Applicant Tracking

How do | approve an action in Recruit?

You will receive an email notification of any action in Recruit which requires your action. All of these actions are collected within
your Inbox, and easily available to you. A limited view of your Inbox is presented on your Home Page, under the color bar.

Click on the title of the action you wish to review and approve from the scroll view of your Inbox in the middle of the page.

Welcome, Matthew P

Hiring Proposals =

Job Postings B Hiring Proposals 2 Position Requests Special Handling Lists

CURRENT STATE DAYS IN CURRENT STATE
Housekeeper | Sr. Officer Approval 3
FM - Housekeeping
Administrative Assistant Sr. Officer Approval 1

Treasurers Office

e Information in your Inbox is organized by tabs into different types of actions: Postings, Hiring Proposals, and Position Re-

quests (job description modifications).

e Remember! If you have more than one user group available on your profile, you may need to change your user group before

you can access and approve an action. You will not need to navigate away from the

page; simply select the appropriate user group from the menu and click the Go arrow. UserGroup:

Applicant Reviewer v

Shortcuts =

e Select the action you want to review/approve and a Summary

of the action will be displayed. Several tabs provide other ’= 1 Hiring Proposal: Rosie Bai (Staff) di
information about the action: ——|  Current Status: Department Head Approval
. I . . Position Type: Staff Created by: Amy Bai
1. History will list all other events related to this action, Department: Admissions Office Owner: Department Head

Applicant: Rosie Bai

including date, time and the name of the user; .
Job Pg®ing: Data Analyst

2. Settings includes information relating to the organiza-
tion structure of the College and should not be changed.

ummary History Settings Reports

3. Any reports available that pertain to this action can & Hiring Details _Edit

be found in the Reports tab.

If the action you wish to approve is a Hiring Proposal, you will note that you can access both the posting information and the

candidate’s application materials via the links under the action title.
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If necessary, Edit the action by clicking the Edit link or, if NOmm—
modifications are necessary, you can either submit it to the next
step in the approval process or return it for changes. The Action
menu at the top right of the page will list all available options,
including Canceling the action, or Saving it for later (Keep work-

ing).

= Hiring Proposal: Rosie Bai Edit
T Uepartment Head Approval

Position Type: Staff
Department: Admissions Office
Applicant: Rosie Bai

Job Posting: Data Analyst

Created by: Amy Bai
Owner: Department Head

Summary History Settings Reports

& Hiring Details _Edit

You have the ability to add an action to a Watch list, located on your home page, where you can easily keep track of its pro-

gress through the approval steps.

{1 Watch List (4 items)

ob Postings (2)  Hiring Proposals (0) | Position Requests (2)

Title Type  Current State State Owner Creator

Staff

Draft
o

ription: Campus Party Planner

Moy Position Amy Bai Amy Bai
P L &

Take Action On Hiring Proposal v

When you move the action to a different status, you have the ability to add this ac-
tion to your Watch List. Check the option at the bottom of the dialogue box marked

“Add this to your watch list?”

When submitting for the next level of approval, you will also have the opportunity

to add

comments to the action separate from edits themselves.

WORKFLOW ACTIONS

Keep working on this Hiring
Proposal

Submit for Sr. Officer Approval
(move to Sr. Officer Approval)

Return (move to Hiring Manager 2
Approval)

Return (move to Hiring Manager 1)

These will be

saved in the Action’s history, and will be added to the notification email sent to the

next person responsible for this action.

\Take Action

to Sr. Officer Approval)

Comments {optional)

4

Submit Cancel

Submit for Sr. Officer Approval (move

Add this hiring proposal to your watch list?
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