line 2

City

State

Zip Code

cell Phone

Home Phone

Assignment Information

All position related information (Organization, Job Title, PC number, Version, Budget, FTE) must match the approved re
differences from the approved requisition must be approved by your HR Services Manager.

“Requisition Number

“Position Combination

*PC Number

*Organization

*College/ Division

“Position Title

*Job Category

“Employee FTE

“Position FTE

*Supervisor Name

*RIT Benefits Category

1 =] [sep = 2n12-E|

Doe

[John

[12618
T
444 444 4444

167BR
000503-00-0G : Instructional Faculty
000503

GCCIS - Interactive Games & Media

Golisane College of Computing & Infe Sciences

Instructional Faculty
Instructional Faculty

1

1

Gialus's, lelssa (Hiring W[ List > |
Fultime-Regular -

g Selection detsils

End Date for Temporarily Funded Position

(if 0T, S8, CC)

*People Group

“Will employee supervise others?

*Will employee be a department head?

*Standard Months per year

*Standard Hours per week

“Faculty Rank (Hire)

*Tenure Status (Hire)

Budget and Salary Information

*Salary

== =d
IFaculty Exempt =

£ Selection details

£ No
@ Yes

i Mo

Ja

IAssistﬁnt Professor LI
iy Selection details

IOn Tenure Track | ¥

E Selection details

|es000.00

Enter the G/L Number in the format of . 300000 300000 300 X000 300000

Funding End Date for Grant Funded
Positions Only (term EAF is required when
position ends)

*Cost Account Number 1 Percentage

*Cost Account Number 1

Cost Account Number 1 end date

Cost Account Number 2 Percentage

Cost Account Number 2

Cost Account Number 2 end date

Cost Account Number 3 Percentage

Cost Account Number 3

Cost Account Number 3 end date

Default Account Number

Default Account Number Start Date

r=r=r =@

J100

|D1 £8888.00000.00.00000.00000

rEr = =

r=r=r =d

|
= = =@

6) Route for approval based upon the requirements of the university and your business unit. Each EAF must have at least two
approvals from the department. Levels that are not required by your unit can be bypassed.

7) Once the form is fully approved, the role or person indicated to be notified upon approval will receive an email.

8) If you would like to view where in the approval process your form is, you can refresh your forms page and click on the VIEW FORM
icon.

9) If anyone in the approval chain is holding up the approval process, you may contact them or their designate. If they are on vacation,
an email from them or someone acting on their behalf must contact Human Resources about bypassing their approval and approving
the form on their behalf. Whoever approves the form on their behalf will show as the approver on the form.

10) Another notification can be sent to the next approver by clicking on the button that says “ROUTE TO NEXT PENDING APPROVER”.
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taging.brassring.com/?resumekey=1144975&folderId=533076&listfrom=reqs - Multiple forms - Windows Internet Exp! o ] 4|

@? Multiple forms list for: Doe, John 7 =
Basic Talent Gateway j Add farm eLink blank farm
& Selection details

Last action Form ID Form name Last edited by Date added Added by Form View Edit elink Delete
date approval form form form form
23-Jul-2012 4755446 Faculty MNew Hire Williams, GinaHM () 23-Jul-2012  williams, Pending @ f E

EAF- GinaHM ()

L67BR Instructicnal

Faculty

The form creator is responsible for selecting the approval chain that is appropriate for their business unit. Missing approvers have the
potential to cause the form to be rejected or approval delayed. You may select the bypass option for any approval roles that are not used
for your business unit.

Form Approval
Approve/Decline

A 11 1 u Date Sent Stat Acti
pproval level ser ate Sen atus ion Date

Comments

Dept Specific Approver 1

(bypass if not applic) Williams, Gina 23-Jul-2012 Pending Approve/Decline

Dept Specific Approver 2 .
(bypass if nat applic) Shearer, Kimeley
Director or Department Head Perez-Hardy, Sylvia
Financial Partner (if applicable) Bypass

Principal Investigator (for grant
funded)

Sponsored Programs Accounting
(for grant funded)

Bypass

Bypass

Dean or VP (as required by

S Sears, Andres
College/Division) ears, Andrew

Executive Director of Faculty

Recruitment Baker, M. Renee

Motify upon form approwval completion
Users selected in reg/farm
Specific system user(s)

Date added 23-Jul-2012 Williams, GinaHM ()

| Route to next pending approver | | Cleze |

-

11) Upon approval, Human Resources will also be notified to enter the data from the EAF into the Oracle system. This is not currently
integrated with Oracle, so please allow time for the form to be manually processed in the Oracle HR system.

12) After the EAF is approved and sent to HR for processing, the HR Recruitment Office will change the candidate to: 95-Hire (Integrate to
HRIS-HR use only)

13) You must disposition all remaining candidates in order for the requisition to be changed from Open to Closed.
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SECTION 9: CLOSING OUT YOUR REQUISITION/JOB OPENING

It is extremely important that you final disposition any remaining candidates on your job opening after you have processed

your hire. This is a university AND Government OFCCP requirement and subject to audit.

The recruitment offices will be unable to close your requisition until all of your remaining candidates are dispositioned, so your

job will stay in OPEN (but NOT posted) status until this is done.
OPEN REQS” panel, will let you know if you still have candidates remaining.

The number in the “ACTIVE Candidates” column of your “MY

G- O X

My Dpen Reqs

Display ¥

Records 1 - 20 of20 Results Per Page S0+
™ | Reguisition Murbe | Pasition Title | Forms | Total | Active | D ened | Organizat
- 13ER Sr Staff fsst + 1 1n 16-Apr-2012 g?,",?f;"er e
Controller
I 13%R Sr Staff Asst + 1z 12 -Apr-2012 | Ce
Fublic Safiety Fublic
T 1l40BR Officer 1 + 1z 10 16-Apr-2012 Safely
Test for
Walidating e CIAS
L1} 1420 Tracking Logic + a e 18302 Foatin
Issue
O 143 HRIS &nalyst + s o 17-ppr-2012 :Em:
CIAS
Instructional Schoal of =
I A .

Please email the HR Recruitment office at staffrec@rit.edu once all of your applicants are dispositioned so they can close out

your requisition.
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SECTION 10: APPLICANT STATUS CROSS REFERENCE AND GLOSSARY

FACULTY APPLICANT STATUS CROSS REFERENCE GUIDE

HIRING MANAGER/SEARCH COMMITTEE
INTERNAL NAME

Applicant Masked (EXTERNAL) Name

Form to Pop Up

01-Pending Review and Screening (Faculty)

Application Received

05-Screen Application Materials Screening Form to complete may pop up
25-Phone Interview Interview Form to complete may pop up
25-Conference Interview Interview Form to complete may pop up
35-Onsite Interview Interview Form to complete may pop up
35-Reference Check Interview

45-Credentials Check Interview

45-Pre-Offer Process Interview Faculty Pre-Offer Approval Form
45-Offer Extended Offer

45-Offer Revised Offer Faculty Pre-Offer Approval Form
55-Candidate Accepted Offer Offer

55-Prepare Hire EAF Offer Faculty New Hire EAF

65-Application No Longer Being Considered

Application No Longer Being Considered

65-Job Cancelled

Job Cancelled

65-Offer Declined

Offer Declined

75-Candidate Withdrawal

Candidate Withdrew Application

Candidate Disposition Withdrawal

95- Hire (Integrate to HRIS) HR USE ONLY

Hired

STAFF APPLICANT STATUS CROSS REFERENCE GUIDE

HIRING MANAGER/SEARCH COMMITTEE
SEES

Applicant Masked Name

Form to Pop Up

01-Pending Review and Screening (Staff)

Application Received

10-Screen Application Materials Screening

20-Phone Interview Interview

30-Onsite Interview Interview

40-Reference and Credentials Check Interview

40-Pre-Offer Process Interview Staff Pre-Offer Approval Form
40-Offer Extended Offer

40-Offer Revised Offer Staff Pre-Offer Approval Form
50-Candidate Accepted Offer Offer

50-Prepare Hire EAF Offer Staff New Hire EAF
50-Prepare Hire EAF (Academic Offer

Affairs/Provost Division Only)—Use for all
Academic affairs areas

Academic Affairs/Provost Div Staff New
Hire EAF

60-Application No Longer Being Considered

Application No Longer Being Considered

Candidate Disposition Form

60-Job Cancelled

Job Cancelled

60-Offer Declined

Off Declined

75-Candidate Withdrawal

Candidate Withdrew Application

Candidate Disposition Withdrawal

90-Hire (Integrate to HRIS) HR USE ONLY

Hired
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GLOSSARY (KENEXA 2X BRASSRING REFERENCE)

Auto-filer Feature in which resumes submitted for your jobs are automatically filed to the
req folder associated with that position.
Auto Req ID The unique generated req number, assigned to each req in the system. An

example of an auto req ID is 123BR.

Candidate Type

A term used to define the type of candidate one sees, such as internal (employee)
or external.

elLink A functionality allowing e-mail to be used to streamline the hiring process. The e-
mails directed to search team members contain a link that allows them to review
and provide feedback regarding candidates sent to them by the Hiring Manager or
Recruiter.

Filters Filters let you customize the panels of information that display on the Welcome
Page.

Forms Online versions of forms that are housed in Career Zone

HR Status The term used to identify where in the hiring process/workflow a candidate lies,
such as Phone Interview or Application No Longer Being Considered.

Overview A tab found within the eLink of a candidate directed to Hiring Managers that

displays a candidate’s contact, employment and education information.

PDF Resume/CV

A tab found within the eLink of a candidate directed to Hiring Managers that
displays the PDF version of a candidate’s resume, if the candidate opted to upload
his/her resume when applying for the job. The PDF retains all of the original
formatting of the uploaded resume file.

Req Folder A folder which is automatically created when a requisition is opened to store
candidate resume data.

Req Team A field on the job requisition that identifies the individuals responsible for the day-
to-day recruiting activities involved with filling a job. Req team members have the
ability to view all the details of the requisition, including candidates.

Requisition A requisition, also referred to as a req, is an online form that documents position

information. Requisitions maybe created by Hiring Managers or Recruiters.

Respond (button)

A button found within an eLink that allows the Hiring Manager to provide
feedback to the Recruiter on a specific candidate. The response is directed in real-
time to the sender’s email.

Talent Gateways

Job hosting portals that allow job seekers to search and apply for jobs.

Talent Record

This includes all applicants’/candidates’ information, including his or her resume,
as well as any forms or notes associated with the application/candidate.

Text Resume/CV

A tab found within the eLink of a candidate directed to Hiring Managers that
displays the text version of a candidate’s resume and (if one was included) the
candidate’s cover letter.

User Resource Center
(URC)

A website launched from within Kenexa 2x BrassRing that provides
documentation; information on training, user groups and events; announcements;
and other valuable information about talent management.

Not all functionality shown in the URC is available to users. Delivered functionality
is determined according to the needs of the Organization and how security is
controlled and established. Questions related to available functionality can be
directed to your recruitment offices.
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1)
2)

3)

4)

SECTION 11: CANDIDATE COMMUNICATIONS

The following are important details regarding Communications:

The e-mail templates have been defined by the system administrators and recruiters.

Only individuals with the CZ Requisition and Applicant Mgmt Portal user access will be able to send candidate
communications.

Career Zone forms and links to job details posted to a Talent Gateway can be sent as part of the e-mail templates the
Super User maintains.

E-mail can be sent to up to 200 candidates simultaneously. Each e-mail recipient receives an individual e-mail.

View a candidate’s Correspondence history by clicking the tab marked “Communications” within a Talent Record.
E-mails can be personalized before they are sent.

SENDING AN E-MAIL TEMPLATE

You can easily send e-mail to candidates by selecting an e-mail template. These templates contain embedded
greetings, merge tokens, Talent Gateway job links, forms and attachments for messages you frequently send to
candidates, such as applicant status updates or follow-ups after interviewing.

To send an email:

Select a candidate (or candidates) from the candidate results grid and click Send Candidate Communication via the
Actions menu.

Select the appropriate template from the E-mail template field and click the button marked Go to the right of the

dropdown.

In the Candidate Results Grid, in the column next to your candidate’s name, click on the box next to the candidate’s name and then select
ACTIONS-Send Candidate Communication. More information on communications is contained in the COMMUNICATIONS SECTION OF THIS
MANUAL.

At the top of the screen, click in the E-mail template dropdown box, select the communication and click GO.

2 communications for Williams, Gina

Send ¢

E-mail template

Applic Decline EMAIL After Committee Rev of Docs j

Go

Applicant Decline EMAIL After Campus Interview
Letter template |Applicant Decline EMAIL After Committee Phone Int
Applicant Decline EMAIL After Doc Review

Applicant Decline EMAIL Request for Reinstatement
Applicant Decline EMAIL Staff Internal Emp

Document packet template |Applicant EMAIL Interview Confirm & Directions
Applicant EMAIL to be contacted for interview

Faculty Applicant EMAIL Decline End Of Search |
Faculty Applicant EMAIL Request Phone Interview
Faculty—-NFO 2011 Invitation

Inteniew Out of Town Candidate Logistics EMAIL
Communication History Inteniew Request Full Day

Staff Candidate Offer CBC Request

Staff Offer Background Check Request

Certain fields on the email communication will autofill from the requisition form using merge fields. If any fields are missing, you will see
a red flag at the bottom of the screen.

You will nedgd to correct the information before sending the communication

You can add any additional information to personalize the communication as you desire.

Once all figlds are completed, you can click “Preview” to view the communication.

Some of selected candidates are missing merge Niekds which may leave iImportant data out of the email you are about 1o send.
Select Name

B Bl merign fwkdn

- = Saintld, Jecry [—————r——

Privew ﬂl Cancel

FJih@asl%'%" QMIMg“éggpGgeqhglﬁa%did%agﬁyma%mﬁManager Portal in Career Zone, so take care ﬁomgtgpé.ltsi@formation in

the email that cannot be viewed by the req team




6) The e-mail template appears. Confirm and/or complete the From and Subject lines, as well as the e-mail’s Message
Body text. Use the text editor and spell check options to assist you (the “expanded view” icon will open the
communication in a larger size box.). The email is FULLY CUSTOMIZABLE.

/2 https://trm.brassring.com;, 2q=%5ESnTKER % 2BGMRkqbLKy 52F9L KqoRPUj4qWEnzksYjSDIALNCPIEIEIB3g]2Beq) - Winda —10f x|

fiy Send communication ? =
|. Email Message
*From |gmw2355@m,edu
Subject |RIT Request for Background Check Authorization
ce |
Bcc I
*MESSAGE BODY Link to job(s) on Gateway
HTML Plain taxt Spell Check -
+ | Select a Gatewa b2

Text Editing Area - g v e

Font Name and Size Font style Lists ndenti Alignment

pil MIEEFIFAN =|=] EIEIE]E] .
Please be advised that the verbal offer of employment is contingent on satisfactory = << Add

results of the criminal background check and/or motor vehicle records check as

determined by Human Resources. Upload attachments from local file

(<amMB)

The Pre-Employment/Volunteer Background Check Authorization form can be found on l— 5
the forms section of Rochester Institute of Technology Human Resources web site at g"’wse"'
hitp:/inweb rit edu/humanresources/orms/backgroundcheck pdf. Upload attachments from Talent Rec
Human Resources provides “The Background Check: Notice of Rights Statement Under
the Fair Credit Reporting Act” (FCRA) for your review at: !

hitp:/finweb rit eduw/humanresourcesorms/backgroundcheckrights pdf.

Please print and complete this form as soon as possible and fax it to Human
Resources at 585-475-7170 or scan it to the attention of Lizanne Zamites, Staff
Recruitment Assistant, at [xzpsn@rit.edu. Ifyou have any questions with regards &l Selection det
to the background check, please email Lizanne directly. Uplo
[#RequisitionStd:Hiring Manager#] File pelete
TITLE

[#RequisitionSid-Departments]

Phone Number =

-

&y Expanded view

No attached files

|'- Candidate and merge infermation

4 |

a4 Expanded visw |
Canddate data venfbed, ready 10 send.
Espandall  Select Name
F Guretal marye Rabds.
=3 Viillams, Gina [grrai3tegmn sau
CEEE e T —

8. Select any attachments you may wish to upload and include with your e-mail.

9. Under Candidate and Merge Information, the applicants you selected display. If an email address does not display for a
candidate, de-select the checkbox appearing next to their name.

10. Click Preview if you wish to review your e-mail prior to sending. By clicking the arrow after the Candidate 1 of X > at the top of
the screen, you can view the letter for each candidate.

‘ftrm.brassring.com; *localeid=10338&:clientdt=7-30-201Z - Preview Message - Wi

YWilliams, Gina Candidate of 3 =

As a follow-up to our conversion, | am pleased to offer you the position of Test Staff
Position in ITS Application Development

11. After you have completed reviewing your letters, close out of the preview box and Click Send.
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OTHER TIPS ABOUT COMMUNICATIONS

A candidate’s e-mail address will populate only if one was included on the resume/CV

You know a form is included in the E-mail template if the checkbox “Notify me when this form is submitted” appears
When sending an E-mail template to multiple candidates, each candidate receives an individual e-mail and is not
copied on the others' correspondence.

Should you decide not to use an email template when communicating with the candidate, you may select the Send
Candidate Adhoc Email option from the Actions menu to create your own email.

A copy of the email is stored on the Candidate Talent Record under the Communication Tab.

SECTION 12: REQUISITION APPROVALS IN CAREER ZONE

A user’s guide for approvers is available at:

https://finweb.rit.edu/humanresources/recruitment/manager_resources/approversguide.pdf

THE APPROVAL AND POSTING PROCESS SUMMARY:

e A requisition creator must click the START WORKFLOW button at the bottom of the workflow page to start
the workflow process

Start Workflow

Requisition Number 561BR.

Approver List Insert Additional Approver

Maggelakis, Sophia (Dean
Deanor VP | College of Science-COS Search for a user by name
Dean's Offic)

search for: |

Searchwhat: ™ Firstname I Last name

HRSMS Services M

Frovost | Mastrange
ACCT) (Dir
Officer

Budget
Officer

Insert After |Make 1st approve)s
Provost
fo)
Bontadelli, Charity (Faculty
Faculty bisit

oo Recru\tme:fa_ulzclahst"rhe

Start Workflow

e While areq is out for approval, the req status is Pending

e Each approver in sequence receives an email containing a link where they can review the req details and
APPROVE or DECLINE a req

e Comments are visible to the entire req team and other approvers. Information that should not be seen by
your req team (such as the full salary amount) should not be put into the comments.

e A Declined requisition can be copied and re-submitted for approval by the creator of the req.

e Declined requisitions in this system are maintained in a “declined” folder for the creator. They are not
purged from the system.

e The job status becomes Approved when it has been approved by all approvers in the approval list

e The job status does not change to OPEN until the recruiter posts the requisition to the talent gateway. Once
it is open and posted, the applicants will be able to view the job on the talent gateways.
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INSERTING AN ADDITIONAL APPROVER—SCREEN SHOT

You can enter additional approvers either prior to starting workflow or when you are approver in the workflow

Py ey BB POV R S0 TAGEYP SlpVF - Winnduwes Inber

Start Workflow
it |

Requisition Number S61ER

Approvar List Wisert Additional Approver
Maggelakis, Sophia (Dean [
Deanor yP | College | Search for & user by name
Cean's Ot} ﬁ
Gouger, Tamara (HA Search for: [SaKe aarch |
HRSMS Services Manages-Human
Resnurens) Search whas: ¥ Firstname ¥ Last name

Provost | Mastrangelo, Jennifer (5
Budyet ACCT) (Cwector of Financal
Officer Ciperatians-Asademd)
Monace, Christine (550)
{Assistant Budget Director
VP Finance]

Budget
Officer

Haelner, Jeremy (P tnaert Aftar |Make L5l appivn s

Provast  |Office of the Provast
fal

Bontadel, Charity (Faculty
Recruitment Specislist-The
Walla)

Faculty
Recruiter

ADDING AN FYI APPROVER

An FYIl approver is someone who needs to be notified about the requisition but does not need to approve.

FYI approver notice can only be sent when someone is approving.

In smart approval, before you click the button to approve go the section called: Insert Additional Approver

Insert Additional Approver Comments

I am approving and I added Erica and an FYI
Search for a user by name
i APPROVE
Search for: [CYmMer

Search what: [ Firstname [ Lastname Declining requires posting a reason here. DECLINE

Insert Aftar |Williams, Gina (Hz| |insert

IEri:a Cymearman (HF
Add FYI User . .

Note: Time 7one sunnorted is FST

e Search for the person who you want to send the FYI approval to, highlight their name, click the + sign next to “add fyi
approver”.

e  Once you hit APPROVE, the FYI approval email message will be generated.

6_.. L R ¥4 Wk, ey e s 1] Vo R S0 - 1 Sonarcind Amaig: - bheciage AR ax
‘) Mriage et Ophani Fomat Tad Cretape hdzbe PO - =
DY e o i W@ (8D 3 T Y
[P | P 2 e e Al St S St ot Sonon [ i | 8 wimgotnans
Edphia {0 Wi Tt ]| Tt tptiens | |t

|
| Sl |

L |

Sumgerr, [P W, e ks seed rou an PR e B3 STHER -3 Firascetl eeatral.

beassorg.com]

From: o

Sent: Wednesday, August 08, 2012 11:33 AM

Ta Erica Cymermnan

Subject; Willas, Gin has sent you an FY1 for Req 57988 - S Fnancial Analyst.
Williams, Gina has sent you an FY1 for Req $798R - St Financial Anabyst,

If you experience a problem with the link above, please copy and paste the following link into your browser;
hitps: labsstaging brassring com/Macstroweb default aspxTelink=02 S48 72340774 ] 24072 B S0ANFille 34705

The FYI approver will show up as a “comment” in the comments tab of the smart approvals screen.
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(& SraartApproval - Express Approve | | ] v B - o - page~ safety - Took - @ 7

Approvals & My Profile VL)

Williams, Gina

Express Approve

‘Workflaw Types

Al Worllovs B

Sort Order

RaqlD v

Running workflows

[5798R Sr Financial Analyst =l
Approval Routing view

[Inserted by Wiliams, Gina (Staff

nserteg  Miliams, Gina (HRIS - Recruiter Role]] | am approving and |
romrovey  Manager-tunan v “": 2 8/8/2012 [0 added Erica and an FYI [Sent FY! to
P! Resources) camm Erica Cymerman (HR Analyst Systems,

Reporting and Complj]
Ocasio, Maria (NTID

-~ Employes ™ Notify next
\Admin2 TR 8/8/2012[5 b Approve Dacline
office)

APPROVAL EMAIL—RECEIVED FROM WORKFLOWMANAGER@TRM.BRASSING.COM

Email received from workflowmanager@trm.brassing.com requesting you to approve.

H C N N |_.l @ Requisition 31BR - Imaging/Microscopy Technician requires approval. - Message [HTML)

r e
L, L
| Message I Developer Adaobe PDF

- =X

':1 @ L‘Q x L—E Laﬁ = % &, safe Lists - " @ &3 Find

3 Related -
Reply Reply Forward Delete Move to Create Other Block

£

[ Mot Junk Categorize Follow Mark as Sendto
| to All [| Folder~ Rule Actions~ Il Sender I A Up~ Unread Il l} Select - Il OnelNote |
Respond | Actions ] Junk E-mail G| Options G| Find OneNote |
From: workflowmanager @trm.brassring.com Sent: Tue 7/31/2012 1:41 PM
To: Gina Wiliams
Cc
Subject: Requisition 31BR - Imaging/Microscopy Technician requires approval.

Requisition 31BR. - Imaging/Microscopy Technician requires vour approval.

[CLICK HERE

If wou experience a problem with the link above, please copy and paste the following link into vour browser:
Tttt Tancamtan = mmamn bmnm mcbr e ral (A A frnndt e Pl AV K A2 L CATCANATAALD O TE 1WA 001 220

What you will see when you click on the link to approve:
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mailto:workflowmanager@trm.brassing.com
mailto:workflowmanager@trm.brassing.com

Approvals R My Profile b Admin

Logaut

Eintus Tipe FegiD Job Hame Hiring Manager funding_fyps hrsm approval_group Dads For

Comversions Commerts

n Standard Faculty S516R Instruotional Houtman, Anne [Department Head-C0S o l-f;ﬂl?':'?-ll
Procems  Aag Faouity Setal of Life Scien)

Wiliams, Gina (HRIS
e Manager-Huma: 713012013
Approver amincinlntan R — - T
Fesources)
Maggelakiz, Sophia (Dean
[ DeanarV?  CollegeofSokneeC05  Na
Diean's Offiz)
Gouger, Tamara (HR
HASMS Services Mansger-Human A
Rourcea)
5 ProvestBudger (550 ACCT) (Direotorof

Office Financial Operations-
Academi)
Monacs, Christine (350
Budget Officer [ Amsistant Budget NA

Directar-¥F Finanos)
[+ 1 ’

Insert Additional Approver

Ssarch for & Ussr by nams
Saareh for:

ssarchwhat: I¥ Firstname [¥ Last names

Incart After | Willlams, Gina _'-i'.Ej

e ® o

Wate: Time zone supparted & EST

comments

E APPROVE
Diechining requines pasting & ressan here. DECLINE

The following note appears on the requisition:

IMPORTANT: SALARY AND
BUDGET INFORMATION IN THE
REQUISITION

Due to security considerations over
salary information in the system,
requisition creators and approvers are
asked NOT to enter full salary details
in the req or approval comments if
they do not want req team members
to be able to view the information.
RATHER, they are asked to enter any
information to the approvers about
requisitions that will exceed salary
budget.

If you anticipate making an offer which will exceed position budget, provide your justification as well as
the funding source that will be utilized to permanently cover the difference in intended offer vs.
budgeted salary. (i.e., How are you re-allocating your salary budgets to accommodate this?) Do not list
specific offer salary amount in this field, but rather, indicate source of additional funding.
Explanations and approvals at the requisition stage will facilitate future approvals of offers and

EAF’s.
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VIEWING REQS PENDING APPROVAL

Users on the req team will see all regs pending approval for which they are a Hiring Manager, Requisition Creator or on the Req

Team. If they are an approver of the requisition, they will see a checkmark in the APPROVE column.

R I T [meg <] cantidates -| Roports <] e <]
€Z Requisition and Applicant Mgmt Portal a8
2-ox
Quick Links [ase = Welcome: to the new and improved Career Zone!
Fease note that Apphcants FRIOR TO August |, 2017 must be reviewed and dspostoned n Recrutmant by ngging in to
Candidates = B TNAD I, 80l 3G seiscog RIT Recrutmant Manager,
Formng = my drafis {0) Mew requstons fram Acgust 1, 2012 forwaed, should be Cfeated n ths new system by gong o Regs-Add lew Red.
Ta d's (0)
B w‘_ ¥ you do nat bave the Add Req function and you need to create 3 requastion, please emad staffrec@rt.edu ,
My Regs |~ .
Carese Zone Maguiation and Aot Mangerert se: Quide
- add e
Approved (7}
Canceied (0
S=0X
My Reqs Pending Approval [ Fim~ ooar 7 |
Pendng (9 Records 1 - @ of9 Rasults Par Fage 50
ok thnlis. 5 | Beguisbon | Pusbion Tiis | leat Apwrer | Aporovs | Pustion Co | Orgeewabon | Asticveled | Dals Cregz) Bsouisten | | Meing
RIT Carser Zone —
Career Zore Assislansie Monacs; Borindall,  HouT|
Frie POF Convérmer program b use t create and sand drafts of regs or other decuments -4 [L:';‘:;"'L [ Charity Aan
- e Instructional 70 of 20-Aug- 30-Jul- (Fatulty (e
R Fncuty Lm"“‘ W6 patrematical 3013 pries Recrutmant  Hen
e 0% o Sciences Specialist Schy
" it The wats] | Lfe
My Open Reqs = [ iy =] inance) ]
B
Mecords 1< 3 of3 fesults Per Poge 50 % Tamites, Tamitas, Rin!
Liranne Lizanne [as
T - Benefits (550) (R Humaa -k (550) (HR
I | Bsguton Nunk | Busten T8k Adwe | Totd | DoeQoeng | Qroanizslion | Eoums | O s Specialist Assistant DOLEES Rascurces 201z Amsistant :::
. oy Human Hurman
| 4p408 f_[‘:r"":"”“’ 200002 1 Ty g:l’,“' NTI Finanice and Dudget w Resources) Resources) &:’:
- nstructional 08-Jul- CLA-Somnce, Technoiogy and Carcady, -
N Facuby el a » 2 Foly L Knifine Zamites, | Y
{550) Lizanne
s Vasdting 08-1ul €S Cestter for Imaging {ssa) » [hse
r | sEms 009719 & & ;- : & . senefits [Mansger Human -l (550) (HR
e il e i p | xm Specialst  of Sinff iy Rescurces 0z Assistant- g“:‘
Recruting Hurman b
Hurman Resources) )
1 L
o
T T ke [ [Fnom =
If an approver entered comments, there will be a note that = A
Status Type o Job Name Hiring Manager funding_type hrsm approval_group Date For
says “comments” and the comments will be on the In Standard 56187 Instructional  Houtman,Anne (Department Head- 0U . 2012-07-30
Process Faculty Req Faculty €05 Schoal of Life Scien)

comments tab. Comments will also show any ad hoc

approvers added to the approval workflow.

Approver that YOU or someone else inserted
during the approval process

Original Next approver /

“Printer Friendly version” icon

Box for approval comments (visible to entire

requisition team)
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P Conversions || Comments |

Human Resources)
Mastrangelo, Jennifer

Provost Budget (S50 ACCT) (Director

Officer of Financial
Operations-Academi)

Location/Division
Humber of 1
Opsnings

FLSA Category

Requisition Type
(Select "Addition” if

Exempt
Replacement

Menaco, Christine this s an
Budget Officer (550) (Assistant Budget NA incremental
Director-VP Finance) = position.)
Raquisition Notss
M| D

Pasition Control 006280

received 2012-07-

Role User Hame Status De'::' Instructional Faculty << Bl
Inserted Wiliams, Gina (HRIS Job Code (Position  008280-00-0U Instructional Faculty
Manager-Human 713012013 Earlireritea
Approver comment
Resources) Position Title Instructional Faculty
Mageelakis, Sophia Detailed Job we would like a teacher to provide great
{Dean Collsge of Description education
BTy i Organization COS school of Mathematical Sciences
offic) Raquisition Creator Bontadalli,Charity (Faculty Racruitment
Spacialist-Tha Walls)
Gouger, Tamara (HR Hiring Managar Houtmzn,Anne (Department Head-COS Schocl
HRSMS services Manager-  NA of Life Scian)

Insert Additional Approver Comments

Search for a user by name

Search for:

searchwhat: ¥ Firstname ¥ Lastname

Declining requires posting a reason here.

E APPROVE
DECLINE
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Printer Friendly Version:

Q Smarkapproval - Prink | |

J@' 'E'I@v Page ~ Safety = Tgolsv@v >

Instructional Faculty - S61BR
Approvals

Role Ussr Name status | Deliversd On| Nots

Willizzz, Ginz (BRIS EJ e

znzzer Humzn oA 71302012 gm"*g]ﬁ“'m“l-m
Resourcs) rinerlead
Mzgzelaiis. Sophiz
(Dezn Collage of a
Sciznce-COS Dean's i
Offic)

Gouger, Temers (HR
HRSMS Services Managar-Humen[NA

Insertzd Approvar

[ |DemorVP

Mastrzngalo, Fannifr
Ofices |1550 ACCT) (Directoraf|

- |Provost B Financial Operations- e
| Aczdemi)

Monzco, Christine (330)
(Assistznt Budgst NA
Director-VP Finznce)
Hasfer, Jarzmy (Brovost-
Offica of tha Browost & Sr|NA
VB &)

Bontzdelli, Charity
(Fzculty Recrsitment  [NA
Specialist-The Wallz)

Budget Officar

Fculty Recruiter

Details

lob Coda (Position  006220-00-0U Instructionzl Faculty

Combinztion)
Position Titla Instructionzl Faculty

Detzilad ob we would like 3 teacher to provide great education
Description

Organization COS School ofMathamatical Scisncas

Raguisition Crastor BontsdelliCharity (Faculty Recruitment Spacizlist-The Walls)
Hiring Mznagsr Houtmzn, Anne (Department Heaad-COS School of Lile Scien)
Locztion Division

Number of Openings 1

FLSA Catzgory Exempt

RequisitionTyps  Replacement

{Selact "Addition” if

thisizan

Once you approve or decline the requisition, you will receive this message on your screen:

P 1, rofile ", agmin

Thank you. Your actions have been successfully recorded.

As requisitions are approved, you can see the word APPROVED in the status:

-

Alt
Status Type 1] Job Hame Hiring Manager funding_type hrsm approwval_group Date For
In Standard 541BR Instructional Houtman,Anne (Department Head- 00 started 2012-07-19
Process  Faculty Reg Faculty €05 School of Life Scien) 0z:28

19 02:26

Progress [ Conversions ]F CCIIIIIEH‘S1

received 2012-07-

|_ Instructional Faculty -
i i [+]
“;gge";m’ s“;"‘a Job Code (Position 002057-01-00 Instructional Faculty
an College APPROVED i i
0 Deanorve 71194201 Combination) ’_
Science-CO5 Dean's  comment Position Title Instructional Faculty
Offic) Detailed Job Professor of Finance
Gouger, Tamara (HR. Description
HRSM5 Services Manager- NA 7/30/2013 Organization Saunders COB Management & Marketing
Human Resources) Requisition Creator Eh:mt_al:l,zlli,Charit}.r (Faculty Recruitment
. Specialist-The Walla)
Mastrangelo, ._’EI'II'I]fBF Hiring Manager Houtman,Anne (Department Head-COS School
Prowvost (550 ACCT) (Director of Life Scien)
Budget Officer of Financial Location/Division
Operations-Academi) Number of 1
Monaco, Christine Openings
. (550 (Assistant FLSA Category Exempt
Budget Officer Budget Director-VP If{equisiilzlion T,rp e" . Replacement
- (Select "Addition" if
Finance) this is an
Haefner, Jeremy incremental
N position.)
[t Provost (Provast-Dffice of the NA =
Requisition Notes
[« M Position Control 002057 [+]

Hote: Time zone supported is EST
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How To GET BACK TO THE SMART APPROVAL B0OX

Locate the requisition in the My Reqs Pending Approval panel and click on the requisition number

RIT | mogs | Candicates =| m | ndewan mmmmm“
€2 Requisition and Applicant Mgmt Portal & FRerasshing”
p = ﬂ -ox
Quick Links L3 = Weebcome: 1o the new and improved Career Zonel
Finzse note that Apphcants FRICR TO August 1, 3013 must ba reviewed and dimosmoned n Recrutmant by Doging in to
Eandidiis 3 IL.E0y 3nd seiscrng RIT Manager.
Forms - my drafts {8 Hew reguisions from August 1, 2012 Farwaed, shoud B cfeated i th new system by gong o RicsASE Hew R
Ta éo's (0]
s 1 you do nak bave the Add Req function and you need to create 3 requastion, please emad saffrec@nt.edu
My Regs =
- add rew
Approved (1}
Canceled (1)
Clased (0
Dedined (1) |
Drafts (1}
n:hqls [ My Reqs Pending Approval
1
%](9) Records | - 8 of@ Rasults Fur Fage 50 ¥
i . i e LS = E =2
Career Zore Assislansie | Monacs, gootndall, | HouS
Free PDF Comermer progran be use b croate and sand drafts of regs or other documents -l g;?)"“ €05 Scheal Charity Aan |
Instructional " of W-Auge 30l (Faculty (D
=l LR ey {Assistant 00620 paematenl 3013 3012 Recrutmart | Hen |
e~ Director-WF Sciences Speclist  Sche
1 = The watz)  Ufe
My Open Reqs cacra = | i = Gy = | viance) | |
Bron
Mecords |- 3/of3 Resuls Per Poge 50+ Zxroktes; K Ren
Liranne Lizanne A
- senafits S50 Human 26-1ul- HR
| Basnn wunb | postion tax | m|mn|w*mm |lm‘l| LR R iy ol OIS cources by il
&1 Financal 08=Jul Human ! m
T 4348 Tk 00002 | 012 T Fisevcs and Qudget 4 fResources) Resources)
mstructional 08-Jul- TLA-Science, Technoiogy and Carcacy
C ass Focuty | P72 ao® o Foley @ Kathacice
5 i for Miging (550)
e i ouTI0 £ & g 08 Cottar ] genafits  [Manbger Humsn T
Estnactional a2 Scibnee | ssmea 5 of Staff 001083 R 3
PRecruiting:
‘Human
4 =
|
TP T T Rtk

The requisition will then appear and a “VIEW APPROVALS” box will be at the top of the screen. The smart approval box will
appear.

taging.brassring.com; ?mod ewautoreqautor 1 41512&selectlang=en - Windows Internet Explorer

Selectjob posting peview __||_Pritreq |

How TO VIEW APPROVAL WORKFLOWS THAT YOU ARE PART OF

After you click on the View Approvals Box on your requisition screen, Click on the APPROVALS tab at the top of the smart
approval view

| Approval View Ap als \&Mv Profile xndmin \

Trainerle

Req
Status Type [n] Job Name Hiring Manager funding_type hrsm approwval_group
In Standard 5&61BR  Instructional Houtman,Anne (Department Head- OU =4
Process Faculty Reg Faculty CO5 School of Life Scien) i
3

[ conversions |[ comments |

Progress

Delivere ,:
On

Instructional Faculty

Role User Hame Status

Williams, Gina (HRIS e

Inserted Job Code (Position 006280-00-0U Instructional H
Aop v Manager-Human Ti30/2013 Combination)
Resources) Position Title Instructional Faculty
Maggelakis, Sophia Detailed Job we would like a teacher to pn
(Dean Callege of APPROVED | Description education
[l Dean or VP Science-CO5 Dean's  comment 74307201 Organization COS School of Mathematical

If you go to your APPROVALS tab, you can view any workflows that you are a part of. If you are the NEXT approver, you will
appear in the “Waiting For” column.
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labsstaging.brassring.com, - SmartApproval - Active Workflows - Windows Internet EXplorer

Approvals My Profile \J\Admin \

Trainerle

Active Workflows

Workflows Status For User

IAII Workflows ;I IAII Active ;I IM',.r TEEI-GI:].:I;I Gul

Reqg Print

S & Reg Humber Job Hame Hiring Manager Date Alt For Waiting For
Instructional Houtman,Anne {Department Mnnflcu, Christine {1_-'-50]
o r 561BR Facult Head-CO5 School of Life {Assistant Budget Director-
¥ Scien) VP Finance)

Conment: |

Mote: Time zone supported is EST [+

If it is your turn to approve, you can approve right from this screen by selecting the requisition and clicking the approve button at

the bottom.

CHANGING YOUR OWN APPROVAL NOTIFICATION SETTINGS
By going to your “My Profile” tab, you can change some of your settings. If you prefer NOT to receive elink notifications for

approvals, you can turn it off.

If you prefer not to receive notifications of any approval activity, you can turn it off and select to just receive notifications when

you need to approve.

| approvals A Admin \

My Profile

| eLink Nofification My ARe ez

. ®oon

| \C orF

: Search for a user by name

! Search for

| Standard Progress Notification

: 3 You vill receive notification of ANY Search
| # on activity H .

g posted on your pending regs and offers. Search what: W Firstname P Last name
il s You will only receive notification when an |

OFF offar or raq iz availabla for your raview. |

| Alternate Notifications
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VACATION RULES FOR REQUISITIONS (AKA HOW TO SET AN "ALTERNATE" FOR
SMARTAPPROVAL (SIMILAR TO A VACATION RULE IN ORACLE)

Vacation Rules for Requisition Approvals can be set through the Smart Approval window. The functionality is called “Setting
Alternate Approvers”. Vacation rules in Oracle do not impact vacation rules in Career Zone (Kenexa 2XBrassring).

Person logs into Career Zone and navigates to Reqs > Smart Approval.

Select the My Profile tab and on the right is a Box called My Alternates.

Enter the last name of the person who should be the alternate and hit search.
Select the desired person and click on Add. Then click SAVE.

Please Note the two items below:

e [f the person who sets up an Alternate does not want to receive any notifications and just wants
the Alternate to get the emails, they need to set the option eLink Notification to OFF. If they
leave it as ON, both the original approver and the Alternate will receive an email and either can
approve.

e In order for the Alternate to receive an email, under their Profile, (Reqs-Smart Approval-My
Profile) in the Alternate Notification box, they need to check the box for Receive
Notifications under Alternate Notifications for the person they want to approve on behalf
of. If they do not check this box they will need to manually go into Smart Approval through
2xB and query up the approval (see screen show in next page).

& My Profile | | J M- B - 0 @=h - Page - Safety - Tos- @
(=)

| Approvals My Profile Admin \

Williams, Gina

My Profile
. eLink Notification Ay A6 matss
| on
| F oFF Name
i Zamites, Lizanne ($50) (HR Assistant-Human ,_
g Resources)
i Standard Progress Notification Search for a user by name
| You will receive notification of ANY g -
I on activity ! Search for: IZamltEE
] posted on your pending regs and offers. !
E - = You will only receive notification when an | search what. ¥ Firstname ¥/

=r or req is availzble for your review.

ant-Human Reso

. Alternate Notifications

How To TURN OFF YOUR ALTBERNATE APPROVER FOR SMART APPROVAL (SIMILAR TO A
VACATION RULE IN ORACL

When you no longer wish to have yaUr alternate approving your requisitions, click the REMOVE button next to their name in gray
and white Name box.
Click SAVE.
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TURNING ON SMART APPROVAL NOTIFICATIONS WHEN YOU ARE DESIGNATED AS
SOMEONE’S ALTERNATE.

If you want to receive email notifications when you are someone’s alternate, you must click the box next to their name in the

“Alternate Notifications” area.
/ |ti-8-08

Approvals LT Admin
Logout

williams, GinaHM

My Profile

My Alternates

E eLink Notification

| & on

E c OFF
Search for a user by name

Search for:

! Standard Progress Notification :
You will receive natifightion of ANY activity

| on

g posted on your pendfng regs and offers. |

g H Search what: M Firstname [ Last name
e You will anly receivefnatification when an |

i LAF offer or req is availdble for your review. |

Alternate Notifications
Bl name Receive Notifications [l Il
| Willisms, Gins (Staff - g
! Recruiter Role) g

_________________________________________________________
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RE-SENDING AN APPROVAL NOTIFICATION FOR A CANDIDATE FORM

If you need to re-send an email reminder to an approver for a candidate form, you can do the following:

1. Locate your candidate, then click on the forms icon next to their name
2. Click on the name of the pending form
3. Click on the button that says “Route to Next Pending Approver”

/2 Staff New Hire EAF-Academic Afffairs and Provost Div - 598BR : Sr Gtaff Asst for Hadalam, Mary - Windows Internel Explorer _|ol x|
2% https: |jstaging. brassting.com|jetstream 500 /presentation| Templatef&5P - andidat efFarms iewForm asp?smode=viewiwhere=togdoiformid=477051 4aresumekey=1145 1 B6disgq=noile
Cost Account Number 3 end date =
Default Account Number (Grant Funded
Positions Only)
Default Account Number Start Date (Grant
Funded Positions Only)
The form creator is responsible for selecting the approval chain that is appropriate forftheir business unit. Missing approvers have the
potential to cause the form to be rejected or approval delayed. You may select the bypass option for any approval roles that are not used
for your business unit.
Form Approval
Approval level User Date Sent Status Action ngeruvefneclme Comments
Dept Specific Approver 1
S M 27-Nov-2012 A d 27-Nov-2012
(bypass if not applic) e Mary oV PRrove o
Dept Specific Approver 2
B
(bypass if not applic) vpass
HRSM Carcaci, Katherine 27-Nov-2012 Pending Approve/Decling
Director or Department Head Wwilliams, Gina
Financial Partner (if required for Williams, GinaHM2
your dpt)
Principal Investigator (for grant
B
funded) vpass
Sponsored Programs Accounting
B
(for grant funded) vpass
Dean or VP (as required by
B
College/Division) ypass
Staff Recruitment HRA Zamites, Lizanne (350)
Staff Recruitment Office Carcaci, Katherine
Notify upon form approval completioy
Users selected in req/for
Specific system user(g
Date added 27-Nov-2012 Williams, Gina (HRIS Manager-Human Resources)
Route to next pending approver ‘ View image POF =
Done T 6 mtemnet h v [ miom -

VACATION RULES FOR CANDIDATE FORMS (EAF AND PRE-OFFER APPROVAL)

IMPORTANT: There is currently no Alternate Approver or “Vacation Rule” functionality available for Candidate forms. If you
will be unavailable to approve candidate forms for a period of time, please send an email to the HR Recruitment Office at
staffrec@rit.edu to let them know who will be able to approve forms on your behalf.

We are working with Kenexa 2X BrassRing for a solution around form alternate approvers and will update these procedures as
soon as a solution is obtained.
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