HRIS: Recruitment navigation
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This course should follow your reading of the 'NAV1 Accessing and
Navigating CoreHR' guide. The topics covered are as follows:

e Recruitment Dashboard overview

e Vacancies
* Applicants

* Remaining tabs: Interviews, Download Centre, Toolbox and Applicant Detall



Recruitment Dashboard overview

Access

Once logged in to CoreHR
select Recruitment Dashboard
from the corehrlogo:
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Employee Dashboard Recruitment Dashboard

This will open the Recruitment Dashboard
as shown here:

Quirk jump e
L+ wvacandies
Staff
Requests Search forID, Tide, or Sratus QW

2 Senior Research

HR Assistant Caonference and

Postdectoral

Vacancies D 144380 & O 0144633 M 0 D 144637 M 0 D 744653 4 0
smarss Crivled Ry Post M. sraris Crealed By Past M. staris Acuerlised srarns Cresatedd By Post M.
m Start Date 20 Dec 2013 Start Date 19 Dec 2079 StarcDate 19 Dec 2019 Sart Date 19 Dec 2019
Posldoctoral Unceigradusle Pusldocloral HR Apprentice
Down|paa = [
CELS D 144580 & 0 D 144542 &0 i 141518 & 0 D 144453 & 0
Status Advertsad Status  Acwertised Status Acvertised status Creatzd Oy Fost M.
‘R" s@rpate 13 Dec 2019 startpare 12 Dec 2019 startDare 10 Dec 2019 sizrpate 06 Dec 2019
3
Applicant
Detail Page 1 of8 Y N C Displaying 1 8 of 62

Staff Requests tab

For those with access to raise staff
requests, you will be able to raise these
from the Staff Reqguest tab on your
Recruitment Dashboard. ‘
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Requests

FEIStaff Requests

Launch Staff Requests




Interviews tab

This tab allows you to see interviews scheduled, where you are to be a panel member. It can display
those interviews for the next five days or all scheduled.

By selecting each scheduled interview, you can see details of the relevant vacancy, and the
applicant information for those invited to interview. If you do not have access to the CoreHR
Recruitment portal, and are not invited to attend an interview as a panel member, then this
screen will be blank.
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Download Centre tab

Currently not in use.
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Remaining tabs _}@

There are two more tabs on the dashboard:
Toolbox

»  Toolbox will be used by the HRIS Support Centre only but visible to

other users. J
(+]

Applicant

*  Applicant Detail allows you to search for a specific applicant Detall

regardless of the vacancy they are associated with.
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Vacancies tab

The Vacancies tab is where Recruitment Administrators will manage the vacancy,
applicants and interviews. It is also where Read-Only users can view the details of
vacancies. The labelled image below provides an overview of the Vacancies tab.
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1. Vacancies

On this tab you will be able to search for your vacancies, add a vacancy manually and

see recent applicant activity.

2. Add vacancy

You can manually add a vacancy
using this function.

Create New Vacancy

Displaying 1 - 8 of 62

1. Enter Vacancy Name

2 Enter Depamtment

3. Enter Open Dates

Create Vacancy
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3. Search box

Enter the vacancy ID, title or status to help you narrow down your search so that you can find
the vacancy you're looking for. Each vacancy has its own unique number in the system.

4. Filter

Several filter options are available to help you narrow down your search for a
particular vacancy or a set of vacancies based on the filter chosen.

5. Vacancy

Each tile represents a vacancy, titled using the job title. Hover over the job title to see
the title in full. Also shown is the vacancy ID, the vacancy status, number of applicants
and the vacancy start date. A selected vacancy turns a darker shade of blue.
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In order to edit your vacancy or manage your o 141545 a7
applicants you will need to select the relevant action

from the Actions menu. status Shortlisting

Start Date 27 Jun 2019

— (& Edit Vacancy

X View Applicants
& Vacancy Overview

B Assessment Overview

7. Page navigation
Use the arrows here to navigate through the pages of vacancies.

You can also manually type in a page number and press the return key on your keyboard
for quick navigation to a particular page.

There is also a refresh icon. The Displaying 1-8 of 190 shows the number of
vacancies in view per page and the total number of vacancies based on your security
access.

8. Recent applicant activity

This displays activity from applicants over the last week.



Actions button

ID 141545 w7

status Shortlisting

Once you have navigated Start Date 27 Jun 2019
to Vacancies and found your vacancy

. . Actions
you will need to take action.

— [ Edit Vacancy
L View Applicants

M. Vacancy Overview

B Assessment Overview
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e View Applicants

Here you can see all of your
applicants. You can:

* view their applications and

- > ow) = attached documents;
: ™) = * generate shortlisting packs;
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* update applicant status and
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Vacancy Overview

This function provides you with an overview of the vacancy. It is a snapshot of the vacancy
ID, status, a summary of recent applicant activity (last 8 days), and comments. You can also
see a graphic that explains, based on the example in the image below, that seven applicants
applied. Of those seven, four were then shortlisted and the other three were rejected.
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Assessment Overview

This is an area of the system currently not in use.

If we were recording our scores for each applicant within CoreHR this would provide an
overview of those.



Viewing the details of the vacancy

Once you have located your vacancy and selected Edit Vacancy from Actions, the vacancy details will
open in a new window.

Here you can review key information related to the vacancy, review the application questions and
advert text, also read the attached job description.
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Vacancy Details - 2

This menu option provides you
with the hierarchy of the role,
eg the department the

Vacancy Details: Area Coordinator, Advanced Mathematics Support Programme - 141545

— Vacancy Detalls - Maths, Physical & Life Sciences ~ o . .

vy o1 S . position will be in, the pay

i b scale, and the vacancy type.

Current Questions

+ Vacancy Profile

PS— Org Unit & Locaton You will also find other details
Mathematcal Instiwute, Ancrew Wiles Bullding, Radcliffe Observatory, Woocstock Read, Oxferd .

- b e e B used in the advert, such as the
Grade & Salary

+ Costs and Advertising

location, grade and salary

Grade 7: [32,236- (39,609 p.a. (prorata)

+ Schedules .
R published, the contact name
Recruitment Administrator and deta”s for the Staff
emad Prone member managing the
vacandas@maths.ox.ac.uk 01865 273518 .
campaign.

Staff Request

There is also a button to view
the Staff Request for
— — reference.




Current Questions

Vacancy Delails: Area Coondinaton, Advanced Mathemalics Supporl Programne - 141545

This captures the questions

. 3 . — Vacancy Detalls i A
asked in the application form. ..o | Current Questions
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appointments).

Please note there are two buttons not in use (Killer Question and Add Question). It may
seem as though you can edit a question but the system will not save your amendments.
This restriction is to ensure consistent questions are asked across the University.

Vacancy Profile - Advert Text

The advert text can be added here. There is a Preview button to see how the text would
appear in the live advert.
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Vacancy Profile - Documents

Vacancy Details: Area Coordinator, Advanced Mathematics Support Programme - 141545

| Vacancy Detalls

The attached Job description SRR L
can be found in Documents AT P

Dacument Name Time Uploaded

un d er VE)’C&/?C)/ P/’Of//é’. ;:I:L::MWS 41545 ob Descrpton e Coordirator AVSF] (2/u2019- 1055 |
Cocuments | @ Edit Opticns
H + Interview Panel [ View Document
A double click on the % Delee
. + Events vt Text
document name or selecting © Cons Aoy = T
View Document under the + Schedules

three dots will open the job
description in a separate
browser window.

Page 1 ol Displaying 1-10f1

Vacancy Profile - Comments

Comments can also be found here, this is a free-text box that can be used to capture
additional information in relation to the vacancy. Information can be added at any time.

Vacancy Details: Area Coordinator, Advanced Mathematics Support Programme - 141545

+ Vacancy Detalls A~
Comments

— Vacancy Profile

Mdverl Text

Comments | Bl

Locuments el rsaieed SLalT Begqassl
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+ Costs and Advertising
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@& Preview | B3 Split Mode

V
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Other Vacancy Detail menu options

As well as Vacancy Details and Vacancy Profile there are 4 more menu options. See below to

learn more about these menu options and when they are used.

Vacancy Details: Area Coordinator, Advanced Mathematics Support Programme - 141545 [3¢]

+ Vacancy Detalls

Selecting Interview
Panelin the menubar |
will show you the P —
added panel members |+ ewens
and their basic details |« comamanamersmg -
such as interviewer b

type and contact
information. This is
also the screen to use
to add panel members.

+ Wacancy Profile Interview Panel

=]+

Under £Events you can review the completed Vacancy Eventsincluding date completed and any
comments. These are the actions or steps taken by the Recruitment Administrator in relation to
the recruitment campaign. Applicant Eventsis used by a Recruitment Administrator to cascade

appropriate tasks to the successful applicant's details in order to tick off completed recruitment

tasks.
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Costs and Advertising - Costs is where you record costs incurred during the run of the

recruitment campaign. Advertising is used to record where you have advertised the role, the
period it was advertised there and the associated cost.

Vacancy Detalls: Area Coordinator, Advanced Mathematics Suppornt Programme - 141545

+ Vacancy Detalls

+ Varancy Profile o G

+ Irterview Panel

Description Name Dare Range Cost  Posting Date Notinuse...
+ Events
g o1juizois
Costs and Advertising INTCRNET JOD BOA.. 77 - ADVIR . to B ojui-19
BA 15jul2010
Cosls
Adveartising
I Schedules

Under Schedules you can view the scheduled interviews, and under Applicants you can see
how many applicants have been invited to interview and what time their interview will be.

Vacancy Details: Area Coordinator, Advanced Mathematics Support Programme - 141545

— Varanry Netals

~ Vacancy Profile + Add

~ Interview Panel

= Bvents

8 3ol s
= APRICNT SEsgned Edit and Assign
lan @ office building 1 d Assign

@ Starts ar 0900

= Costs and Advertising

- Schedules

Schedules |

Applicants

Page 1 of 1 = Displaying1 -1 of 1
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Applicants

Viewing applicants

Area Coordinator,

D 141545 & 7
From the Actions menu select View Applicants status  Shortlisting
to see a list of all applicants who have applied Start Date 27 Jun 2019

and their completed applications. m

— [& Edit Vacancy

A Vview Applicants

A Vacancy Overview

B Assessment Overview

Area Coordinator, Advanced Mathematics Supgort Programme - 141545

# Edit Status

© Add Comment
. ©® Schedule Video Interview
Q View Details
Application Detail
' B4 History
&2 T P &8 View Hire Card
. & UNITED KINGDOM

B Assessment History

—— B8 Offer Details
R B

O T ~—~
r C?L\
Y o Y
Page 1 of2 ) » &l @ Displaying 1-50f 7
p—
01 (001 ]-10r—
e — . —

1. Applicant search and filter prES—

You can search for an applicant with: . =y
-part or all of applicant name
-part or all of the applicant ID
-applicant status

You can also use a filter, see image on the right.
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2. Applicant ID

Each applicant is given a unique ID number when they register to apply. Each is 7 characters long
starting with an A.

3. Applicant name

The applicant's first and last name appears here. Due to certain functionality the University is not
using the information below the name is not relevant.

4. Applicant status

You can see the status of each applicant in this column and also any comments associated with
that applicant.

5. Applicant overview — not in use

6. Assessment score — not in use

7. Applicant menu

Eelecting the three dots opens a menu window. Below is a list of the functions you can do from
ere:

* change an individual applicant status through Edit Status
* Add Comment

» View Details allows you to manage an applicant's personal details such as their personal
contact information

» see their completed application form in another browser window via Application Detail
* History shows their progress throughout the recruitment process

« view any offers made via Offer Details

Schedule Video Interview, View Hire Card, View and Assessment History are not in use.
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Page navigation

Similar to the page function on the Vacancies screen, here you can see how many pages the
total list of applicants is displayed across.

You can refresh, navigate by the arrows, and enter a specific page number.

On the left side is a total of number of applicants and how many are being displayed.

Correspondence generation

By clicking on the email icon you can generate
documents or emails to send to applicants.

Examples of the correspondence are: E I J
~ B Generate Document

= Generate Email
- [ |

Shortlisting form

Invites to interview

Rejections

Forms eg University Card

Bulk update

Appicant Statrs Bulk Update

In the system Recruitment Administrators
can update a number of applicant statuses in
bulk.

Eg you have 12 applicants who have all
been rejected post shortlisting, you can
update their status to Rejected After
Shortlisting.
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Generate applications

A Recruitment Administrator can filter by
Applicant Status and then generate PDF
documents which include the application
and attached documents per applicant.

These can then be merged into a single PDF.

View comparison — this is not in use.

Applicant menu

In the View Applicants screen, clicking the three dots at the end of each applicant row will
open the Applicant menu. You can select the following options:

Edit Status - change the status of that applicant only

# Edit Status
| © Add Comment
® Schedule Video Interview
Q View Details
B Application Detail
B3 History
88 View Hire Card
Ed Assessment History
@ Offer Details

* Add Comment - capture additional information about that
applicant

» View Details - manage an applicant's personal details
such as their personal contact information

» Application Detail - view that applicant's completed
application form in another browser window

* History - a visual showing each status the individual
applicant reached in the selection process

» Offer Details - view the offer made to that applicant for that
vacancy
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View Details from Applicant menu

Selecting View Details from the Applicant menu will open a new screen called Applicant Details.
This is where you will find information specifically about that applicant.

Applicant Details [
AA % On File Since July 3, 2019
Last Application - 141545
E AT"“_T [_)el‘la’"s | Applicant Details ~ ) )
et Applicant Details allows
:*13 \ Sent Applicant No Personnel No you tO See a nd edlt an
Events Trtle 1 ! 1
e — : applicant's personal details,
i Forename eg home address and other
contact information.
Surname Known As
Middie Name Applicant Type
EXTERNAL
NI Number
Country * [0 Linkedin
Address Line 1 . Phone No v
Applicant Details
AA % On File Since July 3, 2019

[® Last Application - 141545

— Applicant Detalls =
Vacancy Detail

Applicant Details

‘ Vacancy Detail | Vacancy All - Add to Vacancy

Vacancy Detail shows Emais Sent L SR
A . Referees (;)—1:4 dinator, Advanced Mathematics > @S—l ade - Persanne a u
the details of this Evenrs

Documents
vacancy and other
vacancies the
applicant has applied

for.




Referees contains information about the referees, their contact details, whether they can be

contacted and the option to contact them through letter or email.

Applicant Details

Applicant Detalls
Applicant Details
Vacancy Detail

Emails Sent

Referees

Vacancy

IRe‘el'ees

I 141545

Events

Documents

ﬁ Vacancy

141545

P Vacancy

All

& Heterence

A Reference

Assitant education officer

&

Assitant educarion officer

®

E + Add Referee

Uncontactable
B Permission to Contact

Contactable
B Permission to Contact

D

Q View Referee
(£ Edit Referee

X Delete Referee

Documents is where you will find any documents that have been manually uploaded by the
Recruitment Administrator.

Applicant Details

- Applicant Detalls
Applicant Details
Vacancy Detail
Emails Sent
Referees

Events

Documents

Vacancy

All

Document Name

Documents

Vacancy Reference

Status

-

No data to display

Application

@y On File Since July 3, 2019
[ Last Application - 141545

& Upload Document

Time Uploaded
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Remaining tabs: Interviews, Download Centre, Toolbox and Applicant
Detail

Interviews
You will only see details here if you have been invited onto an interview panel and scheduled to

attend an interview. Interviews are created and scheduled elsewhere in the system in Vacancy
Details.

b R
‘ Interviews
Staff L

Requests

2 L Interviews Next 5 Days Title Of The Interview

@ Location Of The Interview: Com.. [ 30t

Vacancies

= ¢ 7 ol e

Interviews

O

Download
Centre

®

Toolbox

2

Applicant
Detail

Interviews lists the interviews you have scheduled. You can see which applicants have been
invited to the interview, the interview details and there is a link (top line three dots) to view
the vacancy information or export the schedule.

Using the three dots adjacent to each applicant will allow you to see more information
relating to that applicant, such as their personal details or their completed application form.

Interview Panelshows you tiles of all the vacancies where you are listed as a panel member.
It is very similar to the information displayed when you select Vacancies tab from the main
dashboard. Each tile represents a vacancy and you have an Actions button to select View
Applicants, Vacancy Details or Edit Vacancy status.
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Download Centre — currently not in use

The Download Centre is where all generated correspondence and the downloading of forms will
appear. You will receive a notification once a document is available to download.

1*' & Download Centre
Staff
Reqt:esu -
8 File Name Date Created Created by
Vacancies VTE TO INTERVIEY o : ) m
Interviews
Download
Centre Repons
Toolbox
&" & Recruitment Toolbox
Staff
Requests
I-&I Staff Requests )
Used by the HRIS Support Centre only. 2
They will have access to more functions Vacancies
than shown below. These functions will
allow them to set-up certain elements or %

make changes that only they have
system access to do.

Interviews
Download
Centre

by

Toolbox
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Applicant Detail

A list of all applicants regardless of vacancy applied for. It is updated periodically so it may not
contain all applicants who have recently applied for a position. It is strongly advised that you
locate information on an applicant through the relevant vacancy instead of using this tab.

If you do use this tab, you can search for an applicant using their name or the title of the available
role.

Staff
Requests

2 211255 # wuicnaanes 291243 &

Vacancies
i S &

’ Applications

+ Add Applicant

Interviews Years Experience
Q 82 =
Download &
Centre @ Filter(s) : please select.. . Q E
* ¢ Industry Q B =
Toolbox
+ Job Title Q a -
5 A
Applicant * Qualification

Detail Q @ @
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Please note: Read-Only users must use the system to view data only, and are not permitted to
edit any information. Most of the system areas are accessible in read-only mode for these users.
Due to some of the system settings, some areas cannot be locked down and therefore are editable:

Schedules- adding a new interview schedule for that vacancy

The Schedule | Assign Applicants  Time Slat Assign Interviewer
@ Titke Interview 1
Veniue Company Office, Street, Town, Postcode
Startus Of '. ted To Interview 1 X w | Assign By
Round Applicant Successfully Hired i Schedule =

Applied
Applied Late

@ Starts on Inwalid

Ends on Invited To Interiew 1
Duration Inwited To Interiew 2
Lead time of Offer Accepted
Further Offer Made
Infarmation Offer Refused

Preferred Candidate

Rejected - Ext App Int Vacancy

Rejected After Checks W
@ o e e F e
Lunch Time * | far = Minues
ARErnoan Time ~  for =  minutes

Assign Applicants

Schedules- editing an existing interview schedule

Vacancy Details: Area Coordinator, Advanced Mathematics Support Programme - 141545

+ Vacancy Detalls

+ Vacancy Profile

+ Interview Panel

+ Events

8 Test1 B 3 applicants ass d
= applicants assignec Edit and Assign
Jan @ office building 1 =

© Starts at 09-00

+ Costs and Advertising

— Schedules

Schedules |

Applicants
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