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What is UT JOBS?

New Employee Applicant
Tracking System for the
University of Tennessee



What’s Different for
Departments?

Online Requisitions Through IRIS

Approvals Using IRIS Approval
Workflow

Seven-Day Minimum Posting Period for
Exempt and Non-exempt Positions

One Stop for Affirmative Action
Approval

Ability to Manage the Applicant Hiring
Process Online



What’s Different for
Affirmative Action Officers?

Notification when an exempt vacancy
has been approved for listing,
including the Requisition ID number
Ability to view Requisition and
Applicants

Online approval of primary and
alternate interview pools

Reports from one database



RECRUITMENT HOME FACULTY APPLICANTS STAFF APPLICANTS ~ WORKINGATUT  FAQ  Recruiters & Hiring Managers

iy o ~ B -", :
. ; — 4 = i ¢ _.“

- P
aFr TR Q|

Accessing the
Applicant
Tracking System

(ATS)



Accessing the ATS

Access the Applicant Tracking
System (if not from email link)

— https://ut.taleo.net

If you are not logged into the UT
Network, sign into the ATS using
your netid and password.

If you are logged into the UT
Network, you will automatically
be directed to the ATS menu.
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This is the screen you will see if you A
access the ATS directly and are not
logged into the UT Network.

\_ J

Log in using your

5\_{ JSEr oign in netid and password.
To access the application, please sign in. /

Mandatory fields are marked with a red indicator.

Select a language
English ~ [Refiesh|

[ Remember my selection
" Lser Mame

= Password

Forgot your passu\?/

Note: If you are logged into the
UT Network, you will
automatically be directed to the
ATS Main Menu as shown

Kbelow. )

~
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TALEO

Recruiting /TO view requisitions,\
— applicants and
[ Onboarding . .
= approve interview
E Reporting pools, click on
Recruiting.

J

Exit
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Your dashboard will appear as shown
below. A quick and easy way to find

requisitions and applicants is to use the
Quick Search.

John OED Rep1 | ff Home | Resources ™ | SignOut

¥ | Caarrh Candidate Adva
Search Candidate s

earch

® - Recruiting ‘ Tasks  Requstions  Candidates  Offers  Libraries ™

Welcome John OED Repf o[ &[>

Welcome to the Recruiting Center. Communications

¥ Customer Support
Show information for Refresh P
Te report system performance issues
| own v or problems, please contact your

Human Resources Office.
. = = ¥ Recruiting Hel
D Candidates @ Offers o
Need Help? Ciick on the link bedow to
v Tota v Total access our oniine manuals and other
heipful hints. For additional information

There is no data fo display. There is no data fo display. or assistance, please contact your bocal
Human Resources Recruter.
o - - Recruiting Help
|&) Requisitions Lﬂ Tasks
v Tolal v Total
There is no data to display. Tasks assigned tome 0 0
. -
Onboarding
i Tolal
Delayed 7
Post Start Date: 12
Pre Start Date 14

In Progress i
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[ In this example, we will search for a Requisition. ]

To begin your search,
click on the Search
Options button.

ﬁ' Zearch Candidate E
Search for '

* (Candidates
Requisitions

iuaiﬁ

.

Specific candidate

Choose Requisitions from the
drop-down menu.
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In the Search Field, \
enter the Requisition
Number. The
Requisition Number

will be provided to you
in your email
notification.

o /
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Click the magnifying
glass to launch the
Quick Search.
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Quick Search Restlts
ﬁ =
|_|‘ﬁ A W e 1 “ Departnent ‘ D ‘ Recruter ‘ Situs ‘ Stfus Detal Manager Assistart | Hing anager | Enpl
§  Directorof ATS Human 11000000A5 Janice Open Fosted (Ongoing) Denise Jongs Ben Bond Staff. |

The selected requisition will appear in the
Requisitions list. To view the requisition, click on the
requisition title.
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(Fhe General Information
section of the requisition
will appear. Use the scroll

Y r—— bar to view the additional

| Rﬁqm'_\sections of the requisition. }\

v 1. General Information

Director of ATS (11000000A8)

1 outof 1 requisitons

A PR .

Identification
Position Number Number of Openings
50030543 1
Requisition Title Title (by Manager)
Director of ATS Assistant Vice President
Justiication Search Commities Search Scope
New Postion eg Local Search
LDA Indicator Employee SubGroup
No Staff. Exec/Admin

User Group
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Click on the arrows to expand each section.

e

2. Administration

[The additional sections of the requisition are listed below. J

w

w

3. Description (External)

b

4. Description (Internal)

w

. Prescreening

/-Administration describes the budgeting information. \
*Description (External) shows the job description that
appears on the External Career Site.

*Description (Internal) shows the job description that
appears on the Internal Career Site.

*Prescreening shows the prescreening questions
assigned to the requisition.

A /
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Director of ATS (11000000A8)

Q" | MoreActons ¥

1 outof 1 requisitons

A PR .

/

o o

/

v 1. General Information

[dentification

Position Number
50030543
Requisition Title
Director of ATS
Justiication
New Postion
LDA Indicator
No

User Group

Number of Openings

1

Title (by Manager)
Assistant Vice President
Search Commities

eg

Employee SubGroup
Staff. Exec/Admin

/

/After you have
reviewed the
requisition, click
the Up to the
Requisition List
button to return
to the list of

Qequisitions.

~N

/
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Viewing
Candidates
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Viewing Candidates

* Candidates may be viewed at any
step in the process.

* Access ATS as you would to view
requisitions.
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4 N
You may use the same method to access the

candidate list as you used to access the

requisitions.
g J
Quick Search Results
e, =
|_|‘f~ & || e 1 1‘ Department ‘ D ‘ Recruer ‘ Satus ‘ Satus Detal Mansger Assstant | HingManager | Empl
8  Directorof ATS Human 1100000045 Janice Open Posted (Ongaing) Denise Jones Ben Bond Staff. |

To access the candidate list from
the Requisitions list, click the
number next to the requisition
title.
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The list of candidates will be
presented. From this list you can see
where in the process the candidate

stands.
Candidates for job:
Director of ATS (11000000A8)
= é (i Mare Actions ¥ ==
LI‘H@‘ Candidale 21‘*‘0 ‘EI‘ Step 1“ Secton Siatus | Home Phone, Enal ‘ Requtements ‘ fesels ‘ Resdence ‘ .
Candidate Bradley (11308) Search  ToBe Reviewed 865-555-1261 - 0/0 0/0 US=TN=
L
L ,5 Committes jcandidate27 @invalidemal.com Knoxvile
Review
Candidate, Dean (11284) Search To Be Reviewed 865-555-1237 - 0/0 0/0 US>TN>
,5 Committes jcandidate03@invalidemail com Knoxvile
Review
Hodge, Jackson (1 Search Primary Pool for 8655555555 - 0/0 0/0 US=TN=
@ & \ Knowvile
To view a
. ’
candidate’s

profile, click on
the candidate’s
name. .
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The candidate’s

Ho.d:e.Jacksorsppediorot: personal |nf0rmat|0n
Director of ATS (11000000A8) )
will appear. Use the
. Joutof 7 candidates
B L doekimse scroll bar to view all of = L enls
‘Jobsmm,-_\the candidate’s profile.
v 1. Candidal Personal Information m
Candidate Personal Informat
First Name Last Name
Jackson Hodge
Anonymous Submission
No
Internal Candidate
No
Mddress (ine 1)
123 Home Street
City Zip/Postal Code
Knoile 37996
Place of Residence \

To view the candidate’s
resume, click on the
Attachments tab.
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Hodge, Jackson appied forjob:
Director of ATS (11000000A8)

13 ut of 17 candidates

?@,@ More Actions ¥ = .1
Job-speciic Aachments E
File Name Converted File Date Sze  Comments Visible by candidates Type Aftached by
B Resume-Jackson Hodge hp Dec 31, 2011, 34731 AM BTkb Thisflemcludesa  Yes Submission Jackson Hodge
Resume-Jackson TBS%Imefﬂf.nWIch
Hodge.doc basic candidate
information has been
extracted.

To view the attachment, click on the title of the
converted file. NOTE: You may have to allow pop-
ups from ut.taleo.net.
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Hodge, Jackson appied for job:
Director of ATS (11000000A8)

3 outof 7 candidates
Jﬁ[ﬁ More Actions ¥ WA

+ 1. Candidate Personal Information

Candidate Personal Information

-

First Name Last Name /V\/hen f|n|5h€d
Jackson Hodae . .
viewing the

Anonymous Submission

e profile, click the

Internal Candidate

. Up to the
Adress (i 1) Cand[date LISt

123 Home Street

City Zip/Postal Code
o - Qutton. /

Place of Residence
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Approving
Interview Pools



Approving the Interview Pool

* Each candidate goes through a series
of steps and statuses during the hiring
process.

— See Appendix A for Steps and Statuses

* For exempt positions, candidates in
the primary and alternate interview
pools must go through the OED
approval status of the Search
Committee Review step.

* Reports available to view statistics for

entire applicant pool.

— See Appendix B for Instructions or
Running Report.
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Approving the Interview Pool

* Approval of interview pool takes two
actions in the ATS

— First, review the candidates and approve
the pool. To approve the pool, you will
change the status of each person to
“Approved.”

— Second, notify the ATS that the
candidates in the pool that you approved
are ready to be moved forward in the
hiring process. To notify the ATS, you will
move the candidate to the next step in
the hiring process.



Approving the Interview Pool

* Email notification of interview
pool requiring approval
— Within email, link to ATS and
Requisition ID will be provided
 May also access ATS directly to
approve pool by using the
following URL:

— https://ut.taleo.net
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Approving the Interview
Pool

| Human Resources - UT
Director of ATS - Ready for OED Review

~N

Example email
notification.
Open email as
you would
normally.

/
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Approving the Interview
Pool

From: Human Resources - UT [UTHR@invalidemail.com]
Sent: Saturday, December 31, 2011 6:22 PM

To: Hodge, Janice

Subject: Director of ATS - Ready for OED Review

There are candidates ready for OED review and approval. The Requisition information and link to access the
system are isted below. Please contact the Recruiter if vou have any questions. Thank vou

Example Email. R

Requisition Number: 11000000A8 Notice Requisition ID
Job Title: Director of ATS Number and Job

Recruter: Janice Hodge(Recruter) Title.a re given in the
Recruter Ematt JHODGE @ TENNESSEE EDU email. /

Access ATS: hitps:/ut taleo net

Click the link provided to
access the ATS and
approve interview pool.

/
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~N

This is the screen you will see if you
access the ATS via the link in your

email and are not logged into the UT
\Network. y

Log in using your
netid and password.

/

5"\_:%"’

N
D

r Sign In

To access the application, please sign in.

Mandatory fields are marked with a red indicator.

Select a language
English ~ [Refiesh|

[ Remember my selection
" Lser Mame

= Password

Forgot your passu\?/ \

Note: If you are logged into the

UT Network, you will

automatically be directed to the

ATS Main Menu as shown
below.

\_

J
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To view the

TALEO |n.terV|ew poo.l,'
click on Recruiting.

Recruiting L J

E Onboarding

E Reporting

Exit
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Just as you did to originally view the requisition and
candidates, you will once again use the Quick Search from
your dashboard to find the requisition and candidate list.

John OED Repd | i Home | Resources ™ | SignOut

Adva
Sea

earch

1 - Recruiting ‘ Tasks  Requstons  Candidates  Offers  Libraries ™

Welcome John OED Rep1 p[E ]2

Welcome to the Recruiting Center. Communications

) ¥ Customer Support
Show information for Refresh
Te report system performance issues
| own v or problems, please contact your

Human Resources Office

. = = ¥ Recruiting Hel
) Candidates ] offers ke
Need Help? Click on the link below to
v Tota v Totel ACCESS ?uronhne marlua\s a.ind ofher
= heipful hints. For additional information
There is no data to display. There is no data to display. or assistance, please contact your local
Human Resources Recruiter.
L - - Recruiting Help
|E] Requisitions J Tasks
¥ To Y o Tow
There is no data to display. Tasks assigned tome 0 0
. =
Onboarding
14 Total
Delayed 2
Post Start Date 12
Pre Start Date 14

In Progress 21
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To begin your search,
click on the Search
Options button.

MR~ | Search Candidate E
= Search for
* (Candidates

H&quisiti:-m?.\ b
Specific candi:jate\\i“g I &
Choose Requisitions from the
drop-down menu.
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R | 11000000s¢ B[

In the Search Field, \
enter the Requisition
Number. The
Requisition Number

will be provided to you
in your email
notification.

o /
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Click the magnifying
glass to launch the
Quick Search.
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To access the candidate list from
the Requisitions list, click the
number next to the requisition

title. )
Quick Search Results
- -
UM 1 1‘ Deparinert ‘ D ‘ Recrier ‘ Statis ‘ Status Deta Manager Assisant | Hing Manager | Eno

8 Directorof ATS Human 1100000045 Janice Open Posted (Ongaing) Denise Jones Ben Bond Staff. |
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N

lea ‘E‘ Sep H‘ Seecton Satus ‘ Hone Phone, Eni ‘ Requienents

Candidate, Bradley (11308)

Candidate, Dean (11284)

Hodge, Jacksan (12681)

Jones, Paul (11606)

Lt Chicken (10220)

Mouse, Mickey (10801)

Search
& Commites
Review

Search
& Commites
Review
Search
&, Commities
Review
Search
& Commities
Review
Gearch
Committes

o
e

Review

Search
& Commities

To Be Reviewed 865-555-1261 -

jcandidate27 @invalidema.

com

To Be Reviewsd 365-55-1237 -
jcandidatel3@inyzé

Primary Pool for 36555555
QOED Approva

Secondary Pool for
OED Approval 3

Secondary Poolfor  865-555-H
OED Approva testilive.

Primary Poal for
QED Aporoval mickevian

0/0

The entire candidate\
list will appear. Note
that the candidates
will have different
Selection Statuses.
For approval of the
interview pool, you
will be interested in
those in the statuses
of Primary Pool for
OED Approval and
Secondary Pool for
OED Approval.

/
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Ak
[ n
SelectionWor... & D 4
Step AY
NewRecruter Review ()
Search Commities Review (7)
Search Committes Intervew (0)
Hiring Manager Review ()
Hire Manager Interview (0]

Offer (D) '

/To assist you in finding only \
those candidates who need to
be approved for interviews,

you may take advantage of

the filters that are available in

\the Selection Workflow. /

Start first by changing
the Step from All to
Search Committee
Review.
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| n . ﬁnce you are in the Search \

Committee Review step, use the
scroll bar to find either the
Secondary Pool for OED
Approval or Primary Pool for
OED Approval status. Click the
pool you wish to review. In the
following example, we will view

and approve the Primary pool./

Selection Wor... (&0 4

Step Search Committee (@
Review

Status A

Waiting for Response (0)

Secondary Pool for OED Approval (2

Primary Pool for OED Approval (3)

Secondary Pool Approved by OED |

- M1 Ll il

/NOTE: You may only view \
one status at a time, so

the primary pool and
alternate pools will have

to be reviewed and

\approved separately. /
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(I'he entire primary pool list
appears. To review each
candidate, click on the

. ’
Consfor candidate’s name.
Oirector of ATS (11000000A8) /
dBLE GV oekimy ||
u‘ﬁ‘@‘mﬂm 1“* ) Wﬂmu‘mm ‘Assets ‘\nsﬁtutinn ‘anchafstudy ‘Sub.Created,Updated ‘Rf
Hodge, Jacksan (12681) Search  PrimaryPoolfor 010 0/0 -University of Education, Other ~ Dec 3, 2011 - Dec 31, 2011 5 5
5 Conmittee OED Approva Tennessee Kno:
Revizw
Mause, Mickey (10801) Search  PrmaryPoclfor 010 0/0 - Dec 19, 2011 - Dec 31, 2011 U5 3
& Conmite OED Approval
Reviw
Watson, Tom (12624) Search  PrmaryPoclfor — 0/0 0/0 Universtyof  Sportd Fiess  Dec M, 2011 - Dec M, 2011 U5
Commites OED Approva Tennessee,  Administrabion/Manage Jach

&

Review Knaxvile (UTK) ment
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To approve
the entire
pool, click the
Select All
button.

After selecting the entire
pool, select the More
Actions tab.

More Actions ¥ &=

=k

ol
Hodge, Jackson (12681)

1 1‘*‘0‘@‘ e ‘Salecﬁnnstatus ‘Hequrements ‘Assets ‘Insﬁhﬂinn ‘Elranchofstud',t ‘Sun{:reateu,umatau R

Search  Primary Poal for -University of Education, Other ~ Dec 31, 2011 - Dec 31, 2011 3

Mouse, Mickey (10801)

Watson, Tom (12621)

& Comnitee OED Aoprova
Review

00

Search  Primary Pool for
@& Comnitee OED Approval
Review

Search  Prmary Pool for
Committee OED Approva
Review

&

(N

to repeat this p
to approve the
alternate pool.

\_

OTE: You will need

rocess

0/0

Tennessee Kne
- Dec 19, 2011 - Dec 31, 2011 U5 5
Universty of  Sport & Fitness Dec 4, 2011 - Dec: 3, 2011 15
Temnesses,  AdministrationManage Jach

Knaxvile (UTK) ment
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My e

e

r

.

Candidates for job: 4 . . )
o £ ATS (11000000A8 Under More Actions, click on
Irector o ( ) Change Steps/status.
J i_;r' (f, v 9 ? More Acions ¥
J
#" -
VA @ Candtete — e Requienents | Assels
Hodge, Jackson (12681) rimary Pool for 0/0 0/0
v Change Stepistatus,.  'ED Approval
Revert...
Mouse, Mickey (10801) Search  Primary Pool for 0/0 0/0
v & Commitee OED Approval
Review
Watson, Tom (12521) Search  Primary Pool for 0/0 0/0
o Committee OED Approval
V]

— Review
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A x

Current Ste Current Status
Search Commiltee: Review  Primary Poolfor OED Aporoval

\

Using the drop-down list,
change the New Status. In this
example, we will change status
to Primary Pool Approved by
OED. .

Infarmation

NewStp

Search Commitee Review

New Slaus
Primary Pool Approved by OED® ¥

Reaching a status marked wih an astensk

(%) completes the step
Comments
/Click Save and )

Note that this is ) Close to change
last status in the the step and
current step. The status of the
candidates may candidates.
now be moved to

\the next step. /

Save and Conlinue Cancal
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To approve only some
of the pool, you may

check the box next to
the candidate’s name.

J

G‘ter selecting the \
candidates to approve,
click the More Actions
tab and follow the same
steps as you did for the
entire pool. Note: You

Pl

(110000004%)
¢ ! v Moreﬁchns'(

N /6\ Canddet %02 s Sdacﬁunm\

Hodge, Jackson (12661) Search  PrmaryPoolfor — 0/0
(@ Commitiz OED Approval
Review

0

=

Mouse, Mickey (10801) Search  Primary Pool for
@ Conmiti2 OED Approva

Review

Watson, Tom (12521) Search  Primary Pool for
o Commitez OED Approval

Review

010

[=.

can move multiple
candidates at one time
as long as they are being

moved to the same /

status.

Dec 10, 2011 - Dec 34, 2011 U5

Universtyef  Sport& Filness
Tennessee,  Administration/Manage
Knoxvlle (LITK) ment

Dec M, 2011 - Dec 31, 2011 )5
Jacl

(NOTE: You will need

to approve the
alternate pool.

\_

to repeat this process

/
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My e

e

o

Candidates for job:

Director of ATS (11000000A8)

J ﬁ @_ More Actions *

LMm ®|{:an:idate * | A IZI|StE[1‘ Selection Status

Jones, Paul (11606}

M N

To move the candidate(s) to
the next step after
approving the pool, choose
the candidate(s) and click
on the More Actions tab.

- /
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Candidates for job:

Director of ATS (11000000A8)

fJ é ff, More Actions *
Compare... )
I_||:~|®|Carﬂdate I|IEI|S‘te;1‘| Selection Status
Jones, PaL Change Step/status. Search  Secondary Pool
i Revert... & Committee Approved by OED

Review

, )
From the More Actions

menu, choose Change
Step/status.

. J
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8 x

Current Step Current Status
Search Committee Review  Secondary Pool Aporoved by OED
Information
Nensiep £ The next step and status available for
Search Committee ntendew ¥ .
the candidate are pre-populated for
Wew Status
To e Scheduied v you.
Reaching 3 status marked with an
astenizk (*) completes the step
Comments m

To choose the default step and
status, click Save and Close.

Save and Confinue

Cancel
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John OED Rept

] ' Recruiting lb Tosks  Requsions  Candiogles  Offers  Liranies” /

Al

IT- Canidtes for o / .
Directorof ATS (11000000A8) If you approved the entire '\’

Selection Wor._. & D)4 i
Swsamomi 0 8 2L V47 i pool, you will be returned g
i _M@lmse  yxe=w% | to ablank page.
Status Secondary Pool
Alg) [
R m Congratulations! You
Waitng for Respansz (0) have completed the
Secondary Poolfor OED Approval ({ ' s a p p rova I p rocess !
Quick Fitters
 cotises weisng| 10 €Xit the ATS, click on
In seechon process o SI gn OU t
¥ Submissions /
} Radius
|[ } b
Advanced Fiters Dto D outof 0 canddates

When you have completed the approval

process, please notify the search
committee contact.
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Appendix A

Steps and Statuses
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Appendix A:Steps and Statuses -1

Step Status Completed By
New/Recruiter To be Evaluated Default Status
Review

Waiting for Recruiter
Additional Info

Under Recruiter
Consideration

Conduct Pre- Recruiter
screening

Selected* Recruiter
Rejected Recruiter
Has Declined Recruiter

*Indicates candidate may be moved to next step.
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Appendix A:Steps and Statuses -2

Step

Status

Completed By

Search Committee
Review

To be Evaluated

Default Status

Waiting for
Response

Search Committee
Hiring Asst or Mgr

Secondary Pool for
OED Approval

Search Committee
Hiring Asst or Mgr

Primary Pool for
OED Approval

Search Committee
Hiring Asst or Mgr

Secondary Pool
Approved by OED*

Affirmative Action
Officer

Primary Pool
Approved by OED*

Affirmative Action
Officer

Rejected

Search Committee
Hiring Asst or Mgr

Has Declined

Search Committee
Hiring Asst or Mgr

*Indicates candidate may be moved to next step.
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Appendix A:Steps and Statuses -3

Step

Status

Completed By

Hiring Manager
Review

To be Reviewed

Default Status

Waiting for
Additional Info

Hiring Asst or Mgr

Under
Consideration

Hiring Asst or Mgr

Schedule Hiring Asst or Mgr
Interview*
Rejected Hiring Asst or Mgr

Has Declined

Hiring Asst or Mgr

*Indicates candidate may be moved to next step.
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Appendix A:Steps and Statuses - 4

Step Status Completed By
Hire Manager Interviewed Default Status
Interview Scheduled
Waiting for Hiring Asst or Mgr
Response
Under Hiring Asst or Mgr
Consideration
Ready for Hiring Asst or Mgr
Offer/Bkgrnd
Check*
Rejected Hiring Asst or Mgr
Has Declined Hiring Asst or Mgr

*Indicates candidate may be moved to next step.
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Appendix A:Steps and Statuses -5

Step Status Completed By
Offer Offer to be Made Default Status
Rejected Recruiter
Has Declined Recruiter
Draft Recruiter
Canceled Recruiter
Approval in Process | Recruiter
Approval Rejected Recruiter
Approved Recruiter
Extended Recruiter
Rescinded Recruiter
In Negotiation Recruiter
Refused Recruiter
Accepted* Recruiter
Reneged Recruiter

*Indicates candidate may be moved to next step.
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Appendix B

Candidate Pool Report
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Candidate Pool Report

A report showing the candidate
pool statistics can be run
prior to the approval of the
interview pool.
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TALEQO
Recruiting /Access ATS as either\
Onboarding through email

notification or
Reporting directly at

E https:// I
ttps://ut.taleo.net.
/ = ’
~N

From the main
menu, choose the
Reporting option.

\_ J

Exit
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Taleo Reporting and Analytics™ Welcome: John OED Rep1

& Home | Document List | Open + | Send To ~ | Dashboards ~ Help | Preferences | About | Log Out

F X

Navigate Personalize

View your Inbox, Favorites, or Document Lists. Use the Help ta leam

Change your InfoView start page, viewing options, and preferences
more about InfoView.

for daily tasks.

) Document List Preferences
[52] My Favorites

@ Help

Choose the Document List
link under the Navigate
option.
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Taleo Reporting and Analytics™

ﬁ Home | Document List | Open ~ | Send To -

lj% = | New - Add - | Organize - | Action
= Al
=) My Favorites

=- Public Folders

E‘ | Corporate Reports

----- ) Company - University of Tennessee-

| Documentation

" ) performance Management
B Standard Reports

In the tree structure, navigate \
to Company — University of
Tennessee (Path: All = Public
Folders = Corporate Reports

- Company — University of
Tennessee)

\_ /
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Title * Last Run / Type Owner Instances

¥ Candidate Pool Diversity Query_2 Web Intelligence Repc B3824CDD23624766E( 0
This is the production version of the

A list of available reports will appear to
the right of the tree structure. For this
example we will be working with the
Candidate Pool Diversity Query 2

\report. )

NOTE: As more reports are created,
you will see them in the list.
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Acticrns| v|
Sroperties
Categories ‘e Pool Diversity Query_2
View 1e production version of the
History

To run the report, highlight the
report name. Click on Actions
and choose View.
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You will be presented a screen where you choose the
requisition for the report. If you know the requisition
number, you may enter it in the Type values here field.

J

|3

m

Enter value(s) for Requisition NO:

ype values here | | ? |

Refresh Values 5 s
Y

Requisition NO
1100000004
110000000C L
1100000000

110000000E

110000000F -

«| N\ o
AN

If you don’t know the requisition
number, you may scroll through

the list.

m »
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In this example, the
requisition number is
known and entered
directly in the field.

»
V Enter value(z) for Requisition NO:
(1100000048 | | » \
Refresh Values ¥4 . .
- leshales = Click the right arrow
Requisition NO -
1100000004 - to select the
1100000000 [=1 e ey
1100000000 requisition and make
110000000E . .
1100000007 it available to the
110000000G
110000000H - query.
January 4, 2012 24208 PM GMT+00:00 Z

e
IMPORTANT HINT: For reporting, the ATS is case-
sensitve. If no data is presented, check that any letters

in the requisition ID are typed in the correct case.
\_

~N

J
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Run Query ]| Cancel

Click the Run Query button. ]
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The results of the query appear. The three screen shots
below show the fields that appear in the report.

Candidate Pool Information

Requisition NO  |Requisition Title (BL)  [Req. Organization Level 3 |Req. Organization Level 4 EEOD Category Affirmative Action Group Candidate ID

1100000048 Director of ATS Human Resources Human Resources-Administration Executive Chief Executives 10220
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 10801
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 11284
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 11307
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 11308
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 11606
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 12521
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 12681
Director of ATS Human Resources Human Resources-Administration  Executive Chief Executives 12701
1100000048 Count; 9

Candldate Full Name Applmatlon Is Internal Applmatlon Creation Date  |Application Current CSW Step & Status Req. Recruiter Name (All |Req. Hiring Manager Name

Little, Chicken Search Committee Interview - To Be Scheduled  Hodge(Recruiter), Janice  Bond, Ben
WMouse, Mickey No 12ﬁgf11 Search Commitiee Interview - To Be Scheduled  Hodge(Recruiter), Janice Bond Ben
Candidate Dean Mo 121911 Search Commities Review-To Be Reviewed  Hodge(Recruiter), Janice Bond Ben
Candidate Adrienne  No 1218M Search Commitiee Review - Rejected Hodge(Recruiter), Janice  Bond, Ben
Candidate Bradley ~ No 1218M1 Search Committee Review - Has Declined Hodge(Recruiter), Janice Bond, Ben
Jones, Paul Mo 121911 Search Commitiee Interview - To Be Scheduled  Hodge(Recruiter), Janice Bond Ben
Watson, Tom Mo 121111 Search Commities Interview - To Be Scheduled  Hodge(Recruiter), Janice Bond, Ben
Hodge, Jackson No 1231 Offer - Approval in Pragress Hodge(Recruiter), Janice  Bond, Ben

Mo 11312 Mew/Recruiter Review - To Be Evaluated Hodge(Recruiter), Janice Bond, Ben

Candidate Gender (Candidate Ethnicity Candidate Race |Candidate Last Name |Candidate First Hame

Gender - Male Ethnicity - Mot Hispanic Latino  Asian; White Little Chicken
Mouse Mickey
Candidate Dean
Candidate Adrienne
Candidate Bradley
Gender - Female Ethnicity - Hispanic Latino Asian Jones Paul
Gender - Male Ethnicity - Mot Hispanic Latino  White Watsaon Tom
Gender - Male Ethnicity - Mot Hispanic Latino White Hodge Jacksaon
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4 :
You may save your report. To save the report, click

Document = Save report to my computer as >
Excel.

\_

» Dncument|v|‘-.-'iew~r 53 9 100

Close

Save as

Sawve to my computer as g

Sawve report to my computer as 4 £xu:&

[ You may open or save the report. ]
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Appendix C

Helpful Hints
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Appendix C: Helpful Hints

* If you are using IE9 as your web
browser, you will need to put your
browser in “Compatibility Mode”.

* You may need to add
https://ut.taleo.net as a trusted site.

* Any field with a red asterisk (*) is a
required field.

* Only “Regular” and “Term” faculty
and staff are considered internal
applicants. Friends and Student
employees are considered external
applicants.





