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The following permissions relate to the Recruiting functionality and appear under the Recruitment category in Security Administration:
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Agency Portal
	Grants access to manage the Agency Portal page. This permission cannot be constrained.
	Recruiting



	Applicant and Application Custom Fields – Edit Values
	Grants ability to edit Applicant custom field values on the Custom Fields tab of the Applicant Profile Snapshot page. Grants ability to edit the Application custom field values on the Summary tab of the Applicant Profile page. This permission cannot be constrained. This is an administrator permission.
	Recruiting Administration



	Applicant Compliance Report
	Grants access to the Applicant Compliance Report, which tracks applicants' self-reported responses to disability, gender, race, ethnicity, and EEO questions.
	Reports - Recruiting



	Applicant Flags Preferences - Manage
	Grants ability to access and manage Applicant Flags Preferences. This permission cannot be constrained.
	Recruiting Administration



	Applicants: Access Sensitive Statuses 
	Grants ability to access the applicant statuses that are configured as sensitive.
	Recruiting



	Applicants: Ad Hoc Anonymization
	Grants ability to anonymize an external candidate from their Applicant Profile. Administrators and recruiters must also have permission to access the applicant's profile. This permission cannot be constrained.
	Recruiting



	Applicants: Add to Talent Pool
	Grants ability to add applicants to talent pools. 
	Recruiting



	Applicants: Add/Move to Requisition
	Grants ability to add or move applicants to requisitions the applicant did not apply for. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Applicants: Assign Assessment Integration
	Grants access to manage assessment integrations from the Applicant Profile page. This applies to assessments that have been configured in the integration center. This permission cannot be constrained. This permission is only available for portals that have an active assessments integration.
This is the highest level of permission for this functionality. In addition to being able to assign assessments, users with this permission will be able to view the assessment status and assessment details.
	Recruiting



	Applicants: Assign Competency Assessment
	Grants ability to assign competency assessments to candidates. 
	Recruiting



	Applicants: Assign SHL Assessments
	Grants ability to assign SHL assessments to applicants from the Manage Applicants and Applicant Profile pages. This permission cannot be constrained.
	Recruiting



	Applicants: Assign Training
	Grants ability to assign training to candidates. 
	Recruiting



	Applicants: Assign Video Interview Integration
	Allows user to assign video interview integrations from Manage Candidates. This permission cannot be constrained.
	Recruiting



	Applicants: Comments - Manage
	Grants ability to view and manage comments for applicants.
This permission also defines whether comments posted when an interviewer submits an interview recommendation are posted to the Comments section on the Applicant Profile tab. Note: Interview recommendation comments for interviewers who have this permission display on the Applicant Profile tab. For interviewers who do not have this permission, the comments do not display on the Applicant Profile tab.
	Recruiting



	Applicants: Comments - View
	Grants ability to view comments for applicants. 
	Recruiting



	Applicants: Compare Candidates
	Grants ability to compare candidates against each other 
	Recruiting



	Applicants: Edit Contact Details
	Grants ability to edit the applicant details, including the name, phone, address, and photo on the Applicant Profile page. This permission cannot be constrained.
	Recruiting



	Applicants: Edit Matching Criteria
	Grants ability to edit the Position Criteria section on the New Submissions page in Manage Job Requisitions used to evaluate new submissions. 
	Recruiting



	Applicants: Manage Flags
	Grants ability to add and remove applicant (user) and application flags. This permission also grants ability to use applicant flags in Search Candidates. This permission cannot be constrained.
	Recruiting



	Applicants: Manage Hired Applicants
	Grants ability to access and manage Manage Hired Applicants and also access the Users page and the Add/Edit User page via the Manage Hired Applicants page. This permission can be constrained by OU. This is an administrator permission.
	Recruiting



	Applicants: Manage HireRight Background Checks
	Grants access to manage HireRight background checks from the Applicant Profile page. This permission cannot be constrained.
	Recruiting



	Applicants: Manage Interviews
	Grants ability to manage and schedule interviews for applicants. This permission cannot be constrained.
	Recruiting



	Applicants: Onboarding Notifications - Manage
	Grants ability to send Onboarding Notification for all applicants in the Hired status. This permission cannot be constrained.
	Recruiting



	Applicant Sources - Manage
	Grants ability to access and manage the Applicant Sources page. This permission cannot be constrained.
	Recruiting Administration



	Applicants: Ratings - Manage
	Grants ability to view and manage ratings for applicants. 
	Recruiting



	Applicants: Ratings - View
	Grants ability to view ratings for applicants. 
	Recruiting



	Applicants: Reset Candidate Password
	Grants ability to change a candidate's password. This permission controls the ability to see the Reset Candidate Password option in the Options drop-down on the Applicant Profile page. The option is only visible to users with this permission. This permission cannot be constrained.
	Recruiting



	Applicants: Send Customizable Email
	Grants access to create and send adhoc emails to applicants (both individual and batch emails to group of applicants). The link Send Customizable Email from the Summary tab (within the Applicant Profile) and from the drop-down Action menu (within the Manage Applicants page) is available for users with this permission. This permission cannot be constrained.
	Recruiting



	Applicants: Send Email
	Grants ability to send email to candidates.
	Recruiting



	Applicants: View Assessment Integration Status
	Allows user to view the assessment integration check status on the Applications tab of the Applicant Profile page. The user cannot view the link to the detailed report of the assessment. This permission cannot be constrained. This permission is only available for portals that have an active assessments integration.
This is the lowest level of permission for this functionality. Users with this permission can only view the assessment status; they cannot assign assessments or view assessment details.
	Recruiting



	Applicants: View Assessment Integration Status and Details Link
	Allows user to view the assessment integration status and view link to access the assessment report from the Applications tab of the Applicant Profile page and from the associated column on the Manage Applicants page. This permission cannot be constrained. This permission is only available for portals that have an active assessments integration.
This is the second highest level of permission for this functionality. Users with this permission will be able to view the assessment status and assessment details but will not be able to assign assessments.
	Recruiting



	Applicants: Status Change
	Grants ability to change applicant status for any applicant to whom the user already has access. This permission cannot be constrained.
	Recruiting



	Applicant Status Bank - Manage
	Grants ability to access and manage Applicant Status Bank.
	Recruiting Administration



	Applicants: View Compliance Question Response
	Grants ability to view compliance question responses from applicants. 
	Recruiting



	Applicants: View Email Tab
	Grants access to view the Email tab within the Applicant Profile page and all of its content. This permission cannot be constrained.
	Recruiting



	Applicants: View SHL Assessment Results
	Grants applicants the ability to view assessment results. This permission cannot be constrained. This is an end user permission.
	Recruiting



	Applicants: View Video Interview Integration Status and Details Link
	Allows user to view the video interview integration status and details link to access the video interview. This permission cannot be constrained.
	Recruiting



	Applicants: Un-hide Hidden Contact Info
	Grants access to un-hide hidden contact information on the Applicant Profile page. This permission cannot be constrained.
	Recruiting



	Applications by Source and Status Report
	Grants access to the Applications by Source and Status report, which displays source data for all applications.
	Reports - Recruiting



	Application Custom Fields – Manage
	Grants ability to create and edit custom fields used for Applicant and Application. This permission also grants access to the Applicant Custom Fields and Application Custom Fields sections of the Requisition and Applicant Preferences page. This permission cannot be constrained. This is an administrator permission.
	Recruiting Administration



	Application Workflow Template - Manage
	Grants ability to access and manage Application Workflow Templates. This permission can be constrained by OU and User’s OU. This is an administrator permission.
	Recruiting Administration



	Application Workflow Template - View
	Grants ability to access and view Application Workflow Templates. 
	Recruiting Administration



	Career Site - Manage
	Grants ability to access and manage Career Site Management. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Recruiting Administration



	Career Site - View
	Grants ability to access and view Career Site Management. This permission can be constrained by OU and User's OU. This is an administrator permission. 
	Recruiting Administration



	Compliance Enablement Preferences - Manage
	Grants ability to access and manage Compliance Enablement Preferences. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Recruiting Administration



	Compliance Question - Manage
	Grants ability to access and manage Compliance Question Bank. This permission cannot be constrained. This is an administrator permission.
	Recruiting Administration



	Config: Cost Field Management - Manage
	Grants ability to access and manage the Cost Field Management page. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Cost per Hire Report
	Grants access to the Cost per Hire report, which displays the costs tracked for recruiting. This permission cannot be constrained.
	Reports - Recruiting



	CRM Integration - Manage
	Grants ability to manage Recruitment Marketing actions on the Manage Requisitions page. This permission cannot be constrained. This is an administrator permission.
	Recruiting Administration



	Custom Recruiting Report - Access Historical Status Section
	Grants ability to view and access fields from the Historical Status section of Custom Recruiting reports. This permission can be constrained by Division, Position, and Location.
	Reports - Analytics



	Custom Recruiting Report - Create 
	Grants ability to create and edit Custom Recruiting reports. This permission can be constrained by Division, Position, Location, and User's Direct Subordinates.
	Reports - Analytics



	Custom Recruiting Report - View
	Grants ability to view results of Custom Recruiting reports created by self or shared by others. This permission can be constrained by Division, Position, Location, and User's Direct Subordinates.
	Reports - Analytics



	Default Requisition Template – Manage
	Grants access to manage Default Requisition Template Preferences. This permission can be constrained by OU and User's OU. This is an administrator permission. 
	Recruiting Administration



	Hires By Source Report
	Grants access to the Hires by Source report, which tracks the sources through which new hires applied for a requisition.
	Reports - Recruiting



	Hiring Dashboard: Manage
	Grants the ability to access the Hiring Dashboard. Access to the Hiring Dashboard is dynamically assigned when the user is a Requisition Owner or Applicant Reviewer (including Hiring Manager).
This permission is only assigned to the Hiring Manager/Applicant Reviewer when there is a qualified candidate for the requisition. A qualified candidate is any candidate that is past the New Submission stage. Until that point, the Hiring Dashboard will not be visible to recruiters who are dynamically assigned this permission who do not already have access to the Hiring Dashboard through another requisition.
	Recruiting



	Hiring Dashboard: View Other Dashboards
	Grants the ability to view other users' dashboards. While viewing another user's dashboard, no actions can be taken on behalf of the dashboard owner. User also needs access to their own Hiring Dashboard before accessing other dashboards using this permission. This permission can be constrained by OU, User's OU, User, and User's Subordinates.
	Recruiting



	Internal Career Site
	Enables users to view the internal career site. Assigned by default to the default security role, System Administrator, Cornerstone Administrator, and the Recruiting Administrator. 
	Recruiting



	Interview Events - Manage
	Grants access to create and edit interview events and sessions regardless of owner. The menu selection "Interview Events & Sessions" from the Recruit drop-down is available for users with this permission. This permission cannot be constrained. This is an administrator permission.
Note: Any administrator with this permission has access to all interview events, regardless of the organizational unit(s) to which they belong.
	Recruiting Administration



	Interview Guide – Manage
	Grants ability to access and manage Interview Guide Management. This permission can be constrained by User. This is an administrator permission. 
	Recruiting Administration



	Interview Management Preferences – Manage
	Grants ability to access and manage Interview Management Preferences. This permission can be constrained by OU and User's OU. This is an administrator permission. 
	Recruiting Administration



	Localization: Default language
	Grants access to change the default languages for a job requisition. This permission cannot be constrained.
	Recruiting



	Manage Internal Career Site Preferences
	Grants access to set preferences for the Internal Career Site. Assigned by default to the System Administrator, Cornerstone Administrator, and the Recruiting Administrator. This is an administrator permission.
	Recruiting



	Offer: Edit Letter Content
	Grants ability to access and manage the Offer Letter step when creating or editing a job requisition. Grants ability to edit the offer letter content and settings on the Applicant Profile page. To manage offer letter content on a job requisition, this permission must be used in conjunction with the Requisition: Manage permission. To manage offer letter content on the Applicant Profile page, this permission must be used in conjunction with the Offer: Manage Offers permission. This permission cannot be constrained.
	Recruiting



	Offer: Manage Offers
	Grants ability to manage all functionality available in the Offer Letter Management table of an applicant's profile, as well as view offer letters on the Documents tab of the Applicant Profile page. This permission must be used in conjunction with the Requisition: Manage or Requisition: Owner permission. This permission cannot be constrained.
Note: Users must also be assigned the Offer: Edit Letter Content permission in order to edit offer letters that are generated from a template.
Note: Users must also be assigned the Offer: Select Letter Template permission to change the template that is used when generating offer letters.
· If an offer letter template is defined at the Requisition Level[footnoteRef:1], then users without the Offer: Select Letter Template permission can only use the template defined at the requisition level when configuring the offer letter at the Applicant Level[footnoteRef:2]. [1: Requisition level refers to the job requisition in Manage Job Requisitions. Changes made to a job requisition are referred to as being made at the "requisition level." Applicant reviewers added to a job requisition after the requisition is created are referred to as being added at the "requisition level." An offer letter template added to a job requisition is referred to as being added at the "requisition level." This term applies to the Recruiting functionality. This is a Recruiting term.]  [2: Applicant level refers to the applicant's profile. Changes made to an applicant's profile are referred to as being made at the "applicant level." Access granted to an applicant's profile is referred to as being granted at the "applicant level." This term applies to the Recruiting functionality. This is a Recruiting term.] 

· If an offer letter template is not defined at the requisition level, then users must have the Offer: Select Letter Template permission in order to use a template at the applicant level.
Note: Users must also be assigned the Applicants: Access Sensitive Statuses permission to access offer letters that are defined as sensitive.
	Recruiting



	Offer Letter Custom Fields – Manage
	Grants access to manage Offer Letter custom fields within Custom Field Administration. This permission cannot be constrained. This is an administrator permission.
	Recruiting Administration



	Offer Letter Preferences - Manage
	Grants ability to access and manage Offer Letter Preferences. This permission cannot be constrained. This is an administrator permission.
	Recruiting Administration



	Offer Letter Template Management - Manage
	Grants ability to access and manage Offer Letter Template Management. This permission can be constrained by OU and User's OU. Creator constraints apply. This is an administrator permission.
	Recruiting Administration



	Offer Letter Template Management - View
	Grants ability to access and view Offer Letter Template Management. This permission can be constrained by OU and User's OU. Creator constraints apply. This is an administrator permission.
	Recruiting Administration



	Offer: Select Letter Template
	Grants ability to select, edit, and modify the offer letter template that is used when generating an offer letter on the Applicant Profile page. This permission must be used in conjunction with the Offer: Manage Offers permission. Users that do not also have the Offer: Manage Offers permission cannot change the template used when generating offer letters. This permission can be constrained by OU and User's OU. Creator constraints apply.
	Recruiting



	Preboarding Organizational Units - Manage
	Grants ability to access and manage Preboarding OU Configurations. This permission cannot be constrained. This is an administrator permission.
	Employee Onboarding - Administration



	Pre-Screening Question Bank - Manage
	Grants ability to access and manage Pre-Screening Question Bank.
	Recruiting Administration



	Recruiter: Share Saved Searches
	Allows users to view and manage the Availability column on the Saved Searches Page. This permission can be constrained by OU and User's OU.
	Recruiting



	Recruiting Agencies - Manage
	Grants ability to manage the Manage Recruiting Agencies page. This is an administrator permission. This permission cannot be constrained.
	Recruiting Administration



	Recruiting Feature Activation Preferences - Manage
	Grants ability to access and manage Feature Activation Preferences in Recruiting. This permission cannot be constrained. This is an administrator permission.
	Recruiting



	Recruiting Forms - Assign
	Grants access to assign forms in Recruiting. This permission cannot be constrained.
	Recruiting



	Recruiting General Preferences - Manage
	Grants ability to access and manage Recruitment General Preferences.
	Recruiting Administration



	Recruiting Integrations - Manage
	Grants ability to access and manage the Recruiting Integrations Preferences page. This is an administrator permission. This permission cannot be constrained.
	Recruiting Administration



	Recruiting Manager Dashboard
	Grants access to the Recruiting Manager Dashboard page. This permission cannot be constrained.
	Recruiting



	Recruiting: Search Candidates
	Grants ability to access Candidate Search page for recruiting, which enables searching for internal candidates and external candidates who have applied for open positions. This permission also enables the Invite to Apply action item to appear in the Actions drop-down on the Search Candidates - Search Results page. This permission can be constrained by OU and User's OU.
	Recruiting Administration



	Referral Preferences - Manage
	Grants ability to access and manage Referral Preferences. In addition, this permission enables administrators to view and access the Referrals widget in Welcome Page Preferences and Manage Custom Pages.
	Recruiting Administration



	Referral Statistics Report
	Grants access to Referral Statistics report, which displays summary or detailed information on referrals by users and whether a bonus is owed on referrals.
	Reports - Recruiting



	Request Candidate Feedback Search
	Grants users the ability to utilize the Request Candidate feature to search for users to share candidates. This permission can be constrained and is connected to the user OU service. 
	Recruiting



	Request Reference Letter
	Grants access to request references from an applicant and assign a reference letter form in Manage Applicants. This permission cannot be constrained.
	Recruiting



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Edit Application Workflow
	Grants ability to access and create the application workflow for job requisitions. This applies to external, internal, and recruiting agency submissions. For users without this permission, the Application Workflow tab only allows removal of items that are included in the application workflow that is used for the requisition. This permission cannot be constrained.
	Recruiting Administration



	Requisition: Edit Approvals
	Grants ability to edit the requisition approval section for requisitions. 
	Recruiting



	Requisition: Edit Attachments
	Grants ability to add and delete attachments to requisitions and requisition templates. This permission cannot be constrained. Note: This permission does not grant access to remove attachments on the Applicant Profile page that are submitted by the applicant.
	Recruiting



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition Details Report
	Grants access to the Requisition Details report, which displays details of requisitions in the portal. This permission cannot be constrained.
	Reports - Recruiting



	Requisition: Edit Description
	Grants ability to edit the internal and external descriptions for requisitions. This permission cannot be constrained. This permission must be used in conjunction with the Requisition: Manage permission. Note: For requisition owners and managers who do not have this permission, when editing a job requisition, the requisition description section is read-only.
	Recruiting



	Requisition: Edit Interviewers
	Grants ability to edit the requisition interviewers section for requisitions. Users with this permission can also edit the interviewers for Interview status types from the Applicant Profile page. This permission can be constrained by OU. Note: If OU constraints are applied, then the only users who recruiters can add as interviewers are the users who they can view based on the OU constraints.
	Recruiting



	Requisition: Edit Job Ad
	Grants ability to edit the Job Ad tab of the Edit Requisition page. This permission cannot be constrained. 
	Recruiting



	Requisition: Edit Owners
	Grants ability to edit the owners section for requisitions. This permission can be constrained by OU and User's OU.
	Recruiting



	Requisition: Edit Postings
	Grants ability to edit the Job Postings page for a job requisition. In addition, this permission enables users to store user-level credentialing information for job board aggregation partners on Edge. This permission cannot be constrained.
	Recruiting



	Requisition: Edit Qualifications
	Grants ability to edit the minimum and ideal qualifications for requisitions. This permission cannot be constrained. This permission must be used in conjunction with the Requisition: Manage permission. Note: For requisition owners and managers who do not have this permission, when editing a job requisition, the requisition description section is read-only.
	Recruiting



	Requisition: Edit Reviewers
	Grants ability to edit the requisition reviewers section for requisitions. This permission can be constrained by OU.
	Recruiting



	Requisition: Localization Delete
	Grants access to delete languages for a requisition. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration



	Requisition Request Preferences - Manage
	Grants ability to edit the Requisition Requests Preferences page. This permission cannot be constrained.
	Recruiting Administration



	Requisition Request: Select Users
	Grants ability to select requisition owners, reviewers, and interviewers when creating requisition requests. This permission can be constrained by OU and User's OU. The constraints define which users are available when selecting users for requisition requests.
	Recruiting



	Requisition: Select Recruiting Agency
	Grants access to manage the Agency Postings workspace on the Requisition - External Postings page. This permission cannot be constrained.
	Recruiting



	Requisition: Submit Request
	Grants ability to create requisition requests. This permission can be constrained by OU and User's OU.
	Recruiting



	Saved Applicant Searches Report
	Grants access to the Saved Applicant Searches report, which displays saved applicant search details.
	Reports - Recruiting



	Requisition Template – Application Workflow Template - Manage
	Grants ability to set and edit Application Workflow Templates when editing Requisition Templates. This permission can be constrained by OU and User’s OU. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template – Offer Letter Template - Manage
	Grants ability to access and manage the Offer Letter step when creating or editing a job requisition template. This permission must be used in conjunction with the Requisition Template - Manage permission. Creator constraints apply; administrators with this permission can only access offer letter templates that are available to them based on the creator constraint. This is an administrator permission. Note: For administrators that do not have this permission, the Offer Letter step is read-only when creating or editing a job requisition template.
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	Requisition: View/Edit Salary Range
	Grants ability to view and edit the salary range on a requisition and also grants visibility to the COMPENSATION.RANGE, JOB.COMPENSATION.RANGE.MAX, and JOB.COMPENSATION.RANGE.MIN tags within the Recruiting functionality. This permission cannot be constrained.
	Recruiting



	Scheduled Interviews Report
	Grants access to the Scheduled Interviews report, which displays scheduled interviews by date, interviewer, location or applicant. This permission cannot be constrained.
	Reports - Recruiting



	Selection Custom Reports
	Grants the user Reporting 2.0 access to applicant scores from the Cornerstone Selection module for Reporting 2.0 reports. This permission cannot be constrained.
	Recruiting



	View Private Comments
	Grants ability to read all advance/do not advance feedback when reviewing candidates in Manage Candidates.
	Recruiting


Dynamically Assigned Permissions
The following permissions relate to the Recruiting functionality and are dynamically assigned. These permissions cannot be assigned in Security Administration. Instead, they are assigned by the system when a user meets the criteria for the permissions. For example, when a user is defined as an owner in the Hiring Team section on the General tab for job requisition templates and job requisitions, the Requisition: Owner permission is assigned to the user. Similarly, when a user is defined as an interviewer in the Applicant Interviewer(s) section for job requisition templates and job requisitions, the Requisition: Interviewer permission is assigned to the user.
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Interview Event - Owner
	Grants ability to access interview events for which user is listed as an owner. This permission cannot be constrained. This is an administrator permission.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Users must also have the Applicants: Manage Interviews permission in order to schedule events on the Interview Scheduler page.
	Recruiting Administration



	Offer: Approver
	Grants ability to access and approve/deny offer letters and include comments for offers for which the user is listed as an approver. Grants ability to access pages related to requisitions for which the user is listed as an approver, including read-only access to all tabs of the Edit Requisition page in Manage Job Requisitions. This permission cannot be constrained. Note: This is a dynamically assigned permission that is not available in Security Role Administration. This permission cannot be constrained. Once assigned, the permission is never removed dynamically, which enables approvers to revisit offer letters that they have already approved or denied. If an approver is removed from an offer that is in a Pending Offer status, the approver can no longer access that version of the offer letter in their Pending tab. If an approver is removed from a past version of an offer, the approver's access to the past offer remains. This permission cannot be manually assigned.
	Recruiting



	Requisition: Approver
	Enables approver to access and approve/deny requisitions for which they are an approver. This permission cannot be constrained. Note: This is a dynamically assigned permission. If the user is removed as an approver for an offer that is in a Pending Offer status, the user can no longer access that version of the offer. This permission cannot be manually assigned.
	Recruiting



	Requisition: Hiring Manager
	Grants ability to view requisitions and applicants for jobs for which user is listed as a Hiring Manager. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as a hiring manager, the permission is revoked for the associated requisition. This permission cannot be manually assigned.
	Recruiting



	Requisition: Interviewer
	Grants ability to access and view past and future interviews and record interviewee recommendations. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Once a user is scheduled as an interviewer for an applicant, the user will always have permission to view the interview details on the Interview Manager page. Users with this permission can do the following:
· Access the Interview Manager page.
· View the resume and cover letter for applicants for whom they are an interviewer.
· View the applicant profile for applicants for whom they are an interviewer.
· View the interview guide for the requisition for which they are listed as an interviewer.
· Recommend that an applicant be advanced or not advanced.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting



	Requisition: Reviewer
	Enables reviewer to access requisitions and applicants for requisitions for which they are a reviewer. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Once a requisition is in a Closed or Cancelled status or if the user is removed as a reviewer, the permission is revoked for the associated requisition. This permission cannot be manually assigned. 
Note: If an applicant reviewer is removed as a reviewer via the Applicant Profile page, the Requisition: Reviewer permission is revoked for the associated requisition. However, if the reviewer was also added as a reviewer via the General tab when creating, editing, or copying the requisition, the reviewer still appears on the In Review panel as a duplicate reviewer and retains access to the requisition and applicants from the Requisition: Reviewer permission. See Applicant Profile Page Overview for more information about duplicate reviewer instances.
	Recruiting


[bookmark: _Toc162002643][bookmark: _Ref858846309]Manage Job Requisitions
From the Manage Job Requisitions page, administrators can manage applicants, view new applicant submissions, view requisition details, and create, edit, or copy job requisitions.
To manage job requisitions, go to Recruit > Manage Requisition.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting



	Requisition: Reviewer
	Enables reviewer to access requisitions and applicants for requisitions for which they are a reviewer. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Once a requisition is in a Closed or Cancelled status or if the user is removed as a reviewer, the permission is revoked for the associated requisition. This permission cannot be manually assigned. 
Note: If an applicant reviewer is removed as a reviewer via the Applicant Profile page, the Requisition: Reviewer permission is revoked for the associated requisition. However, if the reviewer was also added as a reviewer via the General tab when creating, editing, or copying the requisition, the reviewer still appears on the In Review panel as a duplicate reviewer and retains access to the requisition and applicants from the Requisition: Reviewer permission. See Applicant Profile Page Overview for more information about duplicate reviewer instances.
	Recruiting



	Requisition: Interviewer
	Grants ability to access and view past and future interviews and record interviewee recommendations. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Once a user is scheduled as an interviewer for an applicant, the user will always have permission to view the interview details on the Interview Manager page. Users with this permission can do the following:
· Access the Interview Manager page.
· View the resume and cover letter for applicants for whom they are an interviewer.
· View the applicant profile for applicants for whom they are an interviewer.
· View the interview guide for the requisition for which they are listed as an interviewer.
· Recommend that an applicant be advanced or not advanced.
	Recruiting


Requisition owners who do not have the permission necessary to manage requisitions can only manage a job requisition for which they are an owner. The permission to review or approve a job requisition grants users view access to the requisition. Note: The requisition displays on the owner's My Jobs tab on the Manage Job Requisitions page. Owners do not have permission to create new job requisitions.
[image: ]
Options
The following options are available from the Options drop-down in the upper-right corner of the page:
Add Requisition
Click Add Requisition create a new job requisition. See Job Requisition - Overview on page 46 for additional information.
Note: This option is only available if you have the permission necessary to manage requisitions and if the permission constraints grant access to at least one position.
Requisition Requests
Click the Requisition Requests link in the Options button drop-down in the upper-right corner to open the Requisition Requests page, which displays all requests that are available for the reviewer. The number of pending requests displays in parentheses to the right of the link.
See Requisition Requests Page for Reviewers - Overview on page 183 for additional information.
Search Filters
 You can filter the results in the Job Requisitions table by the following:
· Job Title - Select this option to filter requisitions by the job title that is set in the job requisition. You can hit Enter on your keyboard from within this filter to update the job requisitions tab. The field accepts % as a wildcard at the beginning of your search term.
· Req ID - Select this option to filter requisitions by the requisition ID. You can hit Enter on your keyboard from within this filter to update the job requisitions tab. Note: The job must match the ID exactly in order to appear in the search results.
· Division - Select this option to filter requisitions by the division associated with the job requisition. Check the Include Subordinates box to include subordinate divisions.
· Location - Select this option to filter requisitions by the location associated with the job requisition. Check the Include Subordinates box to include subordinate locations.
· Owner - Select this option to filter requisitions by the job requisition owner.
· Include Related - This option is unselected by default. This option allows recruiters to include child requisitions in the job requisition search results. This option is only available if the Related Requisitions option is enabled by the administrator in Requisition and Applicant Preferences.
· Requisition Status - This option allows the recruiter to filter requisitions by one or more job requisition statuses. The following are the available options:
· All Statuses
· Cancelled
· Closed
· Denied - This option is selected by default but can be unchecked.
· Draft - This option is selected by default but can be unchecked.
· Open - This option is selected by default but can be unchecked.
· Open - Pending Re-Approval - This option is selected by default but can be unchecked.
· Pending Approval - This option is selected by default but can be unchecked.
· Hiring Manager - This filter allows recruiters to filter the Manage Requisitions table by the selected hiring manager. To select a hiring manager, click the Select icon, and then select a user from the Select a user pop-up.
· Date Range - This option searches for job requisition by initial creation date. The search returns job requisitions initially created (saved or submitted) within the specified date range. 
These filters work together so that only the requisitions that match all criteria are displayed when the Search button is clicked.
The requisition statuses selected for the last search will remain selected, even after you log out of the portal, so that you do not need to reset the selections. Note: If you deselect all statuses, then the default statuses will be automatically selected upon returning to the page. Note: If you deselect all statuses, then the default statuses will be automatically selected upon returning to the page.
Note: The positions that display are the positions that are within the user’s constraints defined for the permission to manage requisitions.
My Jobs and All Jobs Tabs
 Administrators and job requisition owners can select one of the following tabs:
· My Jobs - View all job requisitions for which they are identified as the owner or co-owner.
· All Jobs - View all job requisitions that are visible to the user as defined by the permissions granting access to this page. Note: This tab only displays for users with the permission necessary to manage requisitions.
Job Requisitions Table
The job requisitions table displays the requisitions that are available to the recruiter. The sortable columns can be sorted by clicking the column name or by using the sorting arrows to the right of the column name.
The following information is displayed for existing job requisitions:
· Priority - The Priority status light indicates the priority status of the job requisition. The available statuses are:
· [image: ] - High
· [image: ] - Medium
· [image: ] - Low
· Job - This column displays the linked job title that is set in the job requisition. Click the job title to open the Edit Requisition page. If the title is longer than the space allows, hover over the title to view the full title.
· ID - The job requisition ID.
· Parent - This column displays if the Related Requisitions option is enabled by the administrator in Requisition and Applicant Preferences This column displays a Parent Requisition icon [image: ] for requisitions that are defined as parent requisitions. Clicking the icon refreshes the Job Requisitions table to display all child requisitions associated with the parent, in order of highest to lowest requisition ID. The Include Children option is automatically selected in the filter options, and the Req ID field displays the requisition ID of the parent requisition.
The Parent Requisition icon only displays if the Do Not Allow to Apply option is not selected for the parent requisition. In addition, this column is only available for recruiters who have permission to view the parent requisition and at least one of the child requisitions. This column displays on both the My Jobs and All Jobs tabs.
For parent requisitions that have one or more Related Requisitions (Apply to Multiple Jobs), an [image: ] icon displays to the right of the job title in the Job column. Clicking the icon refreshes the page to display only the parent requisition and any Related Requisitions (Apply to Multiple Jobs). In order for the icon to display, recruiters must have permission to view the requisition and must be part of the hiring team for the requisition.
[image: ]
· Location - Each job requisition is associated with one or more Location OUs, and the Location OU that is selected must have an address entered on the job requisition. The city and state for that address is the location that is displayed in this table. If there are locations configured for the requisition that are in addition to the primary location, then the number of locations displays in parentheses to the right of the primary location. Hover over the number to view a tooltip with the complete list of locations. The primary location also displays in the tooltip and is indicated by the word "(Primary)" to the right of the location.
· Status - This column displays the status of the job requisition (Draft, Pending Approval, Approval Denied, On Hold, Open, Open-Pending Re-Approval, Closed, and Canceled). For all statuses except Draft, the status displays as a link. Clicking the link opens the Requisition Approval Status pop-up, which displays the details of the approval status or approval history for the requisition. The pop-up also displays comments included by the approver. See Requisition Approval Status Pop-Up on page 40 for additional information.
· Hiring Manager - The Hiring Manager column displays the first and last name of the hiring manager configured for the requisition as a link. Clicking the link opens the User Details pop-up, which displays the hiring manager's photo, name, position, and phone number, as well as a linked email address. Clicking the email address allows you to compose and send the hiring manager an email.
[image: ]
· Days Open - The total number of days that the job requisition has had a status of Open. If approval is required, then it is calculated from the date the requisition is approved and is then given the status of Open.
· Postings - The current number of active (not expired) job board postings for the system job board, internal job boards, and external job boards.
· Applicants - The number of applicants for the job requisition. If this number is greater than zero, then the value is a link which links to the ManageCandidates page. Note: If the Do Not Allow to Apply option is not selected for a parent requisition, then this column displays "0" in place of a value for the number of applicants.
· Referrals - The number of suggested referrals. Clicking the linked number opens the Managed Candidates page. 
Note: If the Do Not Allow to Apply option is not selected for a parent requisition, then this column displays "0" in place of a value for the number of applicants.
Note: The number of suggested referrals on Manage Candidates may differ from the number of suggested referrals that appear on Manage Requisitions. On Manage Candidates, if a candidate is a suggested referral for a requisition but also applies for the requisition before the suggested referral is processed, a single record associated with the candidate's application will appear (the suggested referral will not appear). This is different from Manage Requisitions. On Manage Requisitions, a suggested referral that has not been declined or invited to apply will continue to appear in the count of suggested referrals, even if the candidate applies to the job directly.
· New Submissions - The number of application submissions to be considered for the job. Clicking the linked number opens a filtered view of the Manage Candidates page that shows all candidates in a New Submissions status for the requisition.
Note: If the Do Not Allow to Apply option is not selected for a parent requisition, then this column displays "0" in place of a value for the number of applicants.
Actions Drop-Down
An options icon [image: ] appears at the end of the row for each requisition. The following options are available in the drop-down:
· Edit - Edit the job requisition. When editing a requisition, the Additional Location(s) field can be modified, depending on the status of the requisition. If the requisition is in a Pending Approval status, the field cannot be modified. Note: You must have the permission necessary to manage requisitions to edit a job requisition regardless of ownership. Requisition owners that do not have the permission necessary to manage requisitions can only edit a job requisition for which they are an owner. If the user does not have one of those permissions, then the View Settings icon appears. See Create Job Requisition for additional information.
· Copy - Copy the job requisition. When copying parent job requisitions, the child requisitions are not copied. When copying a requisition that has multiple locations, all locations are copied. The primary location is also copied. Note: You must have permission to manage requisitions in order to copy a job requisition, regardless of ownership. See Create Job Requisition for additional information.
· Edit Postings - Click Edit Postings to open the Postings page, from which you can configure job postings for a requisition.
· View Settings - View a read-only version of the job requisition. This option is only available if the user does not have permission to edit the job requisition.
· View History - View the requisition history. See Requisition History Pop-Up for additional information.
· Snapshot - Open the Requisition Snapshot page to view the details of the job requisition. See Requisition Snapshot for additional information.
· Message Users - The Message Users option enables an email to be sent to the following recipients that are associated with the job requisition:
· Owners
· Reviewers
· [bookmark: concept3]Recruiting agencies
All recipients are blind carbon copied so that their name is not visible to other recipients.
Note: Candidates and applicants cannot be emailed via this feature.
·  
To message users:
1. Click the Message Users link in the Options drop-down. This opens the Message Users pop-up.
[image: ]
2. Check the box to the left of the users you would like to email. Click the Expand icon [image: ] to view individual owners, reviewers, or recruiting agencies. Note: If the Do Not Allow to Apply option is not selected for a parent requisition, then the All Recruiting Agencies checkbox is hidden.
3. Click the Create Email button. This opens an email window using your portal's email provider. All recipients appear in the blind carbon copy field. User email addresses are pulled from the recipients' user record. The recruiting agency email address is the default email address defined in Recruiting Agency Management. See Recruiting Agency Management for additional information.
· Reopen - Recruiters with the Requisition: Reopen permission can reopen a closed or cancelled requisition to make changes. To reopen a requisitions, in the Action drop-down, select Reopen. This option is only visible if the requisition is closed or cancelled. Once reopened, the status on the Managed Requisition page changes to Open and this change is displayed in the Requisition History. See Requisition History Pop-up on page 43 for additional information.
· Comments - Recruiters with appropriate permissions can view and create comments for the selected requisitions. To add a requisition comment, in the Action drop-down, select Comments. The Comments page opens. Type comments in the Comments box and select post. Comments cannot exceed 1000 characters.
[image: ]
Frequently Asked Questions (FAQs)
Why can't I see a requisition on the Manage Job Requisitions page?
· Requisitions are visible for the following users:
· Hiring Manager - Hiring managers are dynamically assigned permission to act as the hiring manager for a specific requisition. The permission is dynamically assigned when a user is defined as the hiring manager in the Approvals section on the General tab of the requisition.
· Requisition Approver - Requisition approvers are dynamically assigned permission to act as an approver for a specific requisition. The permission is dynamically assigned when a user is defined as an approver in the Reviewer(s) field on the General tab of the requisition.
· Requisition Manager - Requisition managers need permission to manage requisitions. A requisition manager can view all requisitions that fall within their permission constraints. If their permission to manage requisitions has no constraints, then a requisition manager can view all requisitions in the portal.
· Requisition Owner - Requisition owners are dynamically assigned permission to act as an owner of a specific requisition. The permission is dynamically assigned when a user is defined as the primary owner of the requisition or as an owner (in the Owner(s) field on the General tab of the requisition).
· Requisition Reviewer - Requisition reviewers are dynamically assigned permission to act as a reviewer for a specific requisition. The permission is dynamically assigned when a user is defined as a reviewer in the Reviewer(s) field on the General tab of the requisition.
 
[bookmark: _Ref1288267323][bookmark: _Toc162002644]New Submissions
[bookmark: concept4]Manage Remaining Applicants Pop-Up
When all openings for a requisition are filled or you close a requisition, the Manage Remaining Applicants pop-up appears so that you can quickly change the status of all remaining applicants can be changed to Closed at the same time. You also have the option to assign all applicants a single disposition when the applicants are closed.
Note: The ability to manage remaining applicants must be enabled by the administrator in the Dispositions section of Requisition and Applicant Preferences.
The following scenarios trigger the Manage Remaining Applicants pop-up:
· Edit Requisition > Applicant Review Tab - If the requisition status is changed to Closed or Cancelled in the Requisition Status field on the General tab of the requisition, the pop-up appears upon clicking Re-Submit on the Applicant Review tab.
· Manage Candidates, Manage Applicants, Applicant Profile - If an applicant's status is changed to Hired and there are no remaining openings for the requisition.
Manage Remaining Applicants
The pop-up indicates that the requisition is either closed or that all openings have been filled. In addition, the number of remaining applicants displays. The number includes all applicants that are not in a status of Closed or Hired and also includes new submissions that have not yet been moved into an active applicant status.
[image: ]
The following options are available in the pop-up:
· No change - Select this option to maintain the current status of all remaining applicants. When selected, the disposition drop-down is hidden.
· Close all - This option is selected by default. When selected, the status of all remaining applicants is changed to the selected disposition.
· Disposition - This option only displays when the Close all option is selected. By default, the name that appears in the drop-down button is the name of the first disposition in the list. Select the disposition from the drop-down, which will apply to all remaining applicants. The dispositions that are available are configured by the administrator in Requisition and Applicant Preferences.
To close all remaining applicants, select Close all. Then, select the disposition from the drop-down. Then, click Submit. This changes the status of all remaining applicants to the selected disposition. If No change is selected, then there are no changes to the status of the remaining applicants when you click Submit.
Emails Associated with Dispositions
The dispositions that are available when changing an applicant's status may have an associated email, based on the administrator's configuration of the disposition in Requisition and Applicant Preferences. Clicking Submit will trigger the email.
If the disposition does not have an associated email, then an email will not be sent when you click Submit.
Close Pop-Up Without Making a Selection
If you decide that you no longer wish to proceed with the options in the Manage Remaining Applicants pop-up, you can close the pop-up by clicking the "X" in the upper-right corner. This returns you to the Applicant Review tab, Manage Candidates, Manage Applicants, or the Applicant Profile without committing any selections in the pop-up.
Resume/CV Review Page
The Resume/CV Review page allows recruiters to review the resume/CV for multiple applicants at a time. Recruiters can also advance or pass applicants.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting



	Requisition: Reviewer
	Enables reviewer to access requisitions and applicants for requisitions for which they are a reviewer. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Once a requisition is in a Closed or Cancelled status or if the user is removed as a reviewer, the permission is revoked for the associated requisition. This permission cannot be manually assigned. 
Note: If an applicant reviewer is removed as a reviewer via the Applicant Profile page, the Requisition: Reviewer permission is revoked for the associated requisition. However, if the reviewer was also added as a reviewer via the General tab when creating, editing, or copying the requisition, the reviewer still appears on the In Review panel as a duplicate reviewer and retains access to the requisition and applicants from the Requisition: Reviewer permission. See Applicant Profile Page Overview for more information about duplicate reviewer instances.
	Recruiting


[image: ]
Requisition Name
The name of the job requisition displays at the top of the page. The requisition ID displays in parentheses to the right of the name.
Job Details
The Job Details link at the top of the page allows for quick access to the job description and job qualifications for the requisition. Clicking the link opens the Job Details pop-up. The pop-up displays the requisition's internal and external job description, minimum qualifications, and ideal qualifications.
For portals with multiple languages enabled, this displays in the user's language if available. If the user's language is not available, then this displays in the language of the user who defined it.
Note: The fields on the pop-up are not editable from the pop-up.
[image: ]
Applicant Name
The list of applicants displays in the Name panel on the far left of the Resume/CV Review page. The list is sorted based on the page from which you accessed the Resume/CV Review page. If you access the page from Manage Applicants, then the list of applicants is sorted using the same sorting method chosen on the Manage Applicants page; if no sorting method was selected, then the default sort for the Manage Applicants page will be used on the Resume/CV Review page.
The applicant's full name displays in the panel. The applicants that display are the applicants that are manually selected by the recruiter.
To view an applicant's resume/CV, select the applicant from the Name panel. This opens the resume/CV in the display pane. The resume/CV opens in the application in which it was submitted.
Note: For anonymous applicants, a system defined number displays in the Name panel in place of the applicant's name.
Resume/CV Toolbar Options
The following options are available in the toolbar menu above the resume/CV display pane:
	Feature
	Description

	Ratings
	The applicant's rating and total number of ratings. If more than one user has rated the applicant, the rating displays as an average of the total number of ratings.
If the applicant has not yet been rated by any user, all stars are gray. By clicking the appropriate star, you can rate an applicant from 1-5 or edit ratings you have given. Note: If you have already rated the applicant, a message appears when you hover over the stars, indicating that you have already given a rating. However, you can still change your rating.

	Download Application
	Clicking the download option opens the PDF version of the application.

	Submission Date
	This displays the date on which the application was submitted.

	Status
	The Status option enables recruiters to change the applicant's status. The drop-down displays the applicant's current status by default.
To change the applicant's status:
1. Click the Status drop-down.
2. Select a status from the drop-down. As with current functionality, required statuses cannot be skipped. If the selected status is a required status, select the Mark all required statuses as complete option. This marks all required statuses as complete for the applicant and allows the recruiter to select any status in the drop-down.
3. Click Submit. This commits the status change. Note: Submitting a status change does not close the Resume/CV Review page.

	Date
	The date selector field, which displays to the right of the Status field, allows you to manually adjust the date on which an applicant's status is changed. The date can be changed by entering a date in the numeric text box or using the calendar to select a date. The date can be the current date or a past date. The date cannot be in the future and also cannot be prior to the most recent status change date.
 This field only displays if enabled by the administrator in General Preferences.

	Advance/Pass for Applicant Reviewers
	Applicant reviewers can advance or pass an applicant as part of the applicant review process.
Advance Applicant
To advance an applicant, meaning that you think they should remain in consideration, click the Advance button [image: ]. Then, click Submit. Your feedback will appear in the Manage Applicants > Reviewers Feedback column. It will also appear on the Applicant Profile > Summary tab in the Reviewer Feedback field.
Once feedback is submitted for an applicant, the applicant no longer appears on the Resume/CV Review page for the reviewer.
Pass Applicant
To pass on an applicant, meaning that you think they should be removed from consideration, click the Pass button [image: ]. Then, click Submit. Your feedback will appear in the Manage Applicants > Reviewers Feedback column. It will also appear on the Applicant Profile > Summary tab in the Reviewer Feedback field.
Once feedback is submitted for an applicant, the applicant no longer appears on the Resume/CV Review page for the reviewer.

	Disposition
	This field only displays when the Closed status is selected in the Status drop-down. Select a disposition from the Disposition drop-down to indicate the reason for changing the applicant's status to Closed. Then, click Submit. This commits the disposition and Closed status change.

	Process All
	When at least one applicant has been selected to advance or pass, a Process All button displays at the bottom of the Resume/CV Review page. Clicking the button opens the Process Submissions page, from which recruiters can process the applicants selected to advance or pass. 

	Submit
	The Submit button commits status changes. When the Closed status is selected in the Status drop-down, clicking Submit commits the status change and the disposition. This option only applies to changing an applicant's status and defining the disposition for the status change.

	Download
	Click the Download icon [image: ] to download the applicant's resume/CV. The file opens in the application in which it was submitted.
The Download option is only enabled if a resume/CV is available for the applicant. The option is not available for LinkedIn resumes/CV.

	Print
	Click the Print icon [image: ]
 to print the applicant's resume/CV. This option prints the resume/CV that is visible in the display pane.

	Previous
	Click the Previous [image: ]
 icon to view the previous applicant's resume/CV.

	Next
	Click the Next [image: ]
 icon to view the next applicant's resume/CV.


Resume/CV Display
The applicant's resume/CV appears in the display pane in the center of the page. The resume/CV displays in the application in which it was submitted.
For a resume/CV submitted via LinkedIn, a resume/CV appears in a widget in the display pane. The widget displays the user's name, most recent job, and location. A View Profile button also displays, which opens the applicant's full LinkedIn profile on the LinkedIn site.
For a resume/CV submitted via Seek, the applicant's Seek resume data displays.
[image: ]
For internal applicants who used their Career Center or Universal Profile resume when applying to the requisition, the applicant's internal resume displays.
For applicants who have been archived, the resume/CV does not display. The display pane includes a notification message that indicates the resume/CV is unable to be displayed.
Back
Click the Back button below the Name panel to return to the Manage Applicants page. The page to which the recruiter returns is dependent upon the page from which they accessed the Resume/CV Review page.
[bookmark: _Toc162002645]Place Requisition in On Hold Status
Job requisitions that are in an Open or Open Pending Re-Approval status can be placed in an On Hold status. Requisitions that are on hold are removed from career sites, Career Center, and agency portals, but are not removed from job boards. Only requisition managers and owners can place a requisition on hold and reopen the requisition.
Approval is not required for the On Hold status, even if Requisition and Applicant Preferences are configured to require approval for requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Place Requisition On Hold
To place a requisition on hold, select the On Hold option from the Requisition Status drop-down on the General tab when editing a requisition. Once the option is selected, the requisition must be resubmitted from the External Postings tab. Clicking Re-Submit opens a confirmation pop-up. Click Yes to place the requisition on hold. Or, click No to cancel the on-hold action.
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Reopen Requisition
Requisitions can be removed from the On Hold status by clicking Re-Open Requisition in the Requisition Status field. This opens a confirmation pop-up that indicates the requisition must be resubmitted in order to be reopened. Click OK to close the pop-up. This enables all editable fields in the requisition.
To resubmit the requisition, navigate to the External Postings page and click Re-Submit. This reopens the requisition. The requisition status changes to its former status, either Open or Open Pending Re-Approval.
If any fields in the requisition are edited prior to resubmitting, and the changes require approval, then the requisition status changes to Open Pending Re-Approval. The requisition is reopened, but the changes to the fields that require approval must be approved per the existing approval workflow functionality.
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Impact of On Hold Status
Placing a requisition on hold has the following impact:
· All pending edits to the requisition are removed. The pending edits cannot be recovered.
· All career site and Career Center postings are removed. The postings can be restored by reopening the requisition.
· The requisition can be viewed, but all fields on the requisition are grayed out and not editable.
· The On Hold status is tracked on the Requisition History pop-up.
· [bookmark: concept6]The following areas of the Recruiting functionality that display a requisition's status display the requisition as being in an On Hold status:
· Manage Job Requisitions page
· Job Requisition - General tab
· Requisition Snapshot
· Requisition History pop-up
· Agency portals
· Requisition Details Report
· Custom reporting
· The timer for the Days Open column on the Manage Job Requisitions page and Time to Fill are stopped while the requisition is on hold. The timers start again from where they stopped once the requisition is reopened. For example, a requisition is opened on January 1 and is placed on hold on January 5. The requisition is reopened on January 10. On January 15, the Days Open and Time to Fill value is 10. Note: The Time to Fill field is a reporting field found in standard and custom Recruiting reports.
[bookmark: _Ref-1832435928][bookmark: _Ref828727188][bookmark: _Toc162002646]Requisition Approval Status Pop-Up
The Requisition Approval Status pop-up displays the details of the approval workflow, including the approvers, comments, and approval decisions. This enables users to view the progress of the approval workflow for the requisition, as well as gain insight into the reason for a particular approver's decision.
The Requisition Approval Status pop-up can be accessed in the following ways:
· The linked status in the Status column on the Manage Job Requisitions page.
· The View Approval Status link on the General tab when creating, editing, or copying a job requisition. Note: When creating or copying a requisition, the Requisition Approval Status pop-up is only used to preview the approval workflow, since the Status, Decision, and Comments columns will be blank.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Approver
	Enables approver to access and approve/deny requisitions for which they are an approver. This permission cannot be constrained. Note: This is a dynamically assigned permission. If the user is removed as an approver for an offer that is in a Pending Offer status, the user can no longer access that version of the offer. This permission cannot be manually assigned.
	Recruiting


[image: ]
The layout of the Requisition Approval Status pop-up is dependent upon the configuration of the approval workflow for the job requisition, whether sequential, concurrent, or sequential/concurrent. Note: If the approval workflow is edited on the requisition, then the workflow that displays in the pop-up is the most current workflow available when the requisition was last submitted for approval. Any information from a previous approval will no longer be visible in the pop-up. If the requisition is created but is not yet submitted, then the pop-up is blank.
In addition, approval workflows may have OR rules and AND rules. For approval steps that have an OR or AND rule or both, the approvers appear in the same row on the Requisition Approval Status pop-up.
· For approval steps with an OR rule, only the approval decision of the first approver to approve or deny the requisition is counted. The approval request for the other approvers is automatically retracted.
· For approval steps with AND rules, all approvers have the opportunity to approve the requisition, unless at least one of the approvers denies the requisition. As soon as at least one approver denies the requisition, the system automatically retracts the approval request for the other approvers who have not yet recorded an approval decision. For the approvers in the step that have already approved the requisition, their decision remains in the system.
The following information displays in the pop-up:
Status
This column displays an icon of the approver's final decision. The following are the possible values:
· Approved - The Approved status indicates that the requisition is approved for this approval workflow step.
· Cancelled - This status indicates that the approval workflow has been cancelled. Note: If an approval workflow is cancelled, only the approval steps that are in a Sent status at the time of cancellation are cancelled. For approvers that submitted an approval decision, their decision and any comments entered remain on the View Details pop-up.
· Denied - This status indicates that the requisition is denied for this approval workflow step.
· Pending - This status indicates the decision is pending.
· Sent - This status indicates that the approver has not yet responded to the approval request.
Name
This column displays the approver details and the approval decision.
Approver Details
The following information appears for each approver:
· Photo, if available; ghost image displays if no photo is available
· Full name
· Primary phone number
· Email address link
Decision
The approval decision for each approver displays as the bottom line of the approver details. The following are the possible values:
· Approved on [date approved]
· Denied on [date denied]
· Sent on [date approval request was sent to approver]
· Cancelled on [date approval workflow was cancelled]
· Request Retracted - This value displays for approvers that are part of an OR or AND rule and did not submit an approval decision.
Comments
This column displays the comments written by the approver when making the approval decision. If the approver did not include a comment, then the comment box does not display for the approver.
Note: Comments are not visible for approval decisions that are in a Sent status.
Note: For requisitions for which an approval workflow is not configured, the Requisition Approval Status pop-up displays "No Approvals defined."
[bookmark: _Ref-352503623][bookmark: _Ref653622729][bookmark: _Toc162002647]Requisition History Pop-up
The Requisition History pop-up enables you to view the events that have taken place for the requisition, as well as the user who took the action.
To access the Requisition History pop-up, go to Recruit > Manage Requisitions. On the Manage Requisitions page, locate the requisition, and then click the View History icon [image: ] in the Options column for the requisition.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting


Requisition owners that do not have the permission necessary to manage requisitions can only view the requisition history for a job requisition for which they are an owner.
Requisition reviewers that do not have the permission necessary to manage requisitions can only view the requisition history for a job requisition for which they are a reviewer.
[image: ]
The following columns display in the Requisition History pop-up:
Event
Displays the title of each tracked history event. The following are the possible event titles and their triggers:
· Applicant Hired - Logged when the applicant's status is changed to Hired.
· Application Workflow Changes - Changes made to Application Workflow tab of a job requisition can be viewed from the Requisition History pop-up.
· Approval Response - Logged when approvers respond to a requisition approval request.
· Create New Requisition - Logged when a user clicks Save or Submit for the first time for a new requisition.
· Edit Applicant Interviewers - This event is logged when a change to the Applicant Interviewer(s) section on the General tab of the job requisition is saved.
· Edit Ideal Qualifications - This event is logged when a change to the Ideal Qualifications tab on the job requisition is saved.
· Edit [Internal/External] Description - This event is logged when a change to the Description field on the job requisition is saved.
· Edit Minimum Qualifications - This event is logged when a change to the Minimum Qualifications tab on the job requisition is saved.
· Edit Referral Bonus - This event is logged when a change to the Referral Bonus field on the job requisition is saved.
· Edit Requisition Job Ad - Logged when a Job Ad is edited. Note: The content of the edit is not included in the Requisition History pop-up.
· Edit Requisition Job Posting - Logged when a job posting is edited.
· Edit Requisition [general discreet field] - Logged when any field on the General tab is edited.
· Edit Requisition Target Hire Date - This event is logged when a change to the Target Hire Date on the job requisition is saved. The date displays in the time zone of the logged-in user.
· 1st Submission Received - Logged when the first submission for a requisition is received.
· Related Requisition Added [Related Requisition Job Title (Related Requisition ID)] - Logged when a standard related requisition or Related Requisition (Apply to Multiple Jobs) is added for a parent requisition. The event is logged when the related requisition is saved or submitted. The event only displays for the parent requisition history.
· Requisition Change Status - Logged when the status of a requisition changes.
· Send Approvals - Logged when requisition approval requests are sent to approvers. The Changed To column displays the user name for all approvers included in the approval workflow.
Changed From
Displays the value from which the item was changed. The following fields will never have a Changed From value:
· Applicant Hired
· Approval Response
· Create New Requisition
· Edit Job Ad
· 1st Submission Received
· Related Requisition (Apply to Multiple Jobs)
· Send Approvals
Note: For the Edit Ideal Qualifications and Edit Minimum Qualifications events, if the Ideal Qualifications tab is being completed for the first time after the requisition is saved, then the Changed From column displays "Added."
Note: For the Edit Applicant Interviewers event, if the Applicant Interviewer(s) section on the General tab is being completed for the first time after the requisition is saved, then the Changed From column displays "Added."
Changed To
Displays the value to which the item was changed. The following fields will never have a Changed To value:
· Applicant Hired
· 1st Submission Received
· Edit Job Ad
· Create New Requisition
Note: For the Edit Ideal Qualifications event, if the value in the tab is deleted and is not replaced with a new value, then the Changed From column displays "Removed."
Note: For the Edit Applicant Interviewers event, if the value in the Applicant Interviewer(s) section on the General tab is deleted and is not replaced with a new value, then the Changed To column displays "Removed."
User
Displays the name of the user associated with the event.
· Requisition Change Status event - "System" displays in the User column when the requisition changes to a status of Closed after a candidate is hired or when the status is changed from Pending Approval to Open.
· Submission Received event - The User column is always blank because no users are associated with this type of event.
Date and Time
Displays the date and time that each event occurred.
Click ok to close the Requisition History pop-up.
[bookmark: _Ref-1488275709][bookmark: _Ref899445892][bookmark: _Toc162002648]Job Requisition - Overview
Job requisitions consist of all of the settings and information for the job as well as the job ad and job postings. You can create and edit job requisitions.
· To create a job requisition, go to Recruit > Manage Requisitions. Click the Options drop-down, and select Add Requisition.
· To edit a job requisition, go to Recruit > Manage Requisitions. On the Manage Requisition page, select the appropriate item in the Job column to open the Edit Requisition page.
A job requisition contains the following pages:
· General - See Create Job Requisition - General on page 47 for additional information.
· Job Ad - See Create Job Requisition - Job Ad on page 68 for additional information.
· Application Workflow - See Create Job Requisition - Application Workflow on page 74 for additional information.
· Applicant Review - See Create/Edit Requisition - Applicant Review Tab Overview on page 79 for additional information.
· Job Postings - See Job Posting Page.
Note: Once a job requisition is created, whether it is submitted or still in a Draft status, you cannot delete it. If the requisition is changed to a Cancelled status, it is still visible on the Manage Requisitions page. 
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting


Default Language Requirement
For portals with multiple languages enabled, when configuring localized values in the Translate pop-up, a value must be entered for the default language in order to save the localized values in the pop-up. For example, if the Display Job Title field is translated into French (France), and the default language is English (UK), then the English (UK) field cannot be blank. A translated value must always be included for the default language. Note: The default language is the language of the user creating the job requisition or requisition template.
[bookmark: _Ref-1042275714][bookmark: _Ref-1841768753][bookmark: _Ref-370962062][bookmark: _Toc162002649]Create Job Requisition - General
The Create Job Requisition - General step enables recruiters to configure the following information for the requisition:
· The job title that is displayed to the applicant.
· Metadata and custom field values. 
· The approval requirements and people who approve the job requisition.
· The people who review and interview new applicants.
In addition, if enabled by the administrator in Requisition and Applicant Preferences, recruiters can create hierarchical relationships between job requisitions by adding child requisitions. From the Requisition section of the General tab, recruiters can also decide whether or not to allow applicants to apply to the parent requisition. Child requisitions can be created once the requisition is submitted the Applicant Review step.
When creating a job requisition, the job title and requisition template must be selected before the additional fields can be completed. After selecting the position and requisition template for which you are creating the job requisition, the form is populated with the values set in the job requisition template for the position. The information can then be modified as needed.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Localization: Default language
	Grants access to change the default languages for a job requisition. This permission cannot be constrained.
	Recruiting



	Requisition: Localization Delete
	Grants access to delete languages for a requisition. This permission cannot be constrained.
	Recruiting



	Requisition: Edit Interviewers
	Grants ability to edit the requisition interviewers section for requisitions. Users with this permission can also edit the interviewers for Interview status types from the Applicant Profile page. This permission can be constrained by OU. Note: If OU constraints are applied, then the only users who recruiters can add as interviewers are the users who they can view based on the OU constraints.
	Recruiting



	Requisition: Edit Attachments
	Grants ability to add and delete attachments to requisitions and requisition templates. This permission cannot be constrained. Note: This permission does not grant access to remove attachments on the Applicant Profile page that are submitted by the applicant.
	Recruiting



	Requisition: Edit Description
	Grants ability to edit the internal and external descriptions for requisitions. This permission cannot be constrained. This permission must be used in conjunction with the Requisition: Manage permission. Note: For requisition owners and managers who do not have this permission, when editing a job requisition, the requisition description section is read-only.
	Recruiting



	Requisition: Edit Job Ad
	Grants ability to edit the Job Ad tab of the Edit Requisition page. This permission cannot be constrained. 
	Recruiting



	Requisition: Edit Qualifications
	Grants ability to edit the minimum and ideal qualifications for requisitions. This permission cannot be constrained. This permission must be used in conjunction with the Requisition: Manage permission. Note: For requisition owners and managers who do not have this permission, when editing a job requisition, the requisition description section is read-only.
	Recruiting



	Requisition: Edit Reviewers
	Grants ability to edit the requisition reviewers section for requisitions. This permission can be constrained by OU.
	Recruiting



	Requisition: Hiring Manager
	Grants ability to view requisitions and applicants for jobs for which user is listed as a Hiring Manager. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as a hiring manager, the permission is revoked for the associated requisition. This permission cannot be manually assigned.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting


General Tab Sections
The following sections display on the General tab:
General
The following fields appear in the general information section:
Job Title
The Job Title field determines which requisition templates are available to select. A job title must have at least one active requisition template in order to be used in a requisition. Until a job title is selected, all other fields on the requisition are grayed out and not selectable. Note: Requisition templates are configured by the administrator in Requisition Templates. See Requisition Template - Create on page 246 for additional information.
To select a job title:
1. Click the Select icon in the Job Title field. This opens the Search Position pop-up.
2. Select a position from the list. You can use the Title and ID fields to filter the list. Note: The Search Position pop-up only displays positions that are within the user's constraints defined for the Requisition: Manage permission.
3. Once a position is selected, the pop-up closes and the Job Title field is populated with the position.
Selecting a job title enables only the Requisition Template field.
Note: If there is only one active template that is configured for the position, then selecting the job title automatically populates the Requisition Template field and activates all other fields.
Considerations
· If you change the selection in the Job Title field after modifying on the requisition, any information entered in the fields prior to changing the selection is lost. A new requisition template may need to be selected, depending on the templates that are active for the new job title. If the same template is active for the job title, then the same template can be used but the field values may or may not be the same as those for the previous job title.
· If you click the Remove icon in the Job Title field and then reselect the same job title and template, any information entered in the fields prior to removing the job title reappears and is not lost.
Requisition Template
Once a job title is selected, the active templates for the job are available in the Requisition Template field. Note: All fields below the Requisition Template field are disabled until a template is selected.
To select a template:
1. Click the Select icon in the Requisition Template field. This opens the Select Requisition Template pop-up from which to select the template.
2. Select a template from the list. This closes the pop-up and populates the Requisition Template field.
Or, if a default requisition template is available, then the Default Requisition Template link displays at the top of the pop-up. Clicking the link selects the default template and closes the pop-up. The Requisition Template field is populated with the default template. Note: A default template must be defined for the recruiter's organizational unit (OU) in order for a default template to be available to select. In addition, the Default Requisition Template link only displays if the Default Requisition Template option is selected by the administrator in Requisition and Applicant Preferences. See Requisition and Applicant Preferences on page 335 for additional information.
Once a template is selected, all other fields are enabled on the General tab. This also populates the fields that have been configured for the template.
Note: When editing the Requisition Template field for a job requisition, if a default template is not defined for the recruiter's OU, then the Default Requisition Template link does not display in the Select Requisition Template pop-up. The link does not display even if a default template was defined for the requisition prior to editing the requisition. In addition, if a recruiter from a different OU edits the Requisition Template field, then the default template defined for the OU of the recruiter editing the requisition replaces the previous default template.
Considerations
· If you change the selection in the Requisition Template field after modifying the requisition, any information entered in the fields prior to changing the selection is lost.
· If you change the selection in the Requisition Template field after the requisition has been approved, the requisition does not require re-approval. Changes made to the field are tracked in the Requisition History pop-up. See Requisition History Pop-up on page 43 for additional information.
· The Requisition Template field is inactive when the requisition is in a status of Open, Pending Approval, Open Pending Re-approval, or Cancelled.
· When editing a job requisition, the Job Title and Requisition Template fields must contain valid values. It is also important to note that changing the Job Title field always refreshes all fields on the page.
Hidden Fields
When configuring the requisition template (including the default requisition template), the administrator may have hidden some of the fields that would normally be visible on the General tab. Fields that were hidden are not visible when configuring a requisition that uses a template with hidden fields. See Requisition Template - Create - General Tab on page 248 for additional information.
The following lists the fields can be hidden in each section of the requisition:
Details Section
The following fields can be hidden in the Details section and will not appear if they were hidden:
· Additional Location(s)
· Grade
· Cost Center
· Contact Phone
· Range
· Referral Bonus
· Custom Fields
Even if a field is hidden from the requisition, the administrator may have filled in the field on the requisition template. The value in the field will not be visible when viewing the requisition.
Special Note about the EEO Category Field
The EEO Category field will only display on the requisition if the administrator has enabled the following in Compliance Enablement Preferences and the relevant OU is selected:
· The Require OFCCP Compliance Enablement functionality field is checked. Or,
· The Record EEO field is checked.
Description and Qualifications Section
The following fields can be hidden in the Description and Qualifications section and will not appear if they were hidden:
· Minimum Qualifications
· Ideal Qualifications
· Keywords
Even if a field is hidden from the requisition, the administrator could still have filled in the field on the requisition template. The value in the field will not be visible when viewing the requisition.
Hiring Team
The following fields can be hidden in the Hiring Team section and will not appear if they were hidden:
· Owner(s) - (Note: For requisition requests, this field appears in the Requisition Owner(s) section.)
· Hiring Manager
· Reviewer(s)
Even if a field is hidden from the requisition, the administrator could still have filled in the field on the requisition template. The value in the field will not be visible when viewing the requisition.
Attachments Section
The entire Attachments section can be hidden by the administrator when configuring the requisition template. If the section is hidden, then it will not be visible on the General tab of the requisition.
Even if the Attachments section is hidden from the requisition, the administrator could still have added attachments on the requisition template. In such cases, any attachments added by the administrator would not be visible on the requisition.
Approvals Section
The entire Approvals section can be hidden by the administrator when configuring the requisition template. If the section is hidden, then it will not be visible on the General tab of the requisition.
Even if the Approvals section is hidden, it may have been filled out by the administrator on the requisition template. In such cases, the requisition will be placed into a Pending Approval status and an approval workflow will need to be completed by the approvers once the requisition is submitted.
Note: This section does not apply to requisition requests.
Requisition Section
The following fields can be hidden in the Requisition section and will not appear if they were hidden:
· Do Not Allow to Apply - (Note: This field does not apply to requisition requests.)
· Target Hire Date
Note: The Do Not Allow to Apply and Target Hire Date fields do not appear on requisition templates. However, they do appear in the Manage Field Visibility pop-up when configuring the requisition template, and the administrator can choose to hide them by checking the box on the pop-up.
Copying the Requisition
When copying a requisition, any fields that were hidden on the requisition template for the requisition will be hidden on the copied requisition.
Localization Options
Note: The localization fields (View In, Default, Localized Languages) only display for portals with multiple languages enabled.
Use Case
Sven is a recruiter in Germany whose portal language is set to German. Sven edits a job requisition that has a default language of English (UK). Sven wants to edit the English (UK) language values. Also, he does not want the requisition to exist in his German language. Sven needs a way to see the default language of the requisition, as well as edit the requisition in English (UK).
When editing the job requisition, Sven clicks the Localized Languages link. This opens the Requisition Languages pop-up. He clicks the Delete option to the left of German, and then clicks Save. This deletes the translated German values from the Display Job Title field, the Description and Qualifications section, and the Job Ad step.
Next, he clicks the English (UK) option in the View In field. He makes changes to the job ad and the description and qualifications. Then, with English (UK) still selected in the View In field, he checks the Set As Default box to set English (UK) as the new default language.
Finally, he saves the job requisition. The requisition now has a new default language of English (UK), and there are no fields translated into German.
View In
The View In field allows you to select a language from a new drop-down, and then edit the requisition in the selected language.
To view and edit the requisition in a specific language:
1. Click the View In drop-down. The language that displays at the top of the list in the drop-down is the user's portal language. The additional languages are the languages that are enabled for the portal. Even if a language does not have a translated value, the language still appears in the drop-down.
2. Select a language from the drop-down.
3. Enter translated values in the localizable fields for the requisition. If a field currently has a translated value, as defined on the requisition template, then the value displays in the field and can be modified.
Once the translations are made in one language, you can select another language from the drop-down and translate the fields into that language. The values are saved when toggling between languages. Editing Note: This field can be modified when editing the requisition.
Default/Set as Default
The Default/Set As Default option allows you to change the default language of the requisition. The field name displays as Default when only one language is configured for the requisition. Once you select a different language from the View In field, the field name changes to Set as Default to allow you to set the selected language as the default for the requisition.
To change the default language:
1. Select the new default language from the View In field.
2. Check the Set As Default box. This changes the default language to the selected language.
3. If there are any required fields that have not been completed in the default language, enter translated values into the fields. The job requisition cannot be saved until all required fields are completed in the new default language.
4. Click Save to save the requisition.
Note: When the existing default language is selected in the View In field, the Set As Default option is disabled.
Editing Note: The default language for a requisition can be changed when editing the requisition.
Localized Languages
The Localized Language option allows you to remove all localized data for a particular language.
To remove a language from the requisition:
1. Click the Localized Language option. This opens the Requisition Languages pop-up. The pop-up displays the languages that are currently present in one or more fields within the requisition. The default language displays at the top of the list and cannot be deleted.
2. Click the Delete icon [image: ] to the left of the language that you would like to delete. This opens a confirmation pop-up that indicates that deleting a language removes all translations from all fields in which the language has been translated. Click Yes to delete the language. Click cancel to close the pop-up without deleting the language. Note: The Delete icon only displays for users with permission to delete localized languages from job requisitions. In addition, if the Allow Minimum Qualifications modification after a Requisition is opened option is enabled in Compliance Enablement Preferences, then languages cannot be deleted. See Compliance Enablement Preferences.
3. Click Save. This saves the changes to the languages. Note: The language data is not removed from the requisition template, the copied job requisition, or the application workflow.
Editing Note: The languages can be deleted when editing the requisition.
Details
Enter the following information in this section:
· Display Job Title - In this field, enter the job title that is displayed to potential applicants in the job ad. The character limit for this field is 100.  If multiple languages are enabled for your portal, select the Translate icon to translate the field into other available languages. 
· Use Case: Sometimes an organization has a different naming convention for its jobs that is not appropriate when publishing to an external site (e.g., a job title with a job code or job number). A job title that is less specific is more appropriate for a job ad.
· Description - In this field, enter a description for the job. This field has standard formatting options and accepts HTML. This field has no character limit. An internal and external job description is required and you can toggle between descriptions by selecting the appropriate radio button. By default, the description is set to the position OU description that is set in the system.
· Internal - The internal job description is for the purpose of posting the job requisition to an internal career board where the audience is the organization's employee base.
· External - The external job description is for the purpose of posting the job requisition to an external career board, where the audience is people outside the organization.
· Division - Click the field to select the division that is associated with the position. This is a required field.
· Primary Location - This field automatically displays the value in the Location field on the requisition template. This is a required field.
Note: The Location OU in the Primary Location field determines which compliance questions appear in the Compliance Questions section on the application workflow, if an application workflow is configured for the templates.
Note: If the primary location is changed to one of the locations in the Additional Location(s) field, then the location will no longer appear in the Additional Location(s) field.
· Primary Location Address - Displays the physical address of the location indicated in the Location field. Note: Accurate address information must be provided in the Address field in order for job searches by geographical location to function properly on the career site. Requisitions that do not have valid facility location addresses will not be returned in the geolocation search on the career site.
Note: Modifying the facility address does not modify or define any address that is defined for the Location OU.
· Additional Locations - This field allow you to add additional locations to the requisition. Adding more locations allows the requisition to appear in search results for applicants who are executing searches near the various locations.
To add locations, click Add Location(s). This opens the Select Locations pop-up.Select one or more Location OUs from the pop-up. There is no limit to the number of locations that can be added.Click add. This adds the locations to the Additional Location(s) field.
Use Case
Scott, an applicant on the career site, is a sales executive who is interested in positions covering the North America region. He lives in Los Angeles but would be willing to relocate to another American city if required to do so.
Veronica, a Recruiter, is a Requisition Owner for the North America Sales Director requisition. She needs to post the requisition in several cities in the United States and Canada so that prospective applicants can find the requisition when they do a location search on the career site. Rather than spend time creating multiple parent-child requisitions and managing multiple applicant pools, she wants to post one requisition with all of the locations so that all applicants for this position are in the same applicant pool. She may later want to search this applicant pool for candidates from Los Angeles for another Los Angeles-based requisition.
Considerations
· Email tags will only show the primary location
· JOB.AD tag will only show the primary location
· Referral email will only show the primary location
· Invitation to Apply email will only show the primary location
· Broadbean and eQuest integrations will only show the primary location
· Agency Portal will only show the primary location
· Review Applicants page will only show the primary location
· The requisition information in the mobile app will only show the primary location
· Additional Locations Address - You can add/edit the address of the additional locations. The address you enter will not change the address for the Location OU in Manage Organizational Unit Hierarchies.To edit the address, click Edit [image: ], and then complete the address fields in the Facility Location pop-up. Click the Delete icon [image: ] to delete the location from the requisition.
· Grade - This field enables you to limit access to the template by Grade OU. Only one Grade OU can be defined for the template. Defining a Grade OU is not required.
To define the Grade OU, click the Select icon in the Grade field. This opens the Grade OU pop-up. Select the Grade OU. This closes the pop-up and adds the Grade OU to the Grade field.
Note: The Grade field is read-only for users who do not have permission to view Grade OUs. The field does not display for portals that do not have Grade OUs enabled.
· Cost Center - This field allows you to select a cost center for the requisition template. This is not a required field.
· Contact Phone - In this field, enter the phone number that will be used as the internal contact for the job requisition. This phone number does not display to applicants.
· EEO Category - Note: This option is only available if the Record EEO option is selected in Requisition Preferences. From the drop-down list, select the appropriate equal employment opportunity category for the position. Note: The EEO Category field is only required if the Require EEO Job Category box is checked on the Compliance Enablement Preferences page. See Compliance Enablement Preferences for additional information.
· Employment Type - From the drop-down list, select the appropriate employment type. The available employment types are defined in Requisition Preferences. After selecting the employment type, select whether the requisition is a full time or part time position, using the radio buttons.
· Currency - From the drop-down list, select the currency in which the job is compensated. This information can be used in reporting, but not posting. If a currency is selected, entering a range in the Range fields is not required.
· Compensation - Note: This option is only available if there are active compensation types defined in Requisition Preferences.
· Compensation - From the drop-down list, select the appropriate compensation type for the job requisition (e.g., hourly, salary, contract). This information can be included when posting to an external job board as well as when reporting on the status of job requisitions. The options that are available are defined in Requisition Preferences.
· Range - The Range field is only visible for users with permission to view and edit the salary range. In the two text fields, enter the potential compensation range for the position. This indicates the potential compensation an applicant can receive if they are selected for the position. The lower range value is entered in the first field and the higher range value is entered in the second field. The lower range value must be lower than or equal to the higher range value. Note: If a range is provided, you must also select a currency in the Currency field.
· Referral Bonus - In this field, define the default value for the referral bonus by entering a positive whole number. This field does not accept commas or decimals. This is not a required field and only appears if Referral Suite is enabled in the portal. Note: The currency is determined by the value in the Currency field.
· [Custom Field Name] - Any Requisition custom fields that are created for the Position OU may be available on the job requisition. The custom fields that appear on the requisition are created in Custom Field Administration and are selected in Requisition and Applicant Preferences. The custom fields may or may not be required, depending on the Required setting in Custom Field Administration.
If a field has been defined by the administrator as read-only in Requisition and Applicant Preferences, then "Read Only" displays in parentheses to the right of the field name. The value in the field can be modified on the requisition template, but it cannot be modified in job requisitions or requisition requests.
If a value for the custom field has been configured by the administrator for the Position OU in Manage Organizational Unit Hierarchy, then the value displays on the requisition template.
Description and Qualifications
Language
This field displays for portals with multiple languages enabled and allows you to localize the internal and external description and the minimum qualifications. To localize the fields, select the language from the drop-down, and then enter the translated text into the fields.
To translate the fields into additional languages, select a different language from the drop-down and enter the translated text into the fields.
Note: If there is no content for the default language of the description on the Internal and External tabs of the job requisition, then a notification displays when clicking Next. As a best practice, the descriptions should be translated into the default language for the requisition.
Note: The Ideal Qualifications section is defined by the administrator when configuring the Position OU and is therefore not localizable from the requisition template.
Description
This section allows you to enter a description for the job for internal applicants and external applicants. The text box has standard formatting options and accepts HTML. There is no character limit for the text box. An internal and external job description is required. By default, the description is set to the position OU description that is set in the system. 
· Internal - The internal job description is for the purpose of posting the job requisition to an internal career board where the audience is the organization's employee base.
· External - The external job description is for the purpose of posting the job requisition to an external career board, where the audience is people outside the organization.
If the description is edited and the requisition has an approval workflow, then the requisition must be re-approved after editing. Changes made to the field are tracked in the Requisition History pop-up.
Clone External Description
The Clone External Description option enables you to use the external description as the internal description. The box is checked by default. When checked, the description from the External tab is added to the Internal tab.
You can modify and add to the description. The changes to the description on the Internal tab do not impact the External tab.
Important Note: If you clone the external description after entering an internal description, the internal description text will not be recoverable.
JOB.DESCRIPTION Tag
The JOB.DESCRIPTION tag displays the content that is in the Internal or External tab in the Description and Qualifications > Description section on the General tab of the requisition. If you include the JOB.DESCRIPTION tag on the job ad, then the internal or external description will display for applicants when they view the job.
If you do not want this information to appear for applicants, then be sure that the job ad does not include the JOB.DESCRIPTION tag.
Qualifications
The Qualifications section enables administrators to define the minimum qualifications necessary to be considered for the position, as well as ideal qualifications. These are not required fields.
Minimum Qualifications
[bookmark: concept10]On the Minimum Qualifications tab, enter the minimum qualifications that an applicant must have in order to be considered for the position. The contents of this field are used throughout the recruiting process to convey the minimum qualifications for the position. There is no character limit.
Note: If the value in the Minimum Qualifications tab is edited after the requisition is submitted, the requisition requires re-approval.
Note: When the requisition is in an Open status, the value in the Minimum Qualifications tab cannot be edited unless the administrator enables editing via Compliance Enablement Preferences.
Ideal Qualifications
On the Ideal Qualifications tab, define the qualifications that you prefer an applicant has in order to be considered for the position. The contents of this field are used to determine the ideal matching criteria for job requisitions that are created with this template. However, only resume attributes that are mapped as Applicant Tracking System (ATS) resume sections will be evaluated for ideal matching criteria. See Add Resume Section - Applicant Resume for more information about mapping attributes to ATS.
The Ideal Qualifications tab displays the position's attributes and their criteria as defined in the Attributes section for the position. Each attribute can be added, edited, or deleted. Note: Changes to attributes at the requisition template level do not affect the attributes for the position in Position Management.
The Criteria table displays the following:
	Feature
	Description

	Add Attributes
	Click the plus icon to the left of the Criteria heading to add attributes, which enables you to further define the ideal qualifications. See Position Management - Position OU for more information about adding attributes.

	Edit
	Click the Edit icon to edit the attribute. Changes to the attributes control an applicant's match percentage.

	Delete
	Click the Trash Can icon to delete the attribute.

	Importance
	Click the Importance drop-down to change the importance for the attribute. The following Importance options are available:
· Low
· Average
· High


If ideal qualifications are not configured for the requisition, then ideal matching criteria on all associated pages for the requisition is 0 of 0.
Note: If the value in the Ideal Qualifications tab is edited on the requisition after the requisition is submitted, the requisition requires re-approval.
Keywords
Enter keywords into the Keywords field, up to 1000 characters. Separate each keyword by a comma, and then a space.
The keywords can be localized by selecting the desired language from the View In drop-down. Then, enter the translated keywords in the Keywords field.
Keyword Searchability Note: The Keyword or ReqID field must be selected as a search field when configuring the Search Jobs widget settings for the career site, and the box in the Display Field column must also be checked for the Keyword or ReqID field. See Search Jobs Widget.
Refresh from Position
Clicking Refresh from Position from the Description area replaces the current Internal and External descriptions for the template with the current description (General tab) from Position Management.
Clicking Refresh from Position from the Ideal Qualifications tab replaces the current ideal qualifications with the current attributes (Attributes and Competencies tabs) from Position Management.
Once refreshed, the previous descriptions or attributes cannot be recovered.
View in Full Screen
Click the Toggle Full Screen Mode icon [image: ] to view the Description or Qualifications section in full screen mode. Click the icon again to return to the default view.
When viewing in full screen, you must be in the Design mode in order to exit the full screen view.
Hiring Team
The Hiring Team panel displays all users that are associated with the requisition. There are four types of users that can be associated with a requisition: primary owner, owners, reviewers, and interviewers. In addition, a hiring manager can be selected.
Requisition Owner(s)
Primary Owner
This field displays the user who is defined as the primary owner of the requisition. This is a required field that cannot be left blank. By default, this field is populated with the requisition creator. The primary owner can be changed by selecting a different user.
Note: The approval workflow for job requisition is associated with the user defined in the Primary Owner field.
To select a different primary owner:
1. Click the Remove icon [image: ] in the Primary Owner field. This enables the Select icon [image: ].
2.  Click the Select icon [image: ] in the Primary Owner field. This opens the Select Primary Owner pop-up.
3. Select a user from the list. This closes the pop-up and populates the Primary Owner field with the selected user. The user who was previously listed as the primary owner is now included as an owner in the Owner(s) field.
Owners
Default requisition owners may appear in this field if configured on the requisition template. Job requisitions are required to have at least one requisition owner. Which users are available for selection is determined by the constraints applied to the permission to manage requisitions. The user who is defined as the primary owner cannot also be defined as an owner in the Owner(s) field.
If a user who is listed as an owner in the Owner(s) field is added as the primary owner in the Primary Owner field, then the user is automatically removed from the Owner(s) field.
Requisition owners are dynamically assigned the Requisition: Owner permission for the associated requisition.
To add a requisition owner:
1. Click the Add Owner(s) link. This opens the Select User pop-up.
2. Select one or more users. Note: The user who is listed in the Primary Owner field will be available to select in the Select User pop-up. But, if the primary owner is selected to be an owner, then the user is moved from the Primary Owner field to the Owner field. The primary owner cannot also be an owner.
3. Click Done. This adds the user to the Requisition Owners section.
Applicant Reviewer(s)
Hiring Manager
A default hiring manager may already appear in the Applicant Reviewers section, if configured on the requisition template. This is not a required field. Job requisitions can only have one hiring manager.
The hiring manager is considered a reviewer and is dynamically assigned the hiring manager permission and the permission to review requisitions. The hiring manager can access the Review Applicants page, which allows them to view the profiles of applicants for the job requisition. The hiring manager is also sent any emails that are configured with "Hiring Manager" as a recipient.
For more information about the Hiring Manager role, see the Recruiting Roles topic in Online Help.
To add a hiring manager:
1. Click the Add Hiring Manager link. This opens the Select User pop-up.
2. Select one or more users.
3. Click Done. This adds the hiring manager to the Applicant Reviewers section.
Reviewers
Default applicant reviewers may already appear in the Applicant Reviewers section, if configured on the requisition template. Reviewers are dynamically assigned the Requisition: Reviewer permission to review applicants that apply to the associated requisition.
Reviewers can access the requisition and also past, present, and future applicants. This access level can only be granted at the Requisition Level[footnoteRef:3] and not at the Applicant Level[footnoteRef:4]. If a reviewer is deleted at the requisition level, they can no longer access the requisition or any of the requisition's applicants. [3: Requisition level refers to the job requisition in Manage Job Requisitions. Changes made to a job requisition are referred to as being made at the "requisition level." Applicant reviewers added to a job requisition after the requisition is created are referred to as being added at the "requisition level." An offer letter template added to a job requisition is referred to as being added at the "requisition level." This term applies to the Recruiting functionality. This is a Recruiting term.]  [4: Applicant level refers to the applicant's profile. Changes made to an applicant's profile are referred to as being made at the "applicant level." Access granted to an applicant's profile is referred to as being granted at the "applicant level." This term applies to the Recruiting functionality. This is a Recruiting term.] 

Note: If an applicant reviewer is added at the requisition level but the applicant has not yet begun the In Review process, the Review Applicant email is not sent until the applicant's status changes to In Review. If an applicant reviewer is added at the requisition level but the applicant has already completed the In Review process, then the Review Applicant email is not sent to reviewers that are added after the applicant has completed the In Review process. The Review Applicant email is sent to applicant reviewers that are added before the applicant has completed the In Review process and is triggered upon requisition submit or re-submit.
To add an applicant reviewer:
1. Click the Add Reviewer(s) link. This opens the Select User pop-up.
2. Select one or more users.
3. Click Done. This adds the reviewer to the Applicant Reviewers section.
Applicant Interviewers
Interviewers can be configured as part of the hiring team. Interviewers selected in the Applicant Interviewer(s) section within the hiring team are in turn available for selection on the Applicant Review tab for any applicant status that is designated as a status type of Interview. The selected interviewers can review all applicants that are in the associated interview status type.
From the Applicant Interviewer(s) section, administrators can add and remove interviewers, as well as create a list of interviewers by copying the list of applicant reviewers. The Applicant Interviewer(s) section is not required.
Note: When editing a job requisition, changes made to the Applicant Interviewer(s) section are not applied to interviews that are already scheduled for the interviewers. In addition, changes to the section do not require re-approval of the requisition if an approval workflow is configured for the requisition.
Add Interviewers
To add interviewers:
1. Click the Add Interviewer(s) link. This opens the Select User pop-up.
2. Select one or more users. The users that are available to select are based on the constraints applied to the permission to edit interviewers.
3. Click Add. This adds the users to the Applicant Interviewer(s) section.
Interviewers are listed in the order in which they are added.
Note: The Add Interviewer(s) link only displays for users who have permission to edit interviewers. For users who do not have permission to edit interviewers, the list of interviewers displays but cannot be modified.
Copy Applicant Reviewers
The Copy from Applicant Reviewers icon [image: ] in the Applicant Interviewers section provides a one-click option to quickly create a list of interviewers by copying the applicant reviewers and hiring manager. Clicking the icon adds the applicant reviewers and hiring manager to the Applicant Interviewers section. The icon only displays for users who have permission to edit interviewers.
If interviewers have already been defined in the Applicant Interviewers section, then clicking the Copy from Applicant Reviewers icon overwrites the existing interviewers without warning.
Note: If there are no applicant reviewers defined, then clicking the Copy from Applicant Reviewers icon has no functionality.
Remove User
Requisition owners, the hiring manager, applicant reviewers, and interviewers can be removed by clicking the Trash Can icon to the left of the user's name. This includes default users added via the requisition template. The default requisition owner (job requisition creator) can also be deleted.
Note: Job requisitions must have at least one requisition owner.
Note: Removing an interviewer from the job requisition does not remove the interviewer from an interview that has already been scheduled.
Information Pop-Up
Additional information appears for owners, the hiring manager, reviewers, and interviewers by hovering over the user's name. An information pop-up appears, displaying the following information about the user:
· Photo; ghost image displays if no photo is available
· Name
· Position title
· Phone number
· Email address link
Attachments
The Attachments section enables administrators to attach up to 10 documents to the job requisition. Note: If attachments are added to the template that is used for the job requisition, then the documents appear in the Attachments section on the job requisition and can be deleted by the user. Additional attachments can be added to the job requisition.
Users must be assigned the Requisition: Edit Attachments permission in order to add and delete attachments. It is important to note, however, that all users with permission to access the job requisition can view and download any associated attachments, regardless of whether or not they have the Requisition: Edit Attachments permission.
Add Attachment
In the Attachments panel, up to 10 documents can be added. The ability to add attachments is available to all users who have permission to edit attachments.
To add an attachment:
1. Click the Add Attachment link. This opens the Upload Attachment pop-up.
2. Enter a title for the attachment in the Title field, up to 99 characters. This is a required field.
3. Browse for and select the file to upload. The field accepts a maximum file size of 5MB and the following file types: .doc, .docx, .xls, .xlsx, and .pdf. Once a file is selected, the Browse button changes to Upload.
4. Click Upload. This uploads the attachment.
5. Click Save. This adds the attachment to the Attachments table. Or, click Cancel to cancel adding the attachment.
Once the maximum of 10 attachments has been reached, clicking the Add Attachment link opens the Attachment Limit Reached pop-up. This pop-up indicates that at least one document must be removed before additional documents can be added.
Note: Edits to the Attachments section do not require re-approval of the job requisition.
Attachments Table
The Attachments table displays all attachments that have been uploaded to the requisition. The table is sorted in order of the most recently to least recently attached document.
The following information displays for each attachment in the table:
	Column
	Description

	Document Title
	This column displays the title of the document.

	Upload User
	This column displays the full name and user ID of the user who uploaded the document.

	Upload Date
	This column displays the date on which the document was uploaded.

	Options
	The following options are available in the Options column:
· View Attachment - Click the icon [image: ] to open the document. Uploaded documents open in the format in which the document was attached, such as .pdf or .docx. The ability to view attachments is available for all users who have access to the requisition.
· Delete Attachment - Click the Delete icon to delete the attachment. This opens the Confirm Delete pop-up. Click Continue to delete the attachment permanently. Or, click Cancel to cancel the delete action. Note: The Delete icon only appears for users who have permission to delete attachments.


Approvals
The Approvals section enables administrators to set the approval workflow for the job requisition. Administrators can determine which approval steps are included in the approval workflow as well as whether the approval steps occur at the same time or in a certain order.
View Approval Status
Clicking the View Approval Status link opens the Requisition Approval Status pop-up. When creating or copying a requisition, the pop-up is used to preview the approval workflow, since the Status, Decision, and Comments columns will be blank. When editing a requisition, the pop-up displays the details of the approval workflow, including the approvers, comments, and approval decisions. See Requisition Approval Status Pop-Up on page 40 for additional information.
Add Approver
To add an approver to the approval workflow, click the plus icon to the right of the Approvals heading. The Select Approvers pop-up appears. The available approval options are:
· Manager - This is the job requisition owner's manager. This option can only be selected once as an approval requirement.
· Next Level Manager - This is the job requisition owner's indirect manager. This option can be selected multiple times, as multiple indirect managers can be included.
· Corporation Approver - This is the person defined as the approver on the Requisition Preferences page.
· Hiring Manager - This is the person defined as the Hiring Manager on the Requisition Preferences page for the job requisition owner's OU. This option can only be selected once as an approval requirement. 
· User - This allows the administrator to select a specific user in the approval process. This option can be selected multiple times, as multiple users can be included.
After selecting the appropriate approvers, click Done in the pop-up. The selected approvers are added to the Approvals section. For dynamic roles, such as Manager and Next Level Manager, the name of the user who represents the role displays in parentheses to the right of the dynamic role. If a user is not defined for a role, then "None Defined" displays in parentheses. In addition, if a user is not defined for a role, then the step is skipped and assumed "Approved."
All approval steps are required to approve the requisition form.
Define Approval Step Order
The administrator can define the order of approvals. In the text box to the left of the approval step, enter the sequence in which the approval steps should occur. The step with the sequence number of "1" occurs first, followed by 2, 3, 4, etc. The approval process will follow the sequence defined here. For example, Approver #2 does not receive an approval request until Approver #1 has approved. 
If multiple steps are given the same sequence number, then those two approval steps occur concurrently. All steps can occur sequentially, concurrently, or a combination of both where some steps occur sequentially and others occur concurrently. When there are concurrent approval steps, if one of the concurrent approvers denies the request, then the job requisition is denied even though the other approvers have not yet responded. The remaining approvers' request remains and their responses are recorded even though it has no impact.
If a User approval step is added, click the User field to select a specific user. The selected user will receive the job requisition approval request. 
For User approval steps only, the administrator has the option of adding a secondary approver to the approval step by clicking the plus icon to the right of the User field. When a secondary approver is added to the approval step, a second User field appears to the right of the first User field, separated by "OR." This indicates that either of the two users can approve the job requisition. Both users specified in the approval step receive the approval request at the same time, but only one of them is required to approve the request. As soon as one of the users approve or deny the request, then the other user's response has no impact on the approval status of the job requisition. Even though only the response that is submitted first impacts the approval, both responses are recorded.
Delete Approval Step
Administrators can remove any approval step from the workflow by clicking the Delete icon to the left of the approval step.
Approver Required
If the Require Approver option is enabled by the administrator in Requisition Preferences, then at least one approver must be configured for the requisition. The approver can be the user who is submitting the requisition, but only if there is at least one other approver configured for the requisition.
Requisition
Enter the following information in this section:
	Field Name
	Description

	Requisition ID
	This is a read-only, system generated ID that is created each time a job requisition form is created and saved. The ID value is not recorded until the requisition form is saved.

	Priority
	From the drop-down, select the priority status of the job requisition (High, Medium, Low). This priority status is displayed on the Manage Job Requisitions page.

	Openings
	Enter the number of openings that are available for the job requisition, which is also the number of persons the organization intends to hire. Each time a person is hired, the Openings value is decremented by one. When the number of hires is greater than or equal to the number of openings, the requisition status is changed to Closed. Unless the requisition is On Going. The maximum value is 999.

	On Going
	Select this option if the hiring for this job requisition is on-going, meaning that the organization is always hiring for the job requisition. This allows the job requisition to not be closed as a result of hiring a target number of openings. Instead, each time someone is hired, a child requisition ID is recorded in the system, but the parent requisition remains open on the Manage Job Requisitions page until it is manually canceled.

	Target Hire Date
	Using the calendar tool, select the date by which the organization intends to fill the open positions. The date that is selected will be in the time zone of the logged-in user.
If there are multiple openings or if the job requisition is on-going, then this date is cleared after the first hire is complete and must be redefined for subsequent hires.
After the initial Target Hire Date passes, this value is no longer required.

	Requisition Status
	Select the job requisition form status (Draft, Open, Canceled, Closed, On Hold). This is a required field.
· When creating a new job requisition form, the available option is Draft.
· When editing a job requisition form that is in Draft status, the available option is Canceled.
· When editing a job requisition form that is in Pending Approval status, the available options are Draft and Canceled.
· When editing a job requisition form that is in Denied status, the available options are Draft and Canceled.
· When editing a job requisition form that is in Open status, the available options are Canceled and Closed.
· When editing a job requisition form that is in Pending Re-Approval status, the available options are Open, Canceled, and Closed.
· When editing a job requisition form that is in Canceled or Closed status, there are no available options.
Note: For job requisitions that are posted to Broadbean, if the requisition is put into a Canceled or Closed status, then the requisition is removed from Broadbean.

	Calculate Candidate Matching Score
	The Calculate Candidate Matching Score option lets you enable matching score calculations on a requisition. Unchecking disables this functionality. 
 
Note: Matching scores are calculated only if this checkbox is checked and Enable Candidate Skills Match is enabled for the primary location OU of the requisition. 

	Do Not Allow to Apply
	The Do Not Allow to Apply option allows recruiters to decide whether or not applicants can apply to the parent requisition. This option is unchecked by default. This option is not available for child requisitions that are associated with the parent. Once the parent requisition is submitted, the Do Not Allow to Apply option is disabled and cannot be modified when editing the parent requisition.
Option Checked - Applicants Not Allowed to Apply to Parent Requisition
When the Do Not Allow to Apply option is checked, applicants cannot apply to the parent requisition. The Recruiting Agency tab is hidden on the Application Workflow tab when the option is not selected, and the Recruiting Agencies section on the Job Postings tab indicates that the posting is not available for recruiting agency users. In addition, the parent requisition is not available on the career site until at least one of the child requisitions is posted.
The following occurs in the Applicant Tracking System when the option is selected:
· Applicants cannot be added to the parent requisition.
· Applicants cannot be moved to the parent requisition.
· Applicants cannot apply to the requisition on the career site or in Career Center.
· A referral bonus cannot be configured.
The following occurs for applicants when the option is selected:
1. The parent requisition displays on the career site's job search page.
2. Applicants select the parent requisition from the list of jobs on the career site.
3. When the parent is selected, applicants are taken to a landing page for the parent requisition.
4. The parent requisition landing page displays the list of associated child requisitions to which the applicant can apply.
5. The applicant selects a child requisition and is taken the child requisition's job details page, from which they can apply to the child requisition.
Option Unchecked - Applicants Allowed to Apply to Parent Requisition
When the Do Not Allow to Apply option is unchecked, applicants can apply to the parent requisition. The parent requisition is listed on the career site's job search page and can be accessed and applied to the same as any other stand-alone requisition. In addition, applicants can be added/moved to the parent requisition from the Manage Applicants page and the Search Results page in Search Candidates.
This option does not display for child requisitions.


 Next/Save/Cancel
After completing all sections, click Next to validate that all required information is entered on this page and proceed to the next step. Or, click Save to save any changes made to any of the steps. Or, click Cancel to return to the Manage Job Requisitions page without saving the requisition.
Submit Changes
When editing a requisition that has been submitted for approval, a Submit Changes button is available. Click this button to save the changes made on all pages of the requisition and submit the requisition for re-approval.
Submit/Submit and Manage Postings Buttons
Once all mandatory fields are completed you can use the following buttons:
· Submit - Submits the requisition. 
· Submit and Manage Postings - Submits the requisition and opens the Manage Posting page.
[image: ]
[bookmark: _Ref982093694][bookmark: _Ref-35340613][bookmark: _Toc162002650]Create Job Requisition - Job Ad
The Create Job Requisition - Job Ad step enables the administrator to define the appearance of the job ad. Two job ads are defined for the job requisition:
· External Site - This job ad is for the purpose of posting the job requisition to an external career board, where the audience is people outside the organization.
· Internal Site - This job ad is for the purpose of posting the job requisition to an internal career board, where the audience is the organization's employee base.
· Mobile - This job ad is for the purpose of posting the job requisition to mobile optimized career sites. Note: As part of the deprecation process for Standard career sites, for clients whose portals were created prior to the May '19 release, when the Enable Mobile Site option on the Career Site Settings page for Standard career sites has been unchecked from all Standard career sites, the Mobile Job Ad tab will be hidden when configuring job requisitions.
To switch between editing the External Site job ad and Internal Site job ad, click the appropriate tab at the top of the editor.
There is no limit to the number of characters that can be entered in the external or internal job ads; however, a maximum of 30,000 characters can be entered in the Mobile job ad.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Job Ad
	Grants ability to edit the Job Ad tab of the Edit Requisition page. This permission cannot be constrained. 
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting


[image: ]
Language
The language option allows you to localize the job ad for external and internal sites, as well as mobile. Tags are also localized. Note: When viewing the Job Ad page, the language in the language drop-down is the most recently selected language in the View In field on the General tab.
To localize the job ad, select the language from the drop-down, and then enter the translated text into the job ad.
To translate the job ad into additional languages, select a different language from the drop-down and enter the translated text into the job ad.
When the job ad is viewed, the ad displays in the language of the viewer. If a translation is not available in their language, then the ad displays in the language of the user who created the ad.
Job Ad Editor
When creating or editing a job ad, a Telerik RadEditor is used. For additional information about the editor, visit http://www.telerik.com/help/aspnet-ajax/editor-toolbar-intro.html.
In the editor, there are two editing modes: Design and HTML. When in Design mode, you can use the standard editing tools to format your text, similar to your word processor application. When in HTML mode, the standard editing tools are disabled and you are able to view and modify the HTML code that is used to design the ad. To switch between modes, click the appropriate tab in the lower-left corner of the editor. The system only accepts certain customizable HTML elements in the WYSIWYG Editor. Elements that are not acceptable display as text. See Safe Listed Customizable Elements.
View in Full Screen
Click the Toggle Full Screen Mode icon [image: ] to view the Description or Qualifications section in full screen mode. Click the icon again to return to the default view.
When viewing in full screen, you must be in the Design mode in order to exit the full screen view.
Job Ad Tags
To view the available tags for the ad, click the View Tags link in the upper-left corner. This includes all available standard tags and custom field tags that may exist in your portal. To use one of the tags, copy and paste the tag into the editor. All custom fields must be referenced in all capital letters. The field name must be placed within square brackets ("[ ]"). The following custom fields are available:
· [COMPENSATION.CURRENCY] - Currency type defined on job requisition form.
· [COMPENSATION.RANGE] - Payment range for the job. Note: This tag is only available to users who have permission to view and edit the salary range for requisitions. For users who do not have salary range permission, the tag is not visible in the tags pop-up.
· [COMPENSATION.TYPE] - Compensation type selected on job requisition form.
· [EMPLOYMENT.TYPE] - Employment type defined on job requisition form.
· [JOB.DESCRIPTION] - External or internal job description defined on job requisition form.
· [JOB.MINIMUM.QUALIFICATIONS) - Minimum qualifications defined for the job requisition.
· [JOB.OPENINGS] - Number of job openings defined on job requisition form.
· [JOB.OU.GRADE.TITLE] - Displays the Grade OU associated with the requisition. Note: The tag is only available for portals that have Grade OUs enabled. In addition, the tag is only visible to users who have permission to view Grade OUs.
· [JOB.REFERRAL.BONUS] - Referral bonus defined for the job requisition. Note: Referral Suite must be enabled.
· [JOB.RESPONSIBILITIES] - Job responsibilities defined for the position OU.
· [JOB.TITLE] - Display job title defined on job requisition form.
· [OU.DIVISION] - Division selected on job requisition form.
· [OU.LOCATION] - Location selected on job requisition form.
· [OU.LOCATION.ADDRESS] - Facility address defined for the location on job requisition form.
· [REQUISITION.ADDRESS] - Displays the location address defined in the Address field on the General tab of the template.
· [REQUISITION.ID] - Displays the requisition ID.
· [TARGET.HIRE.DATE] - Target hire date defined on job requisition form.
JOB.DESCRIPTION Tag
The JOB.DESCRIPTION tag displays the content that is in the Internal or External tab in the Description and Qualifications > Description section on the General tab of the requisition. If you include the JOB.DESCRIPTION tag on the job ad, then the internal or external description will display for applicants when they view the job.
If you do not want this information to appear for applicants, then be sure that the job ad does not include the JOB.DESCRIPTION tag.
[bookmark: concept11]Custom Recruiting Fields
Custom fields for Recruiting can be added to the Job Ad. The custom fields are added via tags, which can be viewed by clicking the View Tags link. This opens the View Tags pop-up. The custom fields that display in the tags pop-up are the fields for which the administrator meets the availability criteria. If the user does not have availability to see the custom field, the tag is hidden in the tags pop-up.
Clone External Site
When viewing the Internal Site tab, the job ad on the External Site tab can be cloned by checking the Clone External Site option. This allows the requisition creator to easily duplicate content from the External Site job ad to the Internal Site job ad without having to copy and paste the content. Because this option is selected by default, the content is duplicated automatically for users who wish to use the same content for both sites.
The Clone External Site option only appears on the Internal Site tab.
· When selected, the Internal Site job ad content is an exact clone of the External Site job ad and the job ad field cannot be edited. If the Clone External Site option is deselected and then later selected again, any content that is in the Internal Site job ad field is discarded and is replaced with the External Site job ad content.
· When deselected, the Internal Site job ad may contain different content than the External Site job ad. Both job ads can be edited.
 Mobile Tab
Note: As part of the deprecation process for Standard career sites, for clients whose portals were created prior to the May '19 release, when the Enable Mobile Site option on the Career Site Settings page for Standard career sites has been unchecked from all Standard career sites, the Mobile Job Ad tab will be hidden when configuring job requisitions.
From the Mobile tab, a mobile job ad can be created. When a mobile job ad is defined, the ad displays on mobile optimized career sites. If an ad is not defined on the Mobile tab, then the job description and job details display as the mobile job ad.
To create the job ad, enter the job ad in the editor, up to 30,000 characters. If the ad is copied and pasted from another source, the editor only accepts up to 3000 of the pasted characters.
For mobile ads, the following editing options are available:
· Bold
· Italics
· Underline
· Bullets
· Numbering
Tags can also be included in mobile job ads. Available tags can be viewed by selecting the View Tags link.
Back/Cancel/Save/Next
After completing all sections, click Next to validate that all required information is entered on this page and proceed to the next step. Or, click Save to save any changes made to any of the steps. Or, click Cancel to return to the Manage Job Requisitions page without saving the requisition.
Click Back to return to the previous step of the requisition.
Note: With integration with Broadbean, clicking Next executes the Call Channels API call to Broadbean to populate the Postings page with available jobs.
Submit/Submit and Manage Postings Buttons
Once all mandatory fields are completed you can use the following buttons:
· Submit - Submits the requisition. 
· Submit and Manage Postings - Submits the requisition and opens the Manage Posting page.
Submit Changes
When editing a requisition that has been submitted for approval, a Submit Changes button is available. Click this button to save the changes made on all pages of the requisition form and resubmit the requisition for approval.
 
Frequently Asked Questions
I have a simple change to the job ad, such as correcting a typo. But, my requisition has an approval workflow. How can I make this change without having to get re-approval?
When making your changes to the job ad, you can also delete all of the approvers on the General tab. When you click Submit, the changes will not require re-approval. Immediately after, you can add the approvers back into the requisition, and that action will not require re-approval.
[bookmark: _Ref306092780][bookmark: _Toc162002651]Create Job Requisition - Application Workflow
When creating or copying a job requisition, recruiters can configure the application workflow. The workflow can only be configured when the requisition is in a Draft status. In addition, the workflow cannot be edited after the requisition is submitted.
To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Application Workflow
	Grants ability to access and create the application workflow for job requisitions. This applies to external, internal, and recruiting agency submissions. For users without this permission, the Application Workflow tab only allows removal of items that are included in the application workflow that is used for the requisition. This permission cannot be constrained.
	Recruiting Administration



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: Configuring the application workflow for a job requisition is the same as configuring the workflow on a requisition template.
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External Applicant
The External Applicant tab is the default tab that opens when viewing the Application Workflow step. This tab enables administrators to create an applicant workflow that is specific to external applicants.
Create Applicant Workflow
When setting the application workflow, there are three approaches that can be taken:
1. Configure a custom application workflow without using an existing application workflow template. See Create Application Workflow Template.
2. Select an existing application workflow template. Note: Templates are created in Application Workflow Templates. This populates the template below. If the selected template is later modified via the Application Workflow Template page, then those changes are automatically applied to this Job Requisition Template. 
3. Select an existing application workflow and make modifications. Any modifications that are made to the template do not affect the original application workflow template. The changes only apply to the job requisition template you are creating. If the selected template is later modified via the Application Workflow Template page, then those changes only affect the template in Application Workflow Templates. See Create Application Workflow Template.
To select an existing application workflow template, from the Select Template drop-down list, select the appropriate template and click Apply. This populates the template below. When selecting the template, for portals with multiple languages enabled, the template name displays in the user's language if available. If the user's language is not available, then the name displays in the language of the administrator who created the template. Note: If you are building a new workflow, and then you select a template from the drop-down list and click Apply, the workflow you were building is lost.
When selecting an existing application workflow template, the availability of templates is dependent upon the constraints of the template creator. When an administrator creates an application workflow template, only users within the template creator's permission constraints for managing application workflow templates have access to the template.
Edit Translated Values
For portals with multiple languages enabled, when configuring the application workflow, the translated values can be edited or deleted. This allows administrators to customize the workflow. This also applies to the Internal Applicant and Recruiting Agency tabs and custom workflows.
Internal Applicant
The Internal Applicant tab enables administrators to create an application workflow that is specific to internal applicants. See the Create Applicant Workflow section in the External Applicant section above for information on creating an application workflow.
Administrators can also choose to clone the external workflow by selecting the Clone External Applicant Workflow option. A warning pop-up opens, indicating that checking the clone option erases any existing configurations on the Internal Workflow tab and replaces them with the configurations from the External Workflow tab. The option is checked by default. For portals with multiple languages enabled, translated values are copied when cloning the external application workflow.
If the clone option is unchecked, then the external workflow configurations remain but can be edited, and items can be deleted.
Recruiting Agency
The Recruiting Agency tab enables you to create the workflow that is completed by the recruiters associated with a recruiting agency. Creating a recruiting agency workflow is similar to creating an external and internal workflow. However, the following action items are not available for recruiting agency workflows:
· Competency Assessment
· External Assessment
· Training
When selecting a template for the workflow, the only templates that are available to select are templates that do not contain a Competency Assessment, External Assessment, or Training action item. This is because recruiters do not complete assessments or training items for the applicants they submit.
Currently, all agency applications appear in the Standard workflow, even if they are mobile-friendly supported.
See the Create Applicant Workflow section in the External Applicant section above for more information about building an application workflow.
Preview
At the bottom of the template structure, click Preview to preview the application workflow. This opens the preview in a pop-up, allowing the administrator to preview the navigation bar, content, and progress bar.
For action items that have no content preview available, "Preview Unavailable" is displayed in the preview.
For portals with multiple languages enabled, any translated fields display in the preview in the language of the administrator, if the administrator's language is available. If the administrator's language is not available, then the preview displays in the language of the administrator who created the application workflow.
Note: When previewing application workflows that include an integration action item, the step displays the action item title and instructions, as well as an inactive Launch button.
Note: When previewing application workflows that include an integration and/or Note action item in the Submit Application section, the number of steps within the section displays in the upper-right corner of the preview page.
Compliance Questions
When previewing the template, the Compliance Questions section displays all compliance questions, regardless of the settings in Compliance Enablement Preferences. This is because the questions that appear for the applicant are dependent upon the preference settings for the associated location OU.
Veteran Status Question
The following options appear:
· Part 60-250 - This option is selected by default. The following values are available to select:
· I am a veteran of the Vietnam era.
· I am a special disabled veteran.
· I am a recently separated veteran.
· I am an other protected veteran.
· I am not a veteran.
· Decline to Specify.
· Part 60-300 - The following values are available to select:
· I am a disabled veteran.
· I am a recently separated veteran.
· I am an other protected veteran.
· I am an Armed Forces service medal veteran.
· I am not a veteran.
· Decline to Specify.
Disability Question
The following options appear:
· I have a disability and would like to be considered under the affirmative action program.
· I do not have a disability or would not like to be considered under the affirmative action program.
· Decline to Specify.
Note: The Veteran Status options relate to disabled veterans, veterans of the Vietnam Era, recently separated veterans, other protected veterans, and armed forces service medal veterans.
Related Requisition (Apply to Multiple Jobs)
When configuring Related Requisitions (Apply to Multiple Jobs), the application workflow defined on the External and Internal tabs is shared with the parent requisition and any other Related Requisitions (Apply to Multiple Jobs) that are associated to the parent.
Next/Save/Cancel
After completing all sections, click Next to validate that all required information is entered on this page and proceed to the next step. Or, click Save to save any changes made to any of the steps. Or, click Cancel to return to the Manage Job Requisitions page without saving the requisition.
Edit Application Workflow After Requisition Is Posted
The Application Workflow tab for job requisitions can be edited after the requisition is posted but only before at least one application has been started.
To edit the application workflow, click the Edit Workflow button. This button does not appear once at least one application has been started for the job.
Once you have made the changes to the application workflow, click Save Workflow Changes, which will only save changes to the Application Workflow tab. Or, click Cancel Workflow Changes to cancel the edits. Note: If an applicant starts an application while you are editing the workflow, then you will not be able to save the changes to the workflow.
Submit/Submit and Manage Postings Buttons
Once all mandatory fields are completed you can use the following buttons:
· Submit - Submits the requisition. 
· Submit and Manage Postings - Submits the requisition and opens the Manage Posting page.
[bookmark: _Ref1317619123][bookmark: _Ref500177616][bookmark: _Ref-1248636821][bookmark: _Toc162002652]Create Job Requisition - Applicant Review Tab
[bookmark: concept13]Create/Edit Requisition - Applicant Review Tab Overview
From the Applicant Review tab, administrators can customize and configure the functionality related to the applicant statuses that are defined on the requisition template. Users can be added to statuses to associate users with the functionality that is related to the status.
The Applicant Review tab displays all of the applicant statuses that are defined from the General tab of the requisition template. Each status displays as an individual panel in the order in which the status appears on the General tab of the requisition template. In addition, each panel displays the status type, which is defined for the status in Applicant Statuses. Status change emails can also be configured for each status type. See Status Change Emails on page 310 for additional information.
From the Applicant Review tab, you can also submit the requisition.
To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab can be accessed but cannot be modified.
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Status Types
See the following for information about the various status types on the Applicant Review tab:
· See Applicant Review Tab - Review Status Type on page 90 for additional information.
· See Applicant Review Tab - Interview Status Type Overview on page 92 for additional information.
· See Applicant Review Tab - Other Status Type on page 104 for additional information.
· See Applicant Review Tab - Background Check Status Type on page 84 for additional information.
· See Applicant Review Tab - Offer Letter Status Type on page 94 for additional information.
· See Applicant Review Tab - Closed Status Type on page 86 for additional information.
· See Applicant Review Tab - Hired Status Type on page 88 for additional information.
Submit/Re-Submit
Standard Requisitions
Clicking the Submit button submits the requisition for approval, if an approval workflow is configured for the requisition. If an approval workflow is not configured for the requisition, then clicking Submit submits the requisition and posts it to the designated locations when configured to be posted.
Parent/Related Requisitions
If the Do Not Allow to Apply option is not selected on the General tab, then clicking the Submit button submits the requisition and posts it to the designated locations when configured to be posted. Applicants can apply to the requisition once it is posted.
For parent requisitions that do not yet have any associated child requisitions, if the Do Not Allow to Apply option is not selected on the General tab, then clicking the Submit button submits the requisition and returns the recruiter to the Manage Job Requisitions page.
Note: The Submit button does not display for parent requisitions that are in a Closed status. The requisition cannot be submitted again, and related requisitions cannot be added.
Submit and Manage Postings
Clicking the Submit and Manage Postings button submits the requisition and takes you to the Job Postings page.
[bookmark: -1703252757]Submit and Add Related Requisitions
For parent requisitions, the Submit and Add Related Requisition button only displays if related requisitions are enabled by the administrator in Requisition and Applicant Preferences. In addition, the option only displays for requisitions that are in an Draft status. Clicking the Submit and Add Related Requisition button opens the Related Requisition Type pop-up.
Note: The Submit and Add Related Requisition button does not display for parent requisitions that are in a Closed status. The requisition cannot be submitted again, and related requisitions cannot be added.
Related Requisition Type Pop-Up
The Related Requisition Type pop-up allows recruiters to add either a related requisition or a related requisition that allows applicants to apply to multiple locations. Select one of the following options in the pop-up:
· Related Requisition - This option is selected by default. When selected, recruiters can add a standard related requisition. With this related requisition type, applicants can only apply to one requisition at a time. In addition, the requisition template can be modified, which allows for multiple application workflows, depending on the configuration of the selected template.
· Related Requisition (Apply to Multiple Jobs) - This option is unselected by default. When selected, recruiters can add related requisitions that allow applicants to apply at one time to each of the related requisitions associated to the parent requisition. In addition, the job title and requisition template cannot be modified, which means that each related requisition will have the same application workflow as the parent requisition.
Once the selection is made, click Done. This closes the pop-up and navigates the recruiter to the General tab of the related requisition.
When the requisition is submitted, the recruiter is taken to the General tab of the create job requisition process to enable the recruiter to create a child requisition. All fields from the parent requisition are copied to the child requisition.
Note: When resubmitting a job requisition that has already been submitted, the name of the submission button changes to Re-Submit and Add Related Requisition.
Post Jobs
Jobs are posted via the Job Postings page. Click the button to open the Job Postings page. See Job Postings Page.
Submit/Submit and Manage Postings Buttons
Once all mandatory fields are completed you can use the following buttons:
· Submit - Submits the requisition. 
· Submit and Manage Postings - Submits the requisition and opens the Manage Posting page.
[bookmark: _Ref-1426846466]Applicant Review Tab - Background Check Status Type
The Background Check status type panel on the Applicant Review tab of the job requisition is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Background Check displays in parentheses to the right of the status name. The panel is not expandable or collapsible. See Statuses Tab - Background Check Status Type in the Applicant Profile section of Online Help for information about configuring background checks.
For background checks that have a validity period, the background check results appear in the status type panel during the validity period across all non-closed requisitions that are applicable for the candidate.
Status change emails can be configured for the Background Check status type panel. See Status Change Emails on page 310 for additional information.
Note: The visibility of the Background Check status is controlled by a backend setting that is disabled by default. To enable this functionality, contact Global Customer Support.
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To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
Background Checks with Validity Periods
Validity periods can be configured for background check integrations when configuring the integration in Edge. See Background Check - Settings.
On the Applicant Profile > Statuses tab, the date on which the background check expires displays in the Expiration Date field below the request details. The expiration date is not calculated until results are returned from the background check vendor.
In addition, the original requisition where the background check was requested is also visible, both when the background check is in an In Progress status and when results have been returned.
If an applicant has applied to other requisitions, then the background check results will be visible for those requisitions, as well, during the background check's validity period.
Sensitive Statuses
Recruiters who have permission to view sensitive statuses will be able to see background check results across all requisitions for which they have access when the candidate was in a sensitive status for the background check.
Recruiters who do not have the sensitive statuses permission will not have access to background check results that were submitted when the status the candidate was in was defined as sensitive.
[bookmark: _Ref-773007514]Applicant Review Tab - Closed Status Type
The Closed status type panel on the Applicant Review tab of the job requisition is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Closed displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Closed status type panel. See Status Change Emails on page 310 for additional information.
Note: There are no configurable options in the panel when applicants reach the status during the applicant status workflow. However, when an applicant is placed into a Closed status, their status can be changed by using the Change Status options on the Manage Applicants page or their Applicant Profile page.
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To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
[bookmark: _Ref-1785001500]Applicant Review Tab - Hired Status Type
The Hired status type panel on the Applicant Review tab of the job requisition is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Hired displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Hired status type panel. See Status Change Emails on page 310 for additional information.
Note: The functionality associated with the Hired status type is configured on the Applicant Profile page when an applicant is in the Hired status.See Statuses Tab - Hired Status Type for additional information.
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To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
[bookmark: _Ref987990049]Applicant Review Tab - Review Status Type
The Review status type panel on the Applicant Review tab of the job requisition is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Review displays in parentheses to the right of the status name. The panel is not expandable or collapsible. See Statuses Tab - Review Status Type in the Applicant Profile section of Online Help for information about the functionality associated with the Review status type.
Status change emails can be configured for the Review status type panel. See Status Change Emails on page 310 for additional information.
Note: When viewing statuses of the type Review on the Applicant Profile page for the applicant, only the first instance of a status of the type Review displays the applicant review functionality, which includes the list of applicant reviewers, the date the Review Request was sent, the Reviewed checkbox, and the Add Reviewer option. All subsequent instances of a status of the type Review do not display the applicant review functionality. Instead, they display the name of the status as the panel heading and the status type of Review in the Type field within the panel, and the panels are not expandable or collapsible.
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To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
Emails
	EMAIL NAME
	EMAIL DESCRIPTION
	ACTION TYPE



	Review Applicant
	This email is triggered when an applicant is moved into a Review status type. The email is also triggered when a new reviewer has been added, and the applicant is already in a Review status type.
This is a Notification type email and can be sent to External Applicant, Hiring Manager, Internal Applicant, OU Approver, Requisition Owner, or Requisition Reviewer.
The Availability setting for this email can be configured so that the email triggers for external candidates. The system checks the indirect OU designations for external candidates and sends the appropriate emails for which they meet the availability criteria.
When configuring this email, you can include the REVIEW.APPLICANT.RESUME.LINK tag. This tag displays the applicant's full name as a link that opens the Resume/CV Review page.
Use Case: Use this email to send notifications to reviewers and hiring managers when an applicant is ready to be reviewed.
	Recruiting


[bookmark: _Ref-1077750963]Applicant Review Tab - Interview Status Type Overview
When creating or editing a job requisition, Interview status type panels on the Applicant Review tab enable administrators to define an interview process for the status. The name of the status displays as the panel name.
When a status has a status type of Interview, all of the options that are available for the Interview status type appear in the panel. The panel is expanded by default. Completing the fields in the Interview status type panel is not required on the requisition template.
Status change emails can be configured for the Interview status type panel. See Status Change Emails on page 310 for additional information.
Note: There are many scenarios in which an organization may prefer to define a status other than Interview as an Interview status type. For example, if an organization requires all applicants to have a phone screening, then the organization can create a custom status named Phone Screening and select the status type as Interview. This enables the administrator to configure interview functionality for the custom Phone Screening status.
Note: When editing the panel, the changes do not impact applicants that are currently in the status.
To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
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Interview Type
The Interview Type drop-down enables you to determine the kind of interview that is available for the status. The following interview types are available:
· Scheduled Interview - A scheduled interview can be an In Person, Phone, or Live Video interview. Live Video interviews are video interviews that are conducted in real-time between one or more interviewers and the applicant, and are available through HireVue. The Scheduled Interview option is selected by default in the Interview Type field. When this option is selected, the Interview Guide field displays.
· On Demand Video Interview - An On Demand Video interview is an interview that is conducted asynchronously by the applicant in HireVue.
[bookmark: _Ref17000034]Applicant Review Tab - Offer Letter Status Type
The panel for the default status type of Offer Letter enables administrators to select the offer letter template and define the approval workflow that will display on the Applicant Review tab for the status type when creating or editing a job requisition.
The status panel of the type Offer Letter on the Applicant Review tab displays the name of the status as the panel heading. The status type of Offer Letter displays in parentheses to the right of the status name. This panel is expanded by default.
Status change emails can be configured for the Offer Letter status type panel. See Status Change Emails on page 310 for additional information.
Note: If the panel was configured for the template selected on the General tab for the requisition, then the default configurations display in the panel on the Applicant Review tab.
Note: When editing the panel, the changes do not impact applicants that are currently in the status.
To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
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Offer Template
Select a template from the Offer Template drop-down. The offer letter templates that are available to select are the templates that have been configured for the Location Organizational Unit (OU) selected in the Location field on the General tab. Templates by OU are defined by the administrator when configuring offer letter templates.
To preview the template, click the Preview icon [image: ] to the right of the Offer Template field. Within the preview, click the PDF icon [image: ] to view the letter in Adobe Acrobat®.
Selecting a template is not required. If a template is selected, then any changes made to the offer letter settings on the job requisition are not changed on the requisition template.
Note: The Preview icon only displays after an offer letter template is selected.
Note: If tags are used in the template, the tags appear in preview mode as tags because the template is not connected to a position or candidate.
Offer Approvals
The Offer Approvals panel enables administrators to define an approval workflow for the offer letter. Defining an approval workflow is not required. If an approval workflow is defined on the template, then a default approval workflow appears in the Offer Approvals panel.
For dynamically assigned roles at the requisition level, the name of the user in the role appears in parentheses to the left of the role. If a user is not defined for a role, then "None Defined" appears in parentheses.
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Note: If a user is not defined for a role, then the step is skipped and the offer letter is assumed Approved for that step.
Define Approval Workflow
To define an approval workflow:
1. Click the plus icon to the right of the Offer Approvals header. This opens the Select Approvers pop-up.
[image: ]
2. Select an approver from the following options:
· Manager - This is the requisition owner's manager. This option can only be selected once as an approver.
· Next Level Manager - This is the indirect manager at each level of the user hierarchy. This option can be selected repeatedly as an approver.
· <OU Type> Approver - This is the person defined as the <OU Type> Approver in Requisition and Applicant Preferences.
· Hiring Manager - This is the person defined as the hiring manager on the General step of the requisition template.
· User - This option enables administrators to select a specific user as an approver. This option can be selected repeatedly as an approver and also added as an OR rule.
3. Click Done. This closes the pop-up and adds the approvers to the Offer Approvals panel.
Approval Workflow Order
Once all approvers are selected, define the approval order. The order can be sequential, concurrent, or both. To define the approval order, enter the step number in the numeric text box to the left of the approver. There must be at least one step with a "1" entered.
Sequential Approval Workflow
For a sequential approval workflow, approval notifications are sent in numeric order. For example, Approver B (Janette Andrews) is sent the Pending Approval Notification email after the user's manager approves the request.
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Concurrent Approval Workflow
For a concurrent approval workflow, approval notifications are sent at the same time to all approvers. For example, if a "1" is entered for the user’s Manager, Janette Andrews Hiring Manager, then the Pending Approval Notification email is sent to each of them at the same time.
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If at least one of the approvers in a concurrent approval workflow denies the offer letter, then the offer letter is denied, even if the other approvers have not yet responded. For the other approvers in the step, the approval request is automatically retracted.
Note: A concurrent approval workflow creates an AND rule. When viewing the workflow on the Applicant Profile page, the approvers are displayed in the same row.
Sequential/Concurrent Approval Workflow
For a sequential/concurrent approval workflow, some approval steps are in numeric order and some steps are marked with the same number. For example, a "1" is entered for Approvers A and B, a "2" is entered for Approver C, and a "3" is entered for Approver D. In this example, if Approvers A or B deny the offer letter, then the Pending Approval Notification email is not sent to Approvers C and D.
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Note: A sequential/concurrent approval workflow could create an OR and AND rule within the same approval step. (OR logic is explained in the subsequent section.) When viewing the workflow on the Applicant Profile page, the approvers are displayed in the same row. If one of the approvers in the step denies the offer letter, then the step is placed into a Denied status and the system automatically retracts the approval request for all other approvers in the step who have not yet recorded an approval decision.
Adding OR Rules
For approval steps that are configured for a specific user, more than one user can be added as an approver. This creates an OR rule (e.g., Approver A or Approver B can approve the offer letter for that approval step). Only one OR rule can be created for an approval step. The Pending Approval Notification email is sent to both approvers at the same time, but only one of them is required to approve the offer letter. If one of the approvers denies the offer letter, then the other approver's response is recorded but has no impact on the approval step.
To create an OR rule:
1. Click the plus icon to the right of the approver box. This opens the Select Approver pop-up.
2. Select a user.
3. Click Done. The second approver is added to the right of the first approver in the approval step.
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Note: In a step that contains both an OR rule and an AND rule, it is possible for two or more approvers to submit an approval decision for the offer letter. This is only possible if the approvers approve the offer letter. As soon as one approver in the step denies the offer letter, the step's status is Denied. For the approvers that approved the offer letter, their decision remains in the system.
Approval Required or Notification Only
The Approval required and Notification only options enable administrators to define whether or not the approver is required to approve the offer letter before the offer letter moves to the next step in the approval workflow.
· Approval required - If this option is selected, the approver must approve the offer letter in order for the offer letter to move to the next step in the workflow. If configured in Email Management, the Pending Approval Notification email is sent to the approver in the corresponding approval step to notify them that they are required to approve the offer letter.
· [bookmark: concept19]Notification only - If this option is selected and if configured in Email Management, the Pending Approval Notification email is sent to the approver in the corresponding approval step for notification purposes only. Such approvers do not have approval/denial options on the Recruiting Approvals page and are skipped in the approval process. For example, if the Notification only option is selected for the approver in the last row of the approval workflow, then the offer letter is approved when the last required approver completes their approval step.
Remove Approval Workflow Step
Approval steps can be removed by clicking the Trash Can icon to the left of the step. The entire step is deleted. If a step includes an OR rule, then both approvers for the step are removed.
Copy Approval Workflow
If a requisition approval workflow is created in the Approvals panel on the General tab, then the workflow can be copied to the Offer Approvals workflow. To copy an approval workflow, select the Copy Approval icon [image: ]. The requisition approval workflow from the General tab appears in the Offer Approvals panel. By default, the Approval Required option is selected for each approver.
If an approval workflow is not configured on the General step, then the Copy Approval icon has no function.
Important Note: Clicking the Copy Approval icon overwrites any existing approval workflow without warning. This means that if you have configured an approval workflow in the Offer Approvals panel and then you click the Copy Approval icon, the workflow you created is replaced with the workflow from the General step and the existing approval workflow is not saved.
Interview Status Type - On Demand Video Interview
An on demand video interview is a video interview that the applicant conducts on their own time using HireVue. The applicant is displayed a list of questions, which they answer by recording themselves responding to the questions in HireVue. Once the applicant completes the video interview, the interviewers can access the video and review the applicant's responses.
Status change emails can be configured for the Interview status type panel. See Status Change Emails on page 310 for additional information.
Note: The ability to conduct video interviews is controlled by backend settings that are disabled by default. To enable this functionality, contact Global Customer Support.
Note: If the panel was configured for the template selected on the General tab for the requisition, then the default configurations display in the panel on the Applicant Review tab.
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To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
Interview Type
Select the On Demand Video Interview type from the drop-down in the Interview Type field. When this option is selected, the Create Interview button displays.
Note: The "On Demand Video Interview" option may have already been selected in the Interview Type field on the requisition template.
Create Interview
Click Create Interview to configure the On Demand Video interview. This opens HireVue from which you can select questions for the interview. Note: You must have a valid email address and a HireVue account in order to create an interview in HireVue.
Once the interview is created in HireVue, the Create Interview button in the Interview status type panel changes to Edit Interview. You can click the Edit Interview button to open HireVue and edit the interview.
Add Video Interview Reviewers
Interviewers are added to the Video Interview Reviewers table by clicking the plus icon to the right of Add Video Interview Reviewer(s). This opens the Add pop-up. The pop-up displays the interviewers that were added to the Applicant Interviewer(s) section on the General tab. Click the plus icon to the left of each interview reviewer you would like to add. Then, click Done. The interview reviewers are added to the Video Interview Reviewers table.
Note: Interview reviewers only display in the Add pop-up if interviewers are defined in the Applicant Interviewer(s) section of the General tab for the template. Interviewers that are added to the Applicant Interviewer(s) section are not automatically added to the Video Interview Reviewers table. Interview reviewers must be added manually using the Add Video Interview Reviewer(s) feature.
Note: The same interview reviewer can be added to multiple Interview type status panels.
Note: On Demand Video interview reviewers must have a valid email address. If a valid email address is not defined for one or more interview reviewers, then an error message displays when the Save button is clicked to save the requisition template or when the administrator attempts to navigate to another tab.
Video Interview Reviewers Table
The Video Interview Reviewers table displays the interviewers and the option to remove interview reviewers.
The following information appears in the table:
	Column Name
	Description

	Remove
	Click the Trash Can icon [image: ] to the left of the interview reviewer's name either in the Video Interview Reviewers table or in the Add pop-up. This removes the interview reviewer from the table.
Note: When removing interview reviewers from the Add pop-up, click Done to complete the removal action.

	Name
	This column displays the name of the interview reviewer.


[bookmark: _Ref936876]Applicant Review Tab - Other Status Type
When a status is defined as the Other status type, the panel on the Applicant Review tab of the requisition template is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Other displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Other status type panel. See Status Change Emails on page 310 for additional information.
Note: There are no configurable options in the panel when applicants reach the status during the applicant status workflow.
To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
Interview Status Type - Scheduled Interview
A scheduled interview, also called a live interview, is an interview that is conducted live by one or more interviewers. Unlike On Demand Video interviews, scheduled interviews are conducted in real-time.
The following are the types of scheduled interviews:
· In Person
· Phone
· Live Video - A Live Video scheduled interview refers to an interview that is conducted via HireVue video between one or more interviewers and the applicant. This does not refer to an On Demand Video interview, which is an interview that is conducted by the applicant on their own time via HireVue video.
Note: Configuring an interview as an On Demand Video interview is done by selecting "On Demand Video Interview" in the Interview Type field in the Interview status type panel. On Demand Video interviews are then assigned to applicants from the Statuses tab on the Applicant Profile page when the applicant reaches the applicable Interview status type.
· Vitual
Status change emails can be configured for the Interview status type panel. See Status Change Emails on page 310 for additional information.
Note: The Live Video option is only available if the Enable 'Video Interview' as available interview type option is selected in Interview Management Preferences for the scheduling user’s OU.
Note: The ability to conduct video interviews is controlled by a backend setting that is disabled by default. To enable this functionality, contact Global Customer Support.
Note: Responses for the fields in the Interview status type panel are optional.
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To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
Interview Type
The Scheduled Interview option is selected by default in the Interview Type field. When this option is selected, the Interview Guide field displays.
Note: If the field was configured on the requisition template, then the template configuration displays but is editable.
Interview Guide
The Interview Guide field enables you to include an interview guide for interviewers. For example, an interview guide could explain best practices for conducting an interview or provide interviewers with a list of required questions to ask during the interview. This field also gives you the option not to include an interview guide for interviewers. The option selected in the Interview Guide field determines what appears in the Interview Guide column in the Interviewer table.
Note: If the field was configured on the requisition template, then the template configuration displays but is editable.
The following interview guide options are available:
· Select Guide - This option is selected by default. When selected, the Interview Guide column displays a drop-down for each interviewer that enables you to select from all available guides. Note: Interview guides are created in Interview Guide Management.
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· Upload Guide - When selected, the Interview Guide column displays a plus icon that enables you to upload an interview guide. This allows you to include an interview guide that is not available in Interview Guide Management.
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· No Guide - Select this option to not include an interview guide for interviewers.
Add Interviewers
Interviewers are added to the Interviewers table by clicking the plus icon to the right of Add Interviewer(s). This opens the Add pop-up. The pop-up displays the interviewers that were added to the Applicant Interviewer(s) section on the General tab of the template. Click the plus icon to the left of each interviewer you would like to add. Then, click Done. The interviewers are added to the Interviewers table.
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Note: Interviewers only display in the Add pop-up if they are defined in the Applicant Interviewer(s) section of the General tab for the requisition. Interviewers that are added to the Applicant Interviewer(s) section are not automatically added to the Interviewers table. Interviewers must be added manually using the Add Interviewer(s) feature.
Note: The same interviewer can be added to multiple Interview type status panels.
Interviewers Table
The Interviewers table displays the interviewers and the interview guide option for the interviewers.
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The following information appears in the table:
	Column Name
	Description

	Remove
	Click the Trash Can icon to the left of the interviewer's name either in the Interviewers table or in the Add pop-up. This removes the interviewer and the interview guide from the table.
When editing or copying a requisition, interviewers can be removed from the requisition even if they are already scheduled for an interview. The interview that is scheduled is not modified.
Note: When removing interviewers from the Add pop-up, click Done to complete the removal action.

	Name
	This column displays the name of the interviewer.

	Interview Guide
	This column displays one of the following, depending on the option selected in the Interview Guide field:
· Select drop-down - A Select drop-down displays if the Select Guide option is selected in the Interview Guide field. Select a guide from the drop-down. The guides that are available to select are created in Interview Guide Management. You can delete the guide by clicking the Trash Can icon to the left of the guide.
· Attach Guide - This option displays if the Upload Guide option is selected in the Interview Guide field. Click the plus icon to upload a file. This opens the Upload Guide pop-up. In the Title field, enter the title that will display to interviewers, up to 250 characters. Click the Browse button to locate and select the file. Then, click Upload. This adds a link to the guide in the Interview Guide column. You can delete the guide by clicking the Trash Can icon to the left of the guide. The maximum file size is 1MB. The acceptable file types are .doc, .docx, .xls, .xlsx, .pdf, .txt, and .rtf.
· No Guide - This text displays if the No Guide option is selected in the Interview Guide field.


Create Job Requisition - Applicant Review Tab - SHL Assessment Status Type
From the SHL Assessment Type Status panel, administrators with permission to edit the Applicant Review tab can define the assessment that will be available to applicants for that step in the application workflow. The name of the status displays in the panel header.
Only one assessment can be added to each SHL Assessment status type panel.
Note: The configurations in the SHL Assessment status type panel do not remain available if the backend settings for the assessment functionality are disabled after the configurations are saved. The title of the status is also removed from the panel header.
Add Assessment
To add an assessment:
1. Click the Add Assessment link. This opens the Select External Assessment pop-up.
2. Select an assessment from the list of assessments. This closes the pop-up and adds the assessment to the status type panel. Note: If the assessment vendor requires that only one solutionID can be associated per requisition, and an assessment has already been associated with the requisition (either in the application workflow or applicant review settings), then the only assessments that are available to select are the assessments that share the same solutionID.
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Once the assessment is added to the status type panel, the following information displays for the assessment:
· Delete - Click the Trash Can icon to the left of the assessment title to delete the assessment. This removes the assessment from the panel and enables the Add Assessment link to reappear.
· Title - This field displays the title of the assessment.
· Solution ID - This field displays the solutionID for the assessment. See Add Assessment for additional information about solutionIDs.
· Sitting - This field displays the sitting number for the solutionID. See Add Assessment for additional information about solutionIDs.
Status Change Emails
As with existing functionality, Applicant Status Change emails can be configured for the status type. See Status Change Emails on page 112 for additional information.
[bookmark: _Ref-1835709808][bookmark: _Ref1805250163][bookmark: concept24]Status Change Emails
The Status Change Emails option is available for all status types when creating, editing, and copying job requisitions. This option enables administrators to include one or more Applicant Status Change emails to each status in the applicant status workflow. When included for a status, the emails trigger when an applicant moves into the associated status. Configuring applicant status emails for job requisitions helps ensure that the right people are notified of changes to an applicant's status.
To access Manage Job Requisitions, go to Recruit > Manage Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Applicant Review
	Grants ability to edit the Applicant Review tab of the Edit Requisition page. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Note: The permission to review or approve a job requisition grants users view access to the requisition.
Note: For users with permission to access job requisitions but who do not have permission to edit the Applicant Review tab, the tab is visible but cannot be modified.
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Status Change Emails Option
All status panels include an option to add one or more Applicant Status Change emails to the status. Administrators can define which emails are triggered for each status in the applicant status workflow. The selected Applicant Status Change emails are triggered when the applicant moves into the associated status. Selecting Applicant Status Change emails for a status is not required.
Use Case
An applicant is currently in a status of Phone Interview. The applicant completes the phone interview, and the recruiter updates her status to Onsite Interview. When the Phone Interview status is changed to Onsite Interview, the Applicant Status Change email that is defined for the Onsite Interview status is triggered. The email is sent to all users who are defined as interviewers for the onsite interview.
Define Applicant Status Change Email
To select the status change emails:
1. Click Status Change Emails in the status panel. This opens the Status Change Emails pop-up. The pop-up displays the list of email templates that are defined for the associated status. Note: The email templates in the pop-up are configured by the administrator in Email Management.
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2. Select one or more email templates. The selected emails display in the Selected Templates table in the pop-up. You can delete an email from the Selected Templates table by clicking the Delete icon to the left of the template name.
3. Click Save. This adds the email templates to the status. Note: The content of the emails cannot be modified from the requisition template. The emails can only be modified by the administrator in Email Management.
Once the emails are added to the status, the number of emails that are added displays to the right of the Status Change Emails link.
[bookmark: _Toc162002653]Create Related Job Requisition
If enabled by the administrator in Requisition and Applicant Preferences, recruiters can create hierarchical relationships between job requisitions by adding child requisitions. Once a parent requisition is created, child requisitions can be added to the parent on the Create Requisition Family page. This page includes most of the same options that are available for the parent requisition but also includes an option to select the parent. In addition, since child requisitions must have the same job title as the parent, the Job Title field is disabled when creating child requisitions.
Note: The Related Requisitions functionality is not available at this time for career sites that are created using Mobile-Friendly Candidate Experience.
Use Case
An organization in Madrid, Spain would like to create one job requisition in multiple languages and post the job to a job board. The recruiter creates a parent requisition in Spanish, and then creates standard related requisitions in German, French (France), and Dutch. In the related requisitions, the recruiter makes sure to enter the translated information in the appropriate fields that are visible to applicants. For example, all text fields that are visible to applicants are written in French (France) for the job that is at the Paris, France office. In addition, the recruiter selects a requisition template that has been written in French (France) so that the application workflow (the job application that the applicant will complete) is also in French (France). The recruiter posts the requisitions to the job board.
An applicant who speaks French (France) views the organization's jobs on the job board. She reads the job description for the job that is written in French (France) and applies.
To create a related job requisition, navigate to the General tab of an existing requisition and click Add Related Requisition. See Create Job Requisition - General on page 47 for additional information.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting
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When creating a child requisition, all fields from the parent requisition are copied to the child. The parent requisition is automatically selected and displays in the Job Title field. The parent requisition to which the child requisition is associated cannot be changed. In addition, the Job Title field is disabled and cannot be modified.
Create Exact Copy of Parent Requisition
The child requisition can be created as an exact copy of the parent. To create an exact copy, keep all fields the same as the parent and submit the requisition from the External Postings tab.
Create Modified Copy of Parent Requisition
To create a modified version of the parent requisition, change any of the fields that can be changed on any of the tabs. Then, submit the requisition from the External Postings tab.
Add Related Requisition
When creating a child requisition, an Add Related Requisition link displays at the top of each page. This option allows recruiters to create additional child requisitions to associate to the parent requisition. This option is enabled once the child requisition is saved or submitted. The option displays on all tabs of the requisition and is available for recruiters with permission to view the parent requisition.
Clicking the Add Related Requisition link opens the Related Requisition Type pop-up.
Related Requisition Type Pop-Up
The Related Requisition Type pop-up allows recruiters to add either a related requisition or a related requisition that allows applicants to apply to multiple locations. Select one of the following options in the pop-up:
· Related Requisition - This option is selected by default. When selected, recruiters can add a standard related requisition. With this related requisition type, applicants can only apply to one requisition at a time. In addition, the requisition template can be modified, which allows for multiple application workflows, depending on the configuration of the selected template.
· Related Requisition (Apply to Multiple Jobs) - This option is unselected by default. When selected, recruiters can add related requisitions that allow applicants to apply at one time to each of the related requisitions associated to the parent requisition. In addition, the job title and requisition template cannot be modified, which means that each related requisition will have the same application workflow as the parent requisition.
Once the selection is made, click Done. This closes the pop-up and navigates the recruiter to the General tab of the related requisition. Any settings configured for the currently open requisition are saved. For the new child requisition, all settings configured for the parent requisition display for the child.
The Add Related Requisition link is only available for requisitions that are in an Open, Pending Approval, Open - Pending Re-Approval, or On-hold status.
View Related Requisitions
A View Related Requisitions link displays to the right of the Add Related Requisition link. This option is only available for recruiters with permission to view the parent requisition. This option is enabled once the child requisition is saved or submitted and does not display if there are no child requisitions created for the parent.
Clicking the View Related Requisitions link opens the Related Requisitions pop-up. The pop-up lists all requisitions related to the parent, in ascending order of requisition ID. The child requisition's requisition ID displays, as well as the location. If the child requisition has been saved, the pop-up displays the status as Draft. Recruiters can select a child requisition to navigate to the General tab of the selected requisition.
Save
To save the child requisition without submitting it, click the Save button. This saves the child requisition as a draft.
Next
Click Next to complete the next step of creating the child requisition.
Cancel
Click Cancel to cancel creating the child requisition.
Submit
To submit the child requisition, click the Submit button on the Applicant Review tab. This submits the requisition and makes it available for applicants once the child is posted, based on the settings configured for internal and external postings. See Create/Edit Requisition - Applicant Review Tab Overview on page 79 for additional information.
If applicants are not allowed to apply to the parent requisition, then submitting the child requisition also enables the parent requisition to be available on the career site's job search page so that applicants can select the parent requisition from the job search page, and then access the list of associated child requisitions to which they can apply.
Note: The Submit button and the Submit and Add Related Requisition button do not display on the Applicant Review tab for parent requisitions that are in a Closed status. The requisition cannot be submitted again, and related requisitions cannot be added.
[bookmark: _Toc162002654]Create Related Requisition (Apply to Multiple Jobs)
Recruiters can add a type of related requisition that allows applicants to apply for multiple requisitions related to the parent during a single application experience. This type of related requisition is similar to standard related requisitions in that it is related to the parent requisition. However, for this type of related requisition, applicants select multiple jobs to which they would like to apply, and then complete the application process one time for all of the selected jobs. Once completed, the application is tied to all related requisitions to which the applicant applied.
This feature is only available for requisitions that are posted to Standard career sites.
Note: A Related Requisition (Apply to Multiple Jobs) cannot be added to a parent requisition for which standard related requisitions have already been added.
Note: If an approval process has been configured for the parent requisition, then a Related Requisition (Apply to Multiple Jobs) cannot be added until the parent requisition is approved.
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Add Requisition
Recruiters can add a Related Requisition (Apply to Multiple Jobs) by doing one of the following:
· Click the Submit and Add Related Requisition Button - This option displays on the Applicant Review tab. This option is available for the parent requisition and on the Applicant Review tab for related requisitions.
· Click the Add Related Requisition (Apply to Multiple Jobs) Link - After at least one Related Requisition (Apply to Multiple Jobs) has been added, this option displays as a link on all pages of the requisition, including the parent requisition. The link is only enabled when at least one Related Requisitions (Apply to Multiple Jobs) has been saved. This option does not display for recruiters who do not have permission to view the parent requisition and for recruiters who do not have permission to manage job requisitions.
Clicking one of the above options opens the Related Requisition Type pop-up. Recruiters select the type of related requisition to add, and then click Done. This closes the pop-up and navigates the recruiter to the General tab of the related requisition. All fields of the parent requisition are copied.
If the parent requisition has not yet been submitted, then clicking Done submits the parent requisition.
Parent Requisition Fields Copied
When adding a Related Requisition (Apply to Multiple Jobs), all fields of the parent requisition are copied. Recruiters can modify most fields except for the Job Title and Requisition Template fields. The application workflow is inherited from the parent requisition and cannot be changed, since a different requisition template cannot be selected.
Standard Career Sites
In order for related requisitions to be available on the career site for the parent requisition, the related requisitions must be configured to be posted to the same career site as the parent.
Note: The ability for applicants to apply to multiple related requisitions is only available for requisitions that are posted to Standard career sites.
Requisition Status
The status for newly submitted Related Requisition (Apply to Multiple Jobs) is automatically defined as Open.
Pending Changes to Parent Requisition
If there are pending changes to the parent requisition, the changes are not saved to the parent when adding a Related Requisition (Apply to Multiple Jobs) by clicking the Add Related Requisition (Apply to Multiple Jobs) link.
Submit Requisition
Clicking the Submit button submits the Related Requisition (Apply to Multiple Jobs) for posting. The posting dates are dependent upon the dates defined on the Internal Posting and External Posting tabs.
Submit and Add Related Requisition
Clicking the Submit and Add Related Requisition button submits the Related Requisition (Apply to Multiple Jobs) for posting and allows the recruiters to add another Related Requisition (Apply to Multiple Jobs). When Submit and Add Related Requisition is clicked, the recruiter is directed to the General page of the new requisition.
Note: The Related Requisition Type pop-up does not display, since standard related requisitions cannot be added to a parent requisition that already has at least one Related Requisition (Apply to Multiple Jobs).
Save Requisition
Clicking the Save button saves the settings on the Related Requisition (Apply to Multiple Jobs) but does not submit the requisition. When Save is clicked, the user is directed to the Manage Job Requisitions page.
View Related Requisitions
A View Related Requisitions link displays to the right of the Add Related Requisition link. This option is only available for recruiters with permission to view the parent requisition. This option is enabled once the child requisition is saved or submitted and does not display if there are no child requisitions created for the parent.
Clicking the View Related Requisitions link opens the Related Requisitions pop-up. The pop-up lists all requisitions related to the parent, in ascending order of requisition ID. The child requisition's requisition ID displays, as well as the location. If the child requisition has been saved, the pop-up displays the status as Draft. Recruiters can select a child requisition to navigate to the General tab of the selected requisition.
[bookmark: _Toc162002655]Edit Job Requisition
In some instances, you may need to edit an existing requisition. There are a number of reasons why a requisition may need to be edited, such as correcting errors and incorporating edits from hiring managers. The General, Applicant Review, and Job Ad pages of a requisition can be edited on the Edit Requisition page. However, editable fields are defined by the requisition's current status. Non-editable fields are grayed out and not selectable.
Fields are also editable on the Job Postings page for users with permission to edit postings.
To access the Edit Requisition page, go to Recruit > Manage Requisition. On the Manage Job Requisitions page, locate the requisition that you would like to edit, and then click the Edit link in the options drop-down for the requisition.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Approvals
	Grants ability to edit the requisition approval section for requisitions. 
	Recruiting



	Requisition: Edit Owners
	Grants ability to edit the owners section for requisitions. This permission can be constrained by OU and User's OU.
	Recruiting



	Requisition: Edit Job Ad
	Grants ability to edit the Job Ad tab of the Edit Requisition page. This permission cannot be constrained. 
	Recruiting



	Requisition: Edit Postings
	Grants ability to edit the Job Postings page for a job requisition. In addition, this permission enables users to store user-level credentialing information for job board aggregation partners on Edge. This permission cannot be constrained.
	Recruiting



	Requisition: Edit Reviewers
	Grants ability to edit the requisition reviewers section for requisitions. This permission can be constrained by OU.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting



	Requisition: Reviewer
	Enables reviewer to access requisitions and applicants for requisitions for which they are a reviewer. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. Once a requisition is in a Closed or Cancelled status or if the user is removed as a reviewer, the permission is revoked for the associated requisition. This permission cannot be manually assigned. 
Note: If an applicant reviewer is removed as a reviewer via the Applicant Profile page, the Requisition: Reviewer permission is revoked for the associated requisition. However, if the reviewer was also added as a reviewer via the General tab when creating, editing, or copying the requisition, the reviewer still appears on the In Review panel as a duplicate reviewer and retains access to the requisition and applicants from the Requisition: Reviewer permission. See Applicant Profile Page Overview for more information about duplicate reviewer instances.
	Recruiting


Requisition owners that do not have the permission to manage requisitions can only edit a job requisition for which they are an owner. Requisition owners and users with the permission to manage requisitions can edit all tabs of a requisition with the following restrictions:
To select a position in the Job Title field and edit the Division and Location fields, you must have the permission to manage requisitions. For users that do not have the associated permission, these fields are read-only.
To edit the Requisition Owner field on the General step of the Edit Requisition page, you must have the necessary permission. For users that do not have this permission, the field is read-only. This permission must be used in conjunction with the permission to manage requisitions. Or, if a user is dynamically assigned the permission necessary to be a requisition owner and also has the permission needed to edit the Requisition Owner field on the General step of the Edit Requisition page, the field is editable.
For users that do not have the permission needed to edit the Approvals section on the General step of the Edit Requisition page, the field is read-only. This permission must be used in conjunction with the permission to manage requisitions. Or, if a user is dynamically assigned the permission necessary to be a requisition owner and also has the permission needed to edit the Approvals section on the General step of the Edit Requisition page, the field is editable.
For users that do not have the permission needed to edit the Applicant Reviewers section on the General step of the Edit Requisition page, the field is read-only. This permission must be used in conjunction with the permission to manage requisitions. Or, if a user is dynamically assigned the permission necessary to be a requisition owner and also has the permission needed to edit the Applicant Reviewers section on the General step of the Edit Requisition page, the field is editable.
For users that do not have the permission needed to edit the Job Ad step of the Edit Requisition page, the fields are read-only. This permission must be used in conjunction with the permission to manage requisitions. Or, if a user is dynamically assigned the permission necessary to be a requisition owner and also has the permission needed to edit the Job Ad step of the Edit Requisition page, the fields are editable.
For users that do not have the permission needed to edit the Job Postings page, the fields are read-only. This permission must be used in conjunction with the permission to manage requisitions. Or, if a user is dynamically assigned the permission necessary to be a requisition owner and also has the permission needed to edit the Job Postings page, the fields are editable.
Requisition reviewers that do not have the permission to manage requisitions can only access the Edit Requisition pages of a job requisition for which they are a reviewer. Note: All fields on all Edit Requisition pages are read-only for reviewers that only have the permission to be a requisition reviewer.
Editable Fields Based on Requisition Status
As noted previously, the fields that are editable depend on which status the requisition is in at the time of editing. The following tables define the editable status of all fields on the job requisition based on the requisition's status:
Draft Status
	Field Name
	Editable
	Requires Approval
	Commits Changes to Requisition
	Audit Value History
	Notes

	Job Title
	Yes
	No
	On Save/Submit
	On Status Changes
	When in Draft, the Job Title field is always editable.

	Requisition Template
	Yes
	No
	N/A
	N/A
	Changing the template in the Requisition Template field deletes all values from all fields on the requisition that are tied to the template.
Note: When editing the Requisition Template field for a job requisition, if a default template is not defined for the recruiter's organizational unit (OU), then the Default Requisition Template link does not display in the Select Requisition Template pop-up. The link does not display even if a default template was defined for the requisition prior to editing the requisition. In addition, if a recruiter from a different OU edits the Requisition Template field, then the default template defined for the OU of the recruiter editing the requisition replaces the previous default template.

	Display Job Title
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Division
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Location
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Address
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Contact Phone
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	EEO Category
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Employment Type
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Full Time vs. Part Time
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Currency
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Compensation
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Range Low
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Range High
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Referral Bonus
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Custom Fields
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Description Internal
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Description External
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Qualifications Minimum
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Qualifications Ideal
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Requisition Owner(s)
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated email recipients on Save/Submit.

	Applicant Reviewer(s)
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated email recipients on Save/Submit.

	Applicant Interviewer(s)
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated email recipients on Save/Submit.

	Approvals
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated email recipients on Save/Submit.

	Requisition ID
	No
	N/A
	N/A
	N/A
	 

	Priority
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Openings
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	On Going
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Target Hire Date
	Yes
	No
	On Save/Submit
	On Status Changes
	Edits to field affect associated tag on Save/Submit.

	Requisition Status
	Yes
	No
	On Save/Submit
	On Status Changes
	When the requisition is in Draft status, the status can be changed to the following:
· Cancelled
· Open
· Pending Approval - Note: The requisition cannot be changed to this status from the Requisition Status field.

	Job Ad External
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Ad Internal
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Clone External Site
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Application Workflow
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type - Interview Type
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type Scheduled - Add Interviewers
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide Column
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type OnDemand Video - Create Interview
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type OnDemand Video - Add Video Interview Reviewer(s)
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Enable Smart Referral Checkbox
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Select OU Criteria
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Delete OU Criteria
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Create New Group
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Effective Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Expiration Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Center - Enable Career Center Checkbox
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Center - Select OU Criteria
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Center - Delete OU Criteria
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Center - Create New Group
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Center - Effective Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Center - Expiration Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Recruiting Agencies - Add Recruiting Agency
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Recruiting Agencies - Delete Recruiting Agency
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Recruiting Agencies - Effective Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Recruiting Agencies - Expiration Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Sites - Effective Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Sites - Expiration Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Sites - Name Checkbox Select Individual
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Career Sites - Default Radio Button
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Job Boards - Delete Job Board
	Yes
	No
	On Save/Submit
	On Status Changes
	 


Canceled Status
	Field Name
	Editable
	Requires Approval
	Commits Changes to Requisition
	Audit Value History
	Notes

	Job Title
	No
	N/A
	N/A
	N/A
	 

	Requisition Template
	No
	N/A
	N/A
	N/A
	 

	Display Job Title
	No
	N/A
	N/A
	N/A
	 

	Division
	No
	N/A
	N/A
	N/A
	 

	Location
	No
	N/A
	N/A
	N/A
	 

	Address
	No
	N/A
	N/A
	N/A
	 

	Contact Phone
	No
	N/A
	N/A
	N/A
	 

	EEO Category
	No
	N/A
	N/A
	N/A
	 

	Employment Type
	No
	N/A
	N/A
	N/A
	 

	Full Time vs. Part Time
	No
	N/A
	N/A
	N/A
	 

	Currency
	No
	N/A
	N/A
	N/A
	 

	Compensation
	No
	N/A
	N/A
	N/A
	 

	Range Low
	No
	N/A
	N/A
	N/A
	 

	Range High
	No
	N/A
	N/A
	N/A
	 

	Referral Bonus
	No
	N/A
	N/A
	N/A
	 

	Custom Fields
	No
	N/A
	N/A
	N/A
	 

	Description Internal
	No
	N/A
	N/A
	N/A
	 

	Description External
	No
	N/A
	N/A
	N/A
	 

	Qualifications Minimum
	No
	N/A
	N/A
	N/A
	 

	Qualifications Ideal
	No
	N/A
	N/A
	N/A
	 

	Requisition Owner(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Interviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Approvals
	No
	N/A
	N/A
	N/A
	 

	Requisition ID
	No
	N/A
	N/A
	N/A
	 

	Priority
	No
	N/A
	N/A
	N/A
	 

	Openings
	No
	N/A
	N/A
	N/A
	 

	On Going
	No
	N/A
	N/A
	N/A
	 

	Target Hire Date
	No
	N/A
	N/A
	N/A
	 

	Requisition Status
	Yes
	No
	On Status Change
	On Status Changes
	When the requisition is in Cancelled status, the status cannot be changed.

	Job Ad External
	No
	N/A
	N/A
	N/A
	 

	Job Ad Internal
	No
	N/A
	N/A
	N/A
	 

	Clone External Site
	No
	N/A
	N/A
	N/A
	 

	Application Workflow
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type - Interview Type
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Add Interviewers
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide Column
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Create Interview
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Add Video Interview Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Enable Smart Referral Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Enable Career Center Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Expiration Date
	No
	N/A
	N/A
	N/A
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	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Delete Recruiting Agency
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Name Checkbox Select Individual
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Default Radio Button
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Job Boards - Delete Job Board
	No
	N/A
	N/A
	N/A
	 


Pending Approval Status
	Field Name
	Editable
	Requires Approval
	Commits Changes to Requisition
	Audit Value History
	Notes

	Job Title
	No
	N/A
	N/A
	N/A
	 

	Requisition Template
	No
	N/A
	N/A
	N/A
	 

	Display Job Title
	No
	N/A
	N/A
	N/A
	 

	Division
	No
	N/A
	N/A
	N/A
	 

	Location
	No
	N/A
	N/A
	N/A
	 

	Address
	No
	N/A
	N/A
	N/A
	 

	Contact Phone
	No
	N/A
	N/A
	N/A
	 

	EEO Category
	No
	N/A
	N/A
	N/A
	 

	Employment Type
	No
	N/A
	N/A
	N/A
	 

	Full Time vs. Part Time
	No
	N/A
	N/A
	N/A
	 

	Currency
	No
	N/A
	N/A
	N/A
	 

	Compensation
	No
	N/A
	N/A
	N/A
	 

	Range Low
	No
	N/A
	N/A
	N/A
	 

	Range High
	No
	N/A
	N/A
	N/A
	 

	Referral Bonus
	No
	N/A
	N/A
	N/A
	 

	Custom Fields
	No
	N/A
	N/A
	N/A
	 

	Description Internal
	No
	N/A
	N/A
	N/A
	 

	Description External
	No
	N/A
	N/A
	N/A
	 

	Qualifications Minimum
	No
	N/A
	N/A
	N/A
	 

	Qualifications Ideal
	No
	N/A
	N/A
	N/A
	 

	Requisition Owner(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Interviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Approvals
	No
	N/A
	N/A
	N/A
	 

	Requisition ID
	No
	N/A
	N/A
	N/A
	 

	Priority
	No
	N/A
	N/A
	N/A
	 

	Openings
	No
	N/A
	N/A
	N/A
	 

	On Going
	No
	N/A
	N/A
	N/A
	 

	Target Hire Date
	No
	N/A
	N/A
	N/A
	 

	Requisition Status
	Yes
	No
	On Status Change
	On Status Changes
	When the requisition is in Pending Approval status, the status can be changed to the following:
· Draft - Note: When the status is changed to Draft, any existing approval/denial responses are removed, as well as any pending approval/denial responses.
· Cancelled

	Job Ad External
	No
	N/A
	N/A
	N/A
	 

	Job Ad Internal
	No
	N/A
	N/A
	N/A
	 

	Clone External Site
	No
	N/A
	N/A
	N/A
	 

	Application Workflow
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type - Interview Type
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Add Interviewers
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide Column
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Create Interview
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Add Video Interview Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Enable Smart Referral Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Enable Career Center Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	[bookmark: concept29]Job Postings - Recruiting Agencies - Add Recruiting Agency
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Delete Recruiting Agency
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Name Checkbox Select Individual
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Default Radio Button
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Job Boards - Delete Job Board
	No
	N/A
	N/A
	N/A
	 


Denied Status
	Field Name
	Editable
	Requires Approval
	Commits Changes to Requisition
	Audit Value History
	Notes

	Job Title
	No
	N/A
	N/A
	N/A
	 

	Requisition Template
	No
	N/A
	N/A
	N/A
	 

	Display Job Title
	No
	N/A
	N/A
	N/A
	 

	Division
	No
	N/A
	N/A
	N/A
	 

	Location
	No
	N/A
	N/A
	N/A
	 

	Address
	No
	N/A
	N/A
	N/A
	 

	Contact Phone
	No
	N/A
	N/A
	N/A
	 

	EEO Category
	No
	N/A
	N/A
	N/A
	 

	Employment Type
	No
	N/A
	N/A
	N/A
	 

	Full Time vs. Part Time
	No
	N/A
	N/A
	N/A
	 

	Currency
	No
	N/A
	N/A
	N/A
	 

	Compensation
	No
	N/A
	N/A
	N/A
	 

	Range Low
	No
	N/A
	N/A
	N/A
	 

	Range High
	No
	N/A
	N/A
	N/A
	 

	Referral Bonus
	No
	N/A
	N/A
	N/A
	 

	Custom Fields
	No
	N/A
	N/A
	N/A
	 

	Description Internal
	No
	N/A
	N/A
	N/A
	 

	Description External
	No
	N/A
	N/A
	N/A
	 

	Qualifications Minimum
	No
	N/A
	N/A
	N/A
	 

	Qualifications Ideal
	No
	N/A
	N/A
	N/A
	 

	Requisition Owner(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Interviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Approvals
	No
	N/A
	N/A
	N/A
	 

	Requisition ID
	No
	N/A
	N/A
	N/A
	 

	Priority
	No
	N/A
	N/A
	N/A
	 

	Openings
	No
	N/A
	N/A
	N/A
	 

	On Going
	No
	N/A
	N/A
	N/A
	 

	Target Hire Date
	No
	N/A
	N/A
	N/A
	 

	Requisition Status
	Yes
	No
	On Status Change
	On Status Changes
	When the requisition is in Denied status, the status can be changed to the following:
· Draft - Note: When the status is changed to Draft, approvals are reset.
· Cancelled

	Job Ad External
	No
	N/A
	N/A
	N/A
	 

	Job Ad Internal
	No
	N/A
	N/A
	N/A
	 

	Clone External Site
	No
	N/A
	N/A
	N/A
	 

	Application Workflow
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type - Interview Type
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Add Interviewers
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide Column
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Create Interview
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Add Video Interview Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Enable Smart Referral Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Enable Career Center Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Expiration Date
	No
	N/A
	N/A
	N/A
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	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Delete Recruiting Agency
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Name Checkbox Select Individual
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Default Radio Button
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Job Boards - Delete Job Board
	No
	N/A
	N/A
	N/A
	 


Open Status
	Field Name
	Editable
	Requires Approval
	Commits Changes to Requisition
	Audit Value History
	Notes

	Job Title
	No
	N/A
	N/A
	N/A
	 

	Requisition Template
	No
	N/A
	N/A
	N/A
	 

	Display Job Title
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Applies changes to external postings on approval.
· Applies changes to associated tag on approval.

	Division
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Location
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Address
	Yes
	No
	On Save/Submit
	On Status Changes
	· Applies changes to internal postings on Save/Submit.
· Never applies changes to external postings.
· Applies changes to associated tag on Submit.

	Contact Phone
	Yes
	No
	On Save/Submit
	On Status Changes
	· Applies changes to internal postings on Save/Submit.
· Never applies changes to external postings.
· Applies changes to associated tag on Submit.

	EEO Category
	Yes
	No
	On Save/Submit
	On Status Changes
	· Applies changes to internal postings on Save/Submit.
· Never applies changes to external postings.
· Applies changes to associated tag on Submit.

	Employment Type
	Yes
	No
	On Save/Submit
	On Status Changes
	· Applies changes to internal postings on Save/Submit.
· Never applies changes to external postings.
· Applies changes to associated tag on Submit.

	Full Time vs. Part Time
	Yes
	No
	On Save/Submit
	On Status Changes
	· Applies changes to internal postings on Save/Submit
· Never applies changes to external postings.
· Applies changes to associated tag on Submit.

	Currency
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Compensation
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Range Low
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.

	Range High
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.

	Referral Bonus
	Yes
	No
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Custom Fields
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.

	Description Internal
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Description External
	Yes
	Yes
	On Save/Submit
	On Approval
	· Never applies changes to internal postings.
· Applies changes to external postings on approval.
· Applies changes to associated tag on approval.

	Qualifications Minimum
	Yes
	Yes
	On Save/Submit
	On Status Changes
	 

	Qualifications Ideal
	Yes
	Yes
	On Save/Submit
	On Status Changes
	 

	Requisition Owner(s)
	Yes
	No
	On Save/Submit
	On Status Changes
	· Never applies changes to internal postings.
· Never applies changes to external postings.
· Edits to field affect associated email recipients on Save/Submit.

	Applicant Reviewer(s)
	Yes
	No
	On Save/Submit
	On Approval
	· Edits to field affect associated email recipients on Save/Submit.
· Modifying reviewers only affects submissions that are advanced after the date/time of modification.

	Applicant Interviewer(s)
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Approvals
	Yes
	No
	On Save/Submit
	On Status Changes
	· Edits to field affect associated email recipients on Save/Submit.
· Modifying reviewers only affects submissions that are advanced after the date/time of modification.

	Requisition ID
	No
	N/A
	N/A
	N/A
	 

	Priority
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Openings
	Yes
	Yes
	On Save/Submit
	On Approval
	 

	On Going
	Yes
	Yes
	On Save/Submit
	On Approval
	 

	Target Hire Date
	Yes
	No
	On Save/Submit
	On Status Changes
	 

	Requisition Status
	Yes
	No
	On Save/Submit
	On Status Changes
	When the requisition is in Draft status, the status can be changed to the following:
· Cancelled
· Open
· Pending Approval - Note: The requisition cannot be changed to this status from the Requisition Status field.

	Job Ad External
	Yes
	Yes
	On Save/Submit
	On Approval
	· Never applies changes to internal postings.
· Applies changes to external postings on approval.
· Applies changes to associated tag on approval.

	Job Ad Internal
	Yes
	Yes
	On Save/Submit
	On Approval
	· Applies changes to internal postings on approval.
· Never applies changes to external postings.
· Applies changes to associated tag on approval.

	Clone External Site
	Yes
	No
	On Save/Submit
	On Approval
	 

	Application Workflow
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type - Interview Type
	No
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide
	No
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type Scheduled - Add Interviewers
	No
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide Column
	No
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type OnDemand Video - Create Interview
	No
	No
	On Save/Submit
	On Status Changes
	 

	Applicant Review - Interview Status Type OnDemand Video - Add Video Interview Reviewer(s)
	No
	No
	On Save/Submit
	On Status Changes
	 

	Job Postings - Smart Referral - Enable Smart Referral Checkbox
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Smart Referral - Select OU Criteria
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Smart Referral - Delete OU Criteria
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Smart Referral - Create New Group
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Smart Referral - Effective Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Smart Referral - Expiration Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Career Center - Enable Career Center Checkbox
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Career Center - Select OU Criteria
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Career Center - Delete OU Criteria
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Career Center - Create New Group
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Career Center - Effective Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.

	Job Postings - Career Center - Expiration Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to internal postings on Save/Submit.
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	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Recruiting Agencies - Delete Recruiting Agency
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Recruiting Agencies - Effective Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Recruiting Agencies - Expiration Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Career Sites - Effective Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Career Sites - Expiration Date
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Career Sites - Name Checkbox Select Individual
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Career Sites - Default Radio Button
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.

	Job Postings - Job Boards - Delete Job Board
	Yes
	No
	On Save/Submit
	On Save/Submit
	Applies changes to external postings on Save/Submit.


Open - Pending Re-Approval Status
	Field Name
	Editable
	Requires Approval
	Commits Changes to Requisition
	Audit Value History
	Notes

	Job Title
	No
	N/A
	N/A
	N/A
	 

	Requisition Template
	No
	N/A
	N/A
	N/A
	 

	Display Job Title
	No
	N/A
	N/A
	N/A
	 

	Division
	No
	N/A
	N/A
	N/A
	 

	Location
	No
	N/A
	N/A
	N/A
	 

	Address
	No
	N/A
	N/A
	N/A
	 

	Contact Phone
	No
	N/A
	N/A
	N/A
	 

	EEO Category
	No
	N/A
	N/A
	N/A
	 

	Employment Type
	No
	N/A
	N/A
	N/A
	 

	Full Time vs. Part Time
	No
	N/A
	N/A
	N/A
	 

	Currency
	No
	N/A
	N/A
	N/A
	 

	Compensation
	No
	N/A
	N/A
	N/A
	 

	Range Low
	No
	N/A
	N/A
	N/A
	 

	Range High
	No
	N/A
	N/A
	N/A
	 

	Referral Bonus
	No
	N/A
	N/A
	N/A
	 

	Custom Fields
	No
	N/A
	N/A
	N/A
	 

	Description Internal
	No
	N/A
	N/A
	N/A
	 

	Description External
	No
	N/A
	N/A
	N/A
	 

	Qualifications Minimum
	No
	N/A
	N/A
	N/A
	 

	Qualifications Ideal
	No
	N/A
	N/A
	N/A
	 

	Requisition Owner(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Applicant Interviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Approvals
	No
	N/A
	N/A
	N/A
	 

	Requisition ID
	No
	N/A
	N/A
	N/A
	 

	Priority
	No
	N/A
	N/A
	N/A
	 

	Openings
	No
	N/A
	N/A
	N/A
	 

	On Going
	No
	N/A
	N/A
	N/A
	 

	Target Hire Date
	No
	N/A
	N/A
	N/A
	 

	Requisition Status
	Yes
	No
	On Status Change
	On Status Changes
	When the requisition is in Open - Pending Re-Approval status, the status can be changed to the following:
· Cancelled
· Closed
· Open

	Job Ad External
	No
	N/A
	N/A
	N/A
	 

	Job Ad Internal
	No
	N/A
	N/A
	N/A
	 

	Clone External Site
	No
	N/A
	N/A
	N/A
	 

	Application Workflow
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type - Interview Type
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Add Interviewers
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type Scheduled - Interview Guide Column
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Create Interview
	No
	N/A
	N/A
	N/A
	 

	Applicant Review - Interview Status Type OnDemand Video - Add Video Interview Reviewer(s)
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Enable Smart Referral Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Smart Referral - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Enable Career Center Checkbox
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Select OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Delete OU Criteria
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Create New Group
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Center - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	[bookmark: concept32]Job Postings - Recruiting Agencies - Add Recruiting Agency
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Delete Recruiting Agency
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Recruiting Agencies - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Effective Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Expiration Date
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Name Checkbox Select Individual
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Career Sites - Default Radio Button
	No
	N/A
	N/A
	N/A
	 

	Job Postings - Job Boards - Delete Job Board
	No
	N/A
	N/A
	N/A
	 


Closed Status
When a requisition is in a Closed status, no fields are editable. Note: A requisition for which candidates are currently in consideration cannot be changed to Closed. All candidates must be changed to a status of Closed before the requisition can be changed to Closed.
If the Requisition Status field is changed to Closed (either when editing the requisition or when the system automatically changes the status to Closed), any corresponding job postings are removed from the posting site, and any career site postings are marked as not currently available and made unsearchable.
In addition, the status of all remaining applicants can be changed to Closed at the same time after the requisition closes. See Manage Remaining Applicants Pop-Up on page 27 for additional information.
Note: For job requisitions that are posted to Broadbean, if the requisition is put into a Canceled or Closed status, then the requisition is removed from Broadbean.
Requisitions that Require Approval
If a requisition has an approval workflow, edits to the requisition are not applied until the requisition is re-approved. Edits to requisitions that do not have an approval workflow are applied upon clicking Re-Submit on the Applicant Review tab. Edits to requisitions posted to an external job board are applied upon 1) clicking Re-Submit on the Applicant Review tab, or 2) once all fields have been completed on the Additional Fields page, or 3) upon re-approval.
Approver Required
If the Require Approver option is enabled by the administrator in Requisition and Applicant Preferences, then at least one approver must be configured for the requisition. The approver can be the user who is editing the requisition, but only if there is at least one other approver configured for the requisition.
For example, if the user who is editing the requisition removes the approval workflow but the Require Approver option is enabled by the administrator in Requisition Preferences, then the requisition cannot be submitted. The user must add at least one approver in the Approvals section of the General page in order for the requisition to be submitted.
Pending Re-Approval
For requisitions that have an approval workflow, when editing a requisition from the Edit Requisition page, edits are not applied until the requisition is re-approved. The re-approval workflow functions similarly to the original approval workflow; however, the requisition changes to a status of Open - Pending Re-Approval. See Requisition Approvals for more information on the approval process.
When a requisition that has a status of Open - Pending Re-Approval is changed to a status of Open, you have the option to cancel all pending changes for the requisition. The Cancel Pending Changes pop-up appears, alerting you that changing the status to Open removes all pending changes. Clicking Accept removes all pending changes and changes the status to Open. Clicking Cancel keeps the pending changes and the status remains Open - Pending Re-Approval.
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Editing Parent Requisitions
When editing parent requisitions, if the Do Not Allow to Apply option is not selected when the requisition is created, then the option is disabled when editing the parent requisition. If the Do Not Allow to Apply option is selected when the requisition is created, then the option can be modified when editing the parent requisition.
In addition, when editing parent requisitions, the following additional fields are available on the General tab:
· Add Related Requisition - The Add Related Requisition option allows recruiters to add child requisitions to the parent requisition. Selecting the option opens the General tab of a new child requisition for configuration.
· View Related Requisitions - The View Related Requisitions link allows recruiters to view the associated child requisitions. Selecting the option opens the Related Requisitions pop-up, which displays the child requisitions and allows recruiters to view the requisitions.
[bookmark: _Toc162002656][bookmark: concept33]Manage Remaining Applicants Pop-Up
When all openings for a requisition are filled or you close a requisition, the Manage Remaining Applicants pop-up appears so that you can quickly change the status of all remaining applicants can be changed to Closed at the same time. You also have the option to assign all applicants a single disposition when the applicants are closed.
Note: The ability to manage remaining applicants must be enabled by the administrator in the Dispositions section of Requisition and Applicant Preferences.
The following scenarios trigger the Manage Remaining Applicants pop-up:
· Edit Requisition > Applicant Review Tab - If the requisition status is changed to Closed or Cancelled in the Requisition Status field on the General tab of the requisition, the pop-up appears upon clicking Re-Submit on the Applicant Review tab.
· Manage Candidates, Manage Applicants, Applicant Profile - If an applicant's status is changed to Hired and there are no remaining openings for the requisition.
Manage Remaining Applicants
The pop-up indicates that the requisition is either closed or that all openings have been filled. In addition, the number of remaining applicants displays. The number includes all applicants that are not in a status of Closed or Hired and also includes new submissions that have not yet been moved into an active applicant status.
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The following options are available in the pop-up:
· No change - Select this option to maintain the current status of all remaining applicants. When selected, the disposition drop-down is hidden.
· Close all - This option is selected by default. When selected, the status of all remaining applicants is changed to the selected disposition.
· Disposition - This option only displays when the Close all option is selected. By default, the name that appears in the drop-down button is the name of the first disposition in the list. Select the disposition from the drop-down, which will apply to all remaining applicants. The dispositions that are available are configured by the administrator in Requisition and Applicant Preferences.
To close all remaining applicants, select Close all. Then, select the disposition from the drop-down. Then, click Submit. This changes the status of all remaining applicants to the selected disposition. If No change is selected, then there are no changes to the status of the remaining applicants when you click Submit.
Emails Associated with Dispositions
The dispositions that are available when changing an applicant's status may have an associated email, based on the administrator's configuration of the disposition in Requisition and Applicant Preferences. Clicking Submit will trigger the email.
If the disposition does not have an associated email, then an email will not be sent when you click Submit.
Close Pop-Up Without Making a Selection
If you decide that you no longer wish to proceed with the options in the Manage Remaining Applicants pop-up, you can close the pop-up by clicking the "X" in the upper-right corner. This returns you to the Applicant Review tab, Manage Candidates, Manage Applicants, or the Applicant Profile without committing any selections in the pop-up.
[bookmark: _Toc162002657]Recruiting Approvals Overview
The Recruiting Approvals page displays pending and past requisition approvals. For portals with the offer letter management functionality enabled, the Recruiting Approvals page also displays pending and past offer letter approvals.
· Recruiting Approvals - Requisitions
· Recruiting Approvals - Offer Letters
For both requisitions and offer letters, the number of pending approvals displays in parentheses to the right of the tab name.
Note: The Offer Letters page is only available for portals with the offer letter management functionality enabled.
To access the Requisitions Pending Approval page, go to Recruit > Recruiting Approvals.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Offer: Approver
	Grants ability to access and approve/deny offer letters and include comments for offers for which the user is listed as an approver. Grants ability to access pages related to requisitions for which the user is listed as an approver, including read-only access to all tabs of the Edit Requisition page in Manage Job Requisitions. This permission cannot be constrained. Note: This is a dynamically assigned permission that is not available in Security Role Administration. This permission cannot be constrained. Once assigned, the permission is never removed dynamically, which enables approvers to revisit offer letters that they have already approved or denied. If an approver is removed from an offer that is in a Pending Offer status, the approver can no longer access that version of the offer letter in their Pending tab. If an approver is removed from a past version of an offer, the approver's access to the past offer remains. This permission cannot be manually assigned.
	Recruiting



	Requisition: Approver
	Enables approver to access and approve/deny requisitions for which they are an approver. This permission cannot be constrained. Note: This is a dynamically assigned permission. If the user is removed as an approver for an offer that is in a Pending Offer status, the user can no longer access that version of the offer. This permission cannot be manually assigned.
	Recruiting
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[bookmark: _Toc162002658]Recruiting Approvals - Requisitions
The Recruiting Approvals - Requisitions page displays pending and past requisition approvals for which you are an owner. From this page, you can edit requisitions, communicate with requisition owners, approve/deny requisitions individually or as a batch, and view past requisition approvals.
The permission to approve requisitions, which is needed to access the Requisitions tab of the Recruiting Approvals page, is automatically assigned to users who are selected as approvers for the requisition. The permission cannot be manually added to a security role. Requisition owners can also access this page.
Note: Pending approvals only appear for an approver when it is their turn to make an approval decision. For example, if an approver is Step 3 in the approval workflow for the requisition, then the requisition does not appear on the Pending tab until Steps 1 and 2 in the approval workflow are completed.
To access the Recruiting Approvals - Requisitions page, go to Recruit > Recruiting Approvals > Requisitions.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Approver
	Enables approver to access and approve/deny requisitions for which they are an approver. This permission cannot be constrained. Note: This is a dynamically assigned permission. If the user is removed as an approver for an offer that is in a Pending Offer status, the user can no longer access that version of the offer. This permission cannot be manually assigned.
	Recruiting
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Important Note: Navigating between the Pending and Past tabs does not save approval decisions and comments entered on the Pending tab. If you are on the Pending tab and have recorded an approval decision and entered comments, you must click Submit to save your decision and comments. If you navigate to the Past tab before clicking Submit, then your work will be lost.
Pending Tab
The Pending tab displays job requisitions that are pending an approval decision. By default, pending approvals are sorted by oldest submission date first. All columns are sortable.
Requisitions that require approval remain in a Pending Approval status until approved or denied by at least one approver or when the last approver in the approval workflow approves or denies it. Approved requisitions change to a status of Open; denied requisitions change to Denied.
Note: For a requisition to be changed from Pending Approval to Open, it must be approved by all approvers. If at least one approver denies the requisition, the status is changed to Denied.
A Comments drop-down arrow only appears next to the Approve/Deny button if 1) there are no pending requisitions on the Requisitions Pending Approval page or 2) a pending requisition is marked as either Approve or Deny.
Search Filters
When you access the Pending tab on the Requisitions page, the Requisition Approvals table displays the requisitions pending approval for which you are the owner. However, you can use the Search fields to filter the requisitions either by requisition name, owner, or both.
To search for a requisition:
1. Enter the requisition name in the Requisition Name field. Both full and partial names can be searched. There is no character limit.
2. Click the Select icon in the Owner field.
3. The User Selection pop-up opens from which you can select a requisition owner. Only one owner can be selected and searched at a time.
4. The search results display in the Requisitions Pending Approval table. Note: The results that display are dependent upon your permission constraints.
Requisition Approvals Table
The following columns display in the Requisition Approvals table:
Requisition
The display name of the requisition. Hovering over the name displays the position title. Clicking the name opens the General step of the Requisition Management page on which you can edit the requisition. Note: Editable fields are defined by the requisition's status. See Edit Job Requisition for more information. Visibility of custom fields on the Requisition Management page depends on the field's Availability setting in Custom Field Administration.
From the General step of Requisition Management, click Save to save your changes and return to the Approvals page. Click Back to return to the Approvals page without saving your changes.
Owner(s)
Displays the name of the requisition owner. Hovering over the owner's name opens a pop-up that displays the following:
· Photo, if available; ghost image displays if no photo is available
· Full name
· Current position
· Primary phone number
· Email address link
Status
Displays the current status of the requisition.
Submitted
Displays the date and time at which the user became the owner.
Approve or Deny/Add Comment
The Approve or Deny/Add Comment column enables you to approve pending requisitions and add comments. The Approve/Deny buttons at the top of the column enable you to batch approve or deny every requisition on the page.
Batch Approve/Deny Requisition
Click the Approve[image: ] or Deny button [image: ] in the column header to batch approve or deny every requisition for which you are an approver. Unclick the button to undo the action.
Approve/Deny a Single Requisition
The Approve/Deny buttons next to each requisition enable you to make approval/denial selections for individual requisitions. Click the button to approve or deny a requisition. Unclick the button to undo the action.
Add Comment
Once the Approve or Deny button is selected, a drop-down arrow displays next to the button to enable you to enter a comment about the approval decision.
[image: ][image: ]
To add a batch comment:
1. Click the drop-down arrow next to the button.
2. The Add Batch Comment link displays.
3. Click the link to open the Add/Edit Comment box.
4. Enter a new comment or edit an existing comment. The Comment box accepts formatted HTML and also includes bold, italic, underline, and bulleting options.
5. Click Save to save the comment.
To add a comment for an individual requisition:
1. Click the drop-down arrow next to the button.
2. The Add Comment link displays.
3. Click the link to open the Add/Edit Comment box.
4. Enter a new comment or edit an existing comment. The Comment box accepts formatted HTML and also includes bold, italic, underline, and bulleting options.
5. Click Save to save the comment.
Note: You can only edit comments that you have entered. Once the Submit button is clicked on the Requisitions Pending Approval page, comments can no longer be edited.
Submit Approvals/Denials
Once you have made your selections, a Submit button appears below the table. Click Submit to process any approvals/denials and save comments.
Once submitted and there are no additional approvers, the requisition's status changes to Open. Denied requisitions change to a status of Canceled. Upon submission, the Requisition Approval Final Status email is triggered, if the email is configured in Email Administration.
If there is at least one additional approver in the approval workflow, the requisition is moved to the next approver in the workflow.
Pending Re-Approval
If edits are made to an approved requisition that has an approval workflow, the requisition changes to a status of Pending Re-Approval.
To re-approve a requisition:
1. Navigate to the Pending tab on the Requisitions page.
2. Click the name of the requisition in the Job field.
3. The Requisition Review page opens.
4. At the top of the page, the Pending Changes table displays, highlighting each edit to the requisition. The table is expanded by default. The following columns display in the Pending Changes table:
1. Field - Displays the name of the field to which edits were made.
2. Current Value - Displays the value in the field prior to the edit.
3. Pending Value - Displays the edits to the field.
5. Click Next to navigate through the tabs of the requisition.
6. Click Back to return to the Pending tab on the Requisitions page.
Past Tab
The Past tab displays all past approved/denied job requisition requests that are available for the approver to view. Past requisitions are sorted by most recent to least recent decision date. All columns are sortable except the Comments column.
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	Column
	Description

	Requisition
	This column displays the display name of the requisition. Hovering over the name displays the position title. Clicking the name opens the General step of the Edit Requisition page. All fields on the requisition are read-only, unless you are a requisition owner. Requisition owners that are also approvers can edit the Requisition Status field. Approvers can navigate through each page of the requisition by clicking Next.
To return to the Approvals page, click Back from the General step of the requisition. For requisition owners, click Save if you edited the Requisition Status field, which saves your changes and returns you to the Approvals page.
Note: Visibility of custom fields on the General step of the requisition depends on the field's Availability setting in Custom Field Administration.

	Owner(s)
	This column displays the name of the requisition owner. Hovering over the owner's name opens a pop-up that displays the following:
· Photo, if available; ghost image displays if no photo is available
· Full name
· Current position
· Primary phone number
· Email address link

	Status
	This column displays the current status of the requisition.

	Decision
	This column displays the approval decision, either Approved or Denied.

	Decision Date
	This column displays the date on which the approver submitted the approval decision and also determines the sort order. If the Decision column displays "Notification Only," then no date appears in the Decision Date column.

	Comments
	Click the View Comments link to open the View Comment pop-up. The pop-up displays the comment the approver entered for the approval decision.


[bookmark: _Toc162002659]Requisition Requests Overview
Requisition requests are essentially job proposals. Hiring Managers submit them as a formal method for asking that the request becomes a job requisition that is posted for applicants. Requests can only be created by users who have permission to submit requests.
Once a requisition request is submitted, it is reviewed and processed. The request will either be accepted or declined, based on the reviewer's decision. A request that is Accepted becomes a job requisition but may or may not be posted to applicants. A request that is declined will not become a job requisition.
To access requisition requests, go to Recruit > Requisition Requests.
Note: To approve or deny submitted requests, see the Submitted Requisition Requests page. 
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Submit Request
	Grants ability to create requisition requests. This permission can be constrained by OU and User's OU.
	Recruiting


Requisition Request Workflow
Requisition requests have the following workflow:
1. Hiring manager creates and submits the request. See Create/Copy Requisition Request - Overview on page 174 for additional information.
2. Request is reviewed by a recruiting manager. See Requisition Requests Page for Reviewers - Overview on page 183 for additional information.
3. Recruiting manager accepts or declines the request. See Review/Decline/Accept Requisition Request on page 186 for additional information.
1. Accepted Request - A request that is Accepted will become a job requisition. However, the date on which the requisition is posted to applicants is ultimately decided by the reviewer (or other requisition reviewers, depending on the approval process of the requisition). The reviewer can also modify any of the job field settings that you configured on the request. An email is automatically sent to you to indicate that the request has been accepted, provided that the email has been configured by the administrator.
2. Declined Request - A request that is declined will not become a job requisition. An email is automatically sent to you to indicate that the request has been declined, provided that the email has been configured by the administrator. The reviewer may include comments about their decision. You can view the comments from the Requisition Requests page.
Requisition Requests Page for Submitters
To access the Requisition Requests page, go to Recruit > Requisition Requests. This will open the Requisition Requests page, from which you can create new requests and view the existing requests that you have created. This page also allows you to track the status of your requests.
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Create New Requisition Requests
To create requisition requests, click the Create New Request link on the Requisition Requests page. This will open the Create Request - General page, from which you can complete the request fields, and then submit the request for review.
[bookmark: _Ref-1333727634][bookmark: _Toc162002660]Requisition Request Preferences
Requisition Request Preferences enable administrators to define the fields that display on requisition requests, as well as define the request instructions and reviewers.
[bookmark: concept36]To access Requisition Request Preferences, go to Admin > Tools > Recruit > Requisition Requests.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Request Preferences - Manage
	Grants ability to edit the Requisition Requests Preferences page. This permission cannot be constrained.
	Recruiting Administration


[image: ]
Request Instructions
In the Request Instructions section, administrators can provide instructions for completing the request. The instructions display for hiring managers at the top of the Requisition Request page when creating a request.
The Request Instructions section is optional. The instructions box accepts up to 2000 characters.  If multiple languages are enabled for your portal, select the Translate icon to translate the field into other available languages.  The default language is the language of the administrator configuring the preferences settings.
Request Fields
In the Request Fields section, administrators can view and define the standard and custom job requisition fields to that display on the request. Administrators can also determine which fields are required to complete. Note: The standard job requisition fields are the fields that display for recruiters when creating, editing, and copying job requisitions. Custom job requisition fields are defined by the administrator on the Organizational Unit Custom Fields page, and then enabled by the administrator in Requisition Preferences.
The following information displays in the Request Fields table:
Active
This column enables administrators to determine which fields will display on requisition requests. Check the box in the Active column for each desired field. By default, all standard job requisition fields are checked. Custom fields are unchecked by default.
The Position field is active by default and cannot be inactivated. This field correlates to the Job Title field on a job requisition.
The Job Ad field correlates to the Job Ad tab on a job requisition. Activating this field displays the Job Ad tab on the request and enables hiring managers to enter job ad information on the tab.
Field
This column displays the name of all standard and custom requisition fields.
Custom fields display in the order in which they are defined in Requisition Preferences. If changes are made to custom fields in Requisition Preferences, the changes are automatically applied to the custom fields on the Requisition Request Preferences page. For example, if a custom field is active on the Requisition Request Preferences page but is later inactivated in Requisition Preferences, then the Active box for the field on the Requisition Request Preferences page is automatically unchecked.
Type
This column displays the requisition field type. The following are the field types:
· Standard - Standard fields are the system-defined fields that always display on job requisitions.
· Custom - Custom fields are the requisition fields that are defined and enabled by the administrator.
Required
This column enables administrators to determine which fields the hiring manager is required to complete on requisition requests. Check the box in the Required column for each desired field. By default, all standard job requisition fields are checked. Custom fields are unchecked by default.
The Position field is required by default, which cannot be modified.
Note: The checkbox in the Required column is only enabled for fields that are active. For fields that are not active, the checkbox is grayed out and not selectable.
Request Reviewers
In the Request Reviewers section, administrators must select at least one reviewer to review requests. When a hiring manager submits a requisition request, all reviewers receive the request simultaneously.
To define the request reviewers:
1. Select the OU from the Reviewers drop-down.
2. Click the Select icon [image: ] to select the OU or a specific user. The selection appears below the Reviewers drop-down. Multiple OUs and users can be added.
Once the reviewers are selected, you can choose to include subordinates of the OU or users. Check Include Subordinates to include subordinates.
Remove Reviewers
Reviewers can be removed by clicking the Remove icon [image: ] to the left of the reviewer's name. Note: Removing a reviewer at the preferences level does not remove the reviewer from existing requests.
Overwrite Settings
Select this option to overwrite custom settings for child division OUs. If you overwrite custom settings for child division OUs, the selected settings are applied to both new and existing child OUs. Any previously customized child OUs are updated with the selected settings.
· If there are no customizations to the child OU, then the parent OU customizations are applied to all child OUs.
· Overwrite custom settings checkbox setting
· If this option is selected, all child OU customizations are deleted from the database, which means the parent OU customizations will be applied to new and existing child OUs.
· If this option is unselected, all existing child OU customizations will remain unchanged, and any new child OUs will inherit the parent OU customizations by default.
· If a child OU has been customized to display any widgets, then regardless of the parent OU customizations, the child OU customizations are applied.
· If a child OU has been customized to hide all widgets, then parent OU customizations will take precedence and will be applied.
Save
Once all preference settings are completed, click Save to save the settings.
[bookmark: _Toc162002661]Requisition Requests Overview
Requisition requests are essentially job proposals. Hiring Managers submit them as a formal method for asking that the request becomes a job requisition that is posted for applicants. Requests can only be created by users who have permission to submit requests.
Once a requisition request is submitted, it is reviewed and processed. The request will either be accepted or declined, based on the reviewer's decision. A request that is Accepted becomes a job requisition but may or may not be posted to applicants. A request that is declined will not become a job requisition.
To access requisition requests, go to Recruit > Requisition Requests.
Note: To approve or deny submitted requests, see the Submitted Requisition Requests page. 
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Submit Request
	Grants ability to create requisition requests. This permission can be constrained by OU and User's OU.
	Recruiting


Requisition Request Workflow
Requisition requests have the following workflow:
1. Hiring manager creates and submits the request. See Create/Copy Requisition Request - Overview on page 174 for additional information.
2. Request is reviewed by a recruiting manager. See Requisition Requests Page for Reviewers - Overview on page 183 for additional information.
3. Recruiting manager accepts or declines the request. See Review/Decline/Accept Requisition Request on page 186 for additional information.
1. Accepted Request - A request that is Accepted will become a job requisition. However, the date on which the requisition is posted to applicants is ultimately decided by the reviewer (or other requisition reviewers, depending on the approval process of the requisition). The reviewer can also modify any of the job field settings that you configured on the request. An email is automatically sent to you to indicate that the request has been accepted, provided that the email has been configured by the administrator.
2. Declined Request - A request that is declined will not become a job requisition. An email is automatically sent to you to indicate that the request has been declined, provided that the email has been configured by the administrator. The reviewer may include comments about their decision. You can view the comments from the Requisition Requests page.
Requisition Requests Page for Submitters
To access the Requisition Requests page, go to Recruit > Requisition Requests. This will open the Requisition Requests page, from which you can create new requests and view the existing requests that you have created. This page also allows you to track the status of your requests.
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Create New Requisition Requests
To create requisition requests, click the Create New Request link on the Requisition Requests page. This will open the Create Request - General page, from which you can complete the request fields, and then submit the request for review.
[bookmark: _Ref117051639]Create/Copy Requisition Request - Overview
From the Create Requisition Request page, hiring managers can create new requisition requests. The page includes the following two tabs:
· General Tab - This tab includes the general fields to complete for the request. The General tab always displays for requests and will always includes the Job Title field.
· Job Ad Tab - This tab allows you to configure the job ad for the request. The Job Ad tab only displays if activated by the administrator in Requisition Request Preferences.
Any additional fields that display on the request are defined by the administrator in Requisition Request Preferences.
Note: Requisition requests can only be created if preferences are defined for the user's OU in Requisition Request Preferences.
To access the Create New Request page, click Create New Request from the Requisition Requests page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Request: Select Users
	Grants ability to select requisition owners, reviewers, and interviewers when creating requisition requests. This permission can be constrained by OU and User's OU. The constraints define which users are available when selecting users for requisition requests.
	Recruiting



	Requisition: Submit Request
	Grants ability to create requisition requests. This permission can be constrained by OU and User's OU.
	Recruiting
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Create/Copy Requisition Request - General
When creating or copying a requisition request, the General tab enables hiring managers to complete the general information for the request.
See Create/Copy Requisition Request - Job Ad on page 181 for additional information.
To access the Create New Request page, click Create New Request from the Requisition Requests page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Request: Select Users
	Grants ability to select requisition owners, reviewers, and interviewers when creating requisition requests. This permission can be constrained by OU and User's OU. The constraints define which users are available when selecting users for requisition requests.
	Recruiting



	Requisition: Submit Request
	Grants ability to create requisition requests. This permission can be constrained by OU and User's OU.
	Recruiting
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Instructions
If the administrator defined instructions for requisition requests in Requisition Request Preferences, then the instructions display above the general information fields. If there are no instructions, then the administrator did not define them in preferences.
If a translation is available for the user's language, then the instructions display in the user's language. If the user's language is not available, then the instructions display in the creator's language.
Job Title
The Job Title field always displays on the General tab. This field is used to define the position for which you are requesting the requisition.
To define the position:
1. Click the Select icon in the Job Title field. This opens a pop-up from which to select the position.
2. Select the position from the pop-up.
Once the position is selected, the pop-up closes, and the position displays in the Job Title field. Note: Hiring managers can only view the Position organizational units (OU) that are within the constraints of the permission to submit requisition requests.
Additional Fields
All additional fields that display on the General tab are determined by the administrator in Requisition Request Preferences. The fields that are available to display are the standard and custom fields that display on the General tab for job requisitions.
See Create Job Requisition - General on page 47 for additional information.
Requisition Template Field
If the Requisition Template field displays, then selecting a template populates all fields on the request with the template values. It is important to note that the template values replace any existing values that have been entered in the fields, and the existing values cannot be recovered.
As with current functionality for job requisitions, the Requisition Template field, if included by the administrator, is disabled until the Job Title field is completed. In addition, the templates that are available to select are the templates defined for the Position OU that is selected in the Job Title field.
If a default requisition template is available, then the default template can be selected. Note: A default template must be defined for the user's OU in order for a default template to be available to select. In addition, the Default Requisition Template link only displays in the Select Requisition Template pop-up if the Default Requisition Template option is selected by the administrator in Requisition and Applicant Preferences.
OU Selection Fields
If the Division, Location, Grade, and Cost Center fields display, then the organizational units (OU) available to select are dependent upon the constraints placed on the permission to submit requisition requests.
Note: The Address field must be set to active in Requisition Request Preferences for the address information to populate automatically when creating a requisition from a requisition request. See Requisition Request Preferences on page 168 for additional information.
Select User Fields
If the Owners, Reviewers, and Hiring Manager fields display, then users can only be added to the fields if the hiring manager has permission to select users for requisition requests. In addition, the users that are available to select are dependent upon the constraints placed on the permission to select users for requisition requests.
Required Fields
One or more fields that display on the request may be required, if indicated by the administrator in Requisition Request Preferences. Required fields must be completed in order to submit the request. The required fields must also be completed prior to navigating from the General tab to the Job Ad tab, if the Job Ad tab is included by the administrator.
Custom Fields
For custom fields included by the administrator for requisition requests, hiring managers can only view the custom fields for which they meet the availability criteria.
If the administrator has configured requisition custom fields as read-only in Requisition and Applicant Preferences, then the value in the field cannot be modified on requisition requests. The field will display as read-only.
Next/Submit Buttons
The Next button displays if the Job Ad tab is activated by the administrator for requisition requests. The request can only be submitted by clicking Next to submit the request from the Job Ad tab. If required fields have not yet been completed on the General tab, then the fields must be completed prior to navigating to the Job Ad tab.
The Submit Request button displays if the Job Ad tab is not activated by the administrator for requisition requests. In this case, the request is submitted from the General tab.
Submit Request
To submit the requisition request, click the Submit Request button. This triggers the Requisition Request Submitted email, if configured by the administrator. Once submitted, the request status is Pending. The request is reviewed by one or more reviewers, who are defined by the administrator in Requisition Request Preferences. The reviewers determine whether to accept or decline the request.
Accepted Requests
If the request is accepted, then the status of the request changes to Accepted. A requisition ID is automatically generated for the request. The ID displays in the Requisition ID column on the Requisition Requests page.
In addition, accepted requests indicate that a job requisition has been created for the position. However, the creation of a job requisition does not automatically indicate that a job requisition has been submitted for the request. When the reviewer creates the requisition, the requisition can be saved without being submitted. The Requisition Requests page does not indicate whether or not a job requisition has been submitted for requests that are in an Accepted status.
Declined Requests
If the request is declined, then the status of the request changes to Declined. A requisition ID is not generated for declined requests. The reviewer may have entered comments to explain their decision. The comments can be reviewed by clicking the View Comments icon in the Options column on the Requisition Requests page.
Cancel
Click Cancel to cancel the creation of the request.
[bookmark: _Ref411536567]Create/Copy Requisition Request - Job Ad
When creating or copying a requisition request, the Job Ad tab enables hiring managers to create the job ad for the position. It is important to note that the tab only displays if activated by the administrator in Requisition Request Preferences.
All fields and options on the Job Ad tab for the request are the same as the fields and options on the Job Ad tab for job requisitions. See Create Job Requisition - Job Ad on page 68 for additional information.
To access the Create New Request page, click Create New Request from the Requisition Requests page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Submit Request
	Grants ability to create requisition requests. This permission can be constrained by OU and User's OU.
	Recruiting
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Back
Click Back to navigate to the General tab. The General tab can also be accessed by clicking the tab name in the left navigation panel.
Cancel
Click Cancel to cancel the creation of the request.
Submit Request
To submit the requisition request, click Submit Request. This triggers the Requisition Request Submitted email, if configured by the administrator. Once submitted, the request status is Pending. The request is reviewed by one or more reviewers, who are defined by the administrator in Requisition Request Preferences. The reviewers determine whether to accept or decline the request.
Accepted Requests
If the request is accepted, then the status of the request changes to Accepted. A requisition ID is automatically generated for the request. The ID displays in the Requisition ID column on the Requisition Requests page.
In addition, accepted requests indicate that a job requisition has been created for the position. However, the creation of a job requisition does not automatically indicate that a job requisition has been submitted for the request. When the reviewer creates the requisition, the requisition can be saved without being submitted. The Requisition Requests page does not indicate whether or not a job requisition has been submitted for requests that are in an Accepted status.
Declined Requests
If the request is declined, then the status of the request changes to Declined. A requisition ID is not generated for declined requests. The reviewer may have entered comments to explain their decision. The comments can be reviewed by clicking the View Comments icon in the Options column on the Requisition Requests page.
[bookmark: _Ref-444875233][bookmark: _Toc162002662]Requisition Requests Page for Reviewers - Overview
Requisition request reviewers can review requests from the Submitted Requisition Requests page. The page displays all requests that are available to the reviewer. Unlike hiring managers, the request reviewer cannot create new requisition requests from this page.
To access the Submitted Requisition Requests page, go to Recruit > Manage Requisitions. Then, select Requisition Requests from the Options button.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


[image: ]
Filter Requisition Requests
Filter the Requisition Requests table by job title or request status. To filter by job title, enter a partial or full title in the Job Title field. To filter by request status, click the drop-down in the Request Status field to select one or more statuses. The available statuses are Accepted, Pending, and Declined. Click Search to update the results in the table.
Requisition Requests Table
The following information displays in the table:
· Job Title - This column displays the position name that was selected for the request. This column is not sortable.
· Requested By - This column displays the name of the user who submitted the request. This column is not sortable. Hovering over the user's name opens the Information pop-up, which displays the following information for the user:
· Photo, if available
· Name
· Job title
· Phone number
· Email address - Click the email address to email the requester.
· Submitted - This column displays the date and time at which the request was submitted by the hiring manager. By default, requests display in the Requisition Requests table in order of most to least recently submitted. This column is not sortable.
· Status - This column displays the current status of the request. This column is not sortable. The following are the possible statuses:
· Accepted - This status displays for requests for which a job requisition has been created. Note: A job requisition has not necessarily been submitted for requests that are in an Accepted status. The requisition may have only been saved rather than submitted.
· Declined - This status displays for requests that have been denied.
· Pending - This status displays for requests for which a response has not yet been received from the reviewer.
· Requisition ID - When a request is in an Accepted status and a job requisition has been created for the request, a requisition ID displays in the Requisition ID column.
· For users who are designated on the requisition as being an owner, reviewer, hiring manager, or interviewer, the ID displays as a link. Clicking the link opens the Review Applicants page, which is pre-filtered to only display the applicants for the associated requisition.
· For users who are not designated one of the aforementioned roles, the ID displays as static text.
· Options - The following options are available in the Options column:
· View Request - Click the View Request icon to view the request. This opens the Create Requisition Request page as read-only, displaying all fields that were completed by the hiring manager. Fields that were not completed do not display when viewing the request. From this page, reviewers can accept the request by creating a requisition from the request, or they can choose to decline the request. See Review/Decline/Accept Requisition Request on page 186 for additional information.
· View Comments - This icon only displays for requests that are in a Declined status. Click the View Comments icon to view the comments submitted by request reviewers when declining a request. This opens the Comments pop-up, which displays the comments, the user who submitted the comments, and the date and time at which the comments were submitted. Both request submitters and reviewers can view comments.
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Back Button
Click Back to return to the Manage Requisitions page.
[bookmark: _Ref706904460]Review/Decline/Accept Requisition Request
From the Requisition Request page, reviewers can view requests and accept or decline the request. When accepting a request, a job requisition is created from the request. When declining a request, reviewers can enter comments to explain why the request is declined.
To access the accept/decline page, click the View Request icon [image: ] in the Options column of the Submitted Requisition Requests page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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General
The General tab displays all fields that the hiring manager completed when creating the request. All fields except the Requisition Template field are read-only.
Note: The fields that are available for hiring managers to complete on a request are defined by the administrator in Requisition Request Preferences.
Requisition Template Field
The Requisition Template field always displays for reviewers, even if the field was not available for the hiring manager when creating the request. This field must be completed in order to accept the request.
If the field was completed by the hiring manager when creating the request, then the field displays the value selected by the hiring manager. The reviewer can change the value by selecting a different template.
If the field was not included by the administrator for requisition requests, then the field is blank for the reviewer. The reviewer must select a template in order to accept the request and create a requisition from the request. Once selected, the template does not update the fields on the request with the template values.
If a default requisition template is available, then the default template can be selected. Note: A default template must be defined for the recruiter's OU in order for a default template to be available to select. In addition, the Default Requisition Template link only displays in the Select Requisition Template pop-up if the Default Requisition Template option is selected by the administrator in Requisition and Applicant Preferences.
The Requisition Template field is not required to complete when declining a request.
Job Ad
The Job Ad tab only displays if the tab is included on requisition requests by the administrator. The tab displays the job ad that the hiring manager created for the request.
Next
If the Job Ad tab was included by the administrator for requisition requests, then the Next button displays at the bottom of the General tab. Click Next to navigate to the Job Ad tab to decline the request.
The Next button does not display if the General tab is the only tab that displays for the request.
Cancel
Click Cancel to return to the Requisition Requests page without accepting or declining the request.
Decline Request
If the Job Ad tab was not included by the administrator for requisition requests, then the Decline Request button displays at the bottom of the General tab. If the Job Ad tab displays for the request, then the reviewer must navigate to the Job Ad tab to decline the request.
To decline a requisition request:
1. Click Decline Request. This opens the Decline Request pop-up.
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2. Enter comments in the Comments box, up to 2000 characters. This is not a required field. Note: Comments are visible to the requester.
3. Click Decline Request. This places the request in a Declined status, which cannot be reversed.
4. Click Cancel to cancel the decline action.
Declining a request triggers the Requisition Request Response email, if configured by the administrator.
Create Requisition (Accept Request)
If the Job Ad tab was not included by the administrator for requisition requests, then the Create Requisition button displays at the bottom of the General tab. If the Job Ad tab displays for the request, then the reviewer must navigate to the Job Ad tab to accept the request. Accepting a request automatically creates a job requisition from the request.
To accept a request, click Create Requisition. This opens the General tab of the Create Requisition page. All completed fields from the request populate on the requisition. The Requisition Template field can be modified. If a different template is selected, then the template updates all fields on the requisition, per current functionality. All values from the requisition request are lost and cannot be recovered.
The reviewer can modify all fields and tabs on the requisition in order to create a completed job requisition. Once all fields are completed, the reviewer can submit the requisition from the External Postings tab.
Or, the reviewer can choose to save the requisition without submitting it, per existing functionality. See Job Requisition - Overview on page 46 for additional information.
Submitting or saving the requisition updates the request status to Accepted. A requisition ID is automatically generated and displays in the Requisition ID column on the Requisition Requests page. Accepting a request triggers the Requisition Request Response email, if configured by the administrator.
[bookmark: _Toc162002663]Requisition Snapshot
The Requisition Snapshot page for a job requisition is divided into the following tabs:
· Submission Details - This tab displays an overview of all submissions related to the job requisition. This includes all applicants who were prescreened out due to incorrect prescreening question responses. From this page, you can also add candidates to the requisition. The Submission Details tab opens by default when accessing the Requisition Snapshot page.
· Cost Details - This tab displays information associated with requisition and applicant level costs.
To access the snapshot, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Requisition owners that do not have the permission necessary to manage requisitions can only view the details of a job requisition for which they are an owner.
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Job Details
The Job Details link at the top of the page allows for quick access to the job description and job qualifications for the requisition. Clicking the link opens the Job Details pop-up. The pop-up displays the requisition's internal and external job description, minimum qualifications, and ideal qualifications.
For portals with multiple languages enabled, this displays in the user's language if available. If the user's language is not available, then this displays in the language of the user who defined it.
Note: The fields on the pop-up are not editable from the pop-up.
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Requisition Snapshot
In the upper left portion of the Requisition Snapshot page, the following information is displayed for the job requisition:
· Requisition Status - This field displays the status of the job requisition (Draft, Pending Approval, Approval Denied, Open, Open-Pending Re-Approval, Closed, and Cancelled).
· Priority - This field displays the priority status of the job requisition (Critical to Fill, Normal, and On-going).
· Postings - This field displays the number of currently active postings for the job requisition.
· Days Open - This field displays the total number of days that have passed since the job requisition was given a status of Open.
· Openings - This field displays the number of current openings. If the requisition is on- going, then "On-Going" appears instead of a number. Note: The number of openings defined for the job requisition does not change when a candidate is hired.
· Submission Sources - This field displays the number of submissions that were received from each source. Submissions are grouped into primary and secondary source groups. Primary source groups are collapsed by default and always appear even if there are no submissions to the group. The following are the primary source groups and the order in which they appear in the field.
· Career Center
· Career Sites
· Job Boards
· Agency Submissions
· Referrals
· Added Manually
The Career Sites, Job Boards, and Referrals groups can be expanded or collapsed to display their secondary groups by clicking the Expand icon [image: ] and the Collapse icon [image: ]. The secondary groups are the career sites, job boards, and referrals associated with the primary source group. Note: The Expand and Collapse icons are not mathematical symbols.
For the Agency Submissions source, the number of applications submitted to all agency portals displays to the left of the "Agency Submissions" source. If the organization has multiple agencies, then an expand icon to the left of the number of submissions enables you to view the number of submissions for each individual agency.
Applicants who submit their application via Connect With Us are counted as submissions for the career site from which they applied.
The sources display even after the posting expires for the job board.
· Total Submissions - This field displays the total number of submissions for the requisition, including all submissions from each possible source. Note: If the same person applies for the requisition more than once, each instance is added to the total.
· Total Applicants - This field displays the total number of submissions that have appeared on the Manage Applicants page for the requisition.
· Active Applicants - This field displays the total number of applicants that have an active status.
Status Bar Chart
In the upper-right corner of the Requisition Snapshot panel, the bar chart graphically displays the status breakdown for submissions that reach the status of In Review. The statuses in the chart appear in the order that is defined for the job requisition.
All Submissions
The All Submissions panel displays all submissions for the requisition. From this panel, you can view applicant information, rate applicants, and add submissions.
Add Submission
To manually add a submission to the job requisition, click the Add Submission link to the right of the All Submissions heading. This opens the Add Submissions page, from which you can add submissions to the requisition. See Add Submission on page 200 for additional information.
The option to manually add submissions is only available for requisitions with a status of Open or Open Pending Re-Approval. Note: To manually add a submission, you must have the permission necessary to manage requisitions or be dynamically assigned the permission necessary to be a requisition owner in order.
Administrators and recruiters can search for a submission by job requisition status or name. To search by requisition status, select the appropriate status from the drop-down list. To search by applicant name, enter the applicant's name in the Name search field. First names, last names, or the partial beginning of a first or last name can be entered. After specifying the search criteria, click the Search icon. The search criteria work in combination so only candidates matching both search criteria are returned.
Submissions Table
In the submissions table, the following information is displayed for each submission:
· Name - The job applicant's full name. Click the applicant's name to view the applicant's profile page. Note: Users with the permission necessary to manage requisitions can view an applicant's profile regardless of job requisition ownership. Requisition owners that do not have the permission necessary to manage requisitions can only view an applicant's profile for a job requisition for which they are an owner. Requisition reviewers that do not have the permission necessary to manage requisitions can only access the Applicant Profile page and review applicants for a job requisition for which they are a reviewer. See Applicant Profile Page for additional information.
· Submission - The date on which the application was submitted. By default, submissions are sorted by their submission date with the newest submissions listed first.
· Source - The source by which the applicant applied for the position. For applications that originated from a mobile device from a mobile device, the Source column displays a mobile icon [image: ] to the right of the career site source name. Note: The agency portal name in the Source column displays as a link. Clicking the link opens an information pop-up that includes the name of the user that submitted the applicant, the submitter's job title, the submitter's phone number, and the submitter's email address. Click the email address to send the submitter an email.
· Rating - The applicant's average rating. To the right of the rating, the number of ratings that have been made is displayed. This option is only available if the "Allow reviewer ratings" option in General Preferences is selected. 
· To rate an applicant, click the appropriate number of stars in the Rating column. Five stars is the highest possible rating. Ratings can also be made from the Applicant Profile page and the View Details page. You can change your rating by selecting the new rating, which overwrites the previous rating. See Applicant Profile Page for additional information.
· Click the ratings link to view all of the ratings that have been submitted along with contact information for each user that has rated the applicant.
· Status - The applicant's current status as it relates to the job requisition.
· Days in Status - The number of days the applicant has been in their current status.
 Click Back to return to the Manage Requisitions page.
[bookmark: _Toc162002664]Requisition Snapshot - Submission Details Tab
The Submission Details tab displays an overview of all submissions related to the job requisition. This includes all applicants who were prescreened out due to incorrect prescreening question responses. From this page, you can also add candidates to the requisition. The Submission Details tab opens by default when accessing the Requisition Snapshot page.
To access the snapshot, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Requisition owners that do not have the permission necessary to manage requisitions can only view the details of a job requisition for which they are an owner.
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Requisition Details Summary
In the upper left portion of the Submission Details tab, the following information is displayed for the job requisition:
· Requisition Status - This field displays the status of the job requisition (Draft, Pending Approval, Approval Denied, Open, Open-Pending Re-Approval, Closed, and Cancelled).
· Priority - This field displays the priority status of the job requisition (Critical to Fill, Normal, and On-going).
· Postings - This field displays the number of currently active postings for the job requisition.
· Days Open - This field displays the total number of days that have passed since the job requisition was given a status of Open.
· Openings - This field displays the number of current openings. If the requisition is on- going, then "On-Going" appears instead of a number.
· Submission Sources - This field displays the number of submissions that were received from each source. Submissions are grouped into primary and secondary source groups. Primary source groups are collapsed by default and always appear even if there are no submissions to the group. The following are the primary source groups and the order in which they appear in the field.
· Career Center
· Career Sites
· Job Boards
· Agency Submissions
· Referrals
· Added Manually
The Career Sites, Job Boards, and Referrals groups can be expanded or collapsed to display their secondary groups by clicking the Expand icon [image: ] and the Collapse icon [image: ]. The secondary groups are the career sites, job boards, and referrals associated with the primary source group. Note: The Expand and Collapse icons are not mathematical symbols.
For the Agency Submissions source, The number of applications submitted to all agency portals displays to the left of the "Agency Submissions" source. If the organization has multiple agencies, then an expand icon to the left of the number of submissions enables you to view the number of submissions for each individual agency.
The sources display even after the posting expires for the job board.
· Total Submissions - This field displays the total number of submissions for the requisition, including all submissions from each possible source. Note: If the same person applies for the requisition more than once, each instance is added to the total.
· Total Applicants - This field displays the total number of submissions that have appeared on the Manage Applicants page for the requisition.
· Active Applicants - This field displays the total number of applicants that have an active status.
Status Bar Chart
In the upper-right corner of the Submission Details tab, the bar chart graphically displays the status breakdown for submissions that reach the status of In Review. The statuses in the chart appear in the order that is defined for the job requisition.
All Submissions
The All Submissions panel displays all submissions for the requisition. From this panel, you can view applicant information, rate applicants, and add submissions.
Add Submission
To manually add a submission to the job requisition, click Add Submission. This opens the Add Submissions page, from which you can add submissions to the requisition. See Add Submission on page 200 for additional information.
The option to manually add submissions is only available for requisitions with a status of Open or Open Pending Re-Approval. Note: To manually add a submission , you must have the permission necessary to manage requisitions or be dynamically assigned the permission necessary to be a requisition owner in order.
Administrators and recruiters can search for a submission by job requisition status or name. To search by requisition status, select the appropriate status from the drop-down list. To search by applicant name, enter the applicant's name in the Name search field. First names, last names, partial names, or full names can be entered. After specifying the search criteria, click the Search icon. The search criteria work in combination so only candidates matching both search criteria are returned.
Anonymous Applicants Note: When the Anonymize personal applicant data for New Submissions option is selected in Compliance Enablement Preferences for a Location OU, the he Search by Name functionality supports numeric searches, as anonymous applicants display as a number.
Submissions Table
In the submissions table, the following information is displayed for each submission:
· Name - The job applicant's full name. Click the applicant's name to view the applicant's profile page.
Note: Users with the permission necessary to manage requisitions can view an applicant's profile regardless of job requisition ownership. Requisition owners that do not have the permission necessary to manage requisitions can only view an applicant's profile for a job requisition for which they are an owner. Requisition reviewers that do not have the permission necessary to manage requisitions can only access the Applicant Profile page and review applicants for a job requisition for which they are a reviewer. See Applicant Profile Page for additional information.
Note: Applicants who have been merged do not display in the All Submissions table. The name of the applicant with whom the applicant has been merged displays instead. The applicant profile for merged applicants can only be accessed from the Applicant Profile page of the target profile.
Anonymous Applicants Note: When the Anonymize personal applicant data for New Submissions option is selected in Compliance Enablement Preferences for a Location OU, the value in the Name column for applicants in a New Submission status is replaced with the applicant's requisition number and applicant ID. The applicant ID is scrambled so that the applicant remains anonymous. Clicking the link opens the applicant's Snapshot page in their applicant profile. In addition, when sorting the Name column, the applicant ID for anonymous applicants is sorted numerically. Once the anonymous applicant is no longer in a New Submission status, the applicant's name is visible.
· Submission - The date on which the application was submitted. By default, submissions are sorted by their submission date with the newest submissions listed first.
· Source - The source by which the applicant applied for the position. Note: The agency portal name in the Source column displays as a link. Clicking the link opens an information pop-up that includes the name of the user that submitted the applicant, the submitter's job title, the submitter's phone number, and the submitter's email address. Click the email address to send the submitter an email.
· Rating - The applicant's average rating. To the right of the rating, the number of ratings that have been made is displayed. This option is only available if the "Allow reviewer ratings" option in General Preferences is selected. 
· To rate an applicant, click the appropriate number of stars in the Rating column. Five stars is the highest possible rating. Ratings can also be made from the Applicant Profile page and the View Details page. You can change your rating by selecting the new rating, which overwrites the previous rating. See Applicant Profile Page for additional information.
· Click the ratings link to view all of the ratings that have been submitted along with contact information for each user that has rated the applicant.
· Status - The applicant's current status as it relates to the job requisition. Note: For the Closed status, the disposition reason displays in parentheses to the right of the Closed status. This helps recruiters quickly identify the reason an applicant's status was changed to Closed.
· Days in Status - The number of days the applicant has been in their current status.
 Archived Applicants
Applicants can be archived in the Applicant Tracking System. When an applicant is archived, their name no longer displays on the Submission Details tab of the Requisition Snapshot page, and their associated data is partially hidden.
The following occurs on the Submission Details tab when an applicant is archived:
· Archived applicants are included in the status chart that displays in upper portion of the page based on their most current status.
· Archived applicants are considered inactive on the Snapshot page.
· Archived applicants cannot be added as a new submission or applicant.
· Archived applicants can be searched in the status filter based on their most current status.
· Archived applicants cannot be searched in the Name filter, as the name for archived applicants is hidden.
· "Archived" displays in the Name column in place of the applicant's name.
· The submission date displays in the Submission column, as with current functionality.
· The source is hidden in the Source column.
· The rating is hidden in the Rating column.
· The status displays in the Status column, as with current functionality.
· The number of days in the status displays in the Days in Status column.
Click Back to return to the Manage Job Requisitions page.
[bookmark: _Ref-1036539899][bookmark: _Toc162002665][bookmark: concept45]Add Submission
The Add Submission page enables you to add an applicant to a requisition to which they did not apply. You can also create applicants that do not already exist in the Applicant Bank and upload their resume. Further, you can select users from the Applicant Bank to be considered for the requisition.
Use Case
A recruiter is emailed a resume from someone he would like to include as an applicant for a requisition. He can submit the applicant via the Add Submission page.
To access the Add Submission page, go to Recruit > Manage Job Requisitions > Snapshot. Then, click  Add Submission in the All Submissions panel. Note: The Add Submission link only displays if a requisition is in an Open or Open Pending Re-approval status.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Requisition owners that do not have the permission necessary to manage requisitions can only add submissions to a job requisition for which they are an owner.
[image: ]
Job Details
The Job Details link at the top of the page allows for quick access to the job description and job qualifications for the requisition. Clicking the link opens the Job Details pop-up. The pop-up displays the requisition's internal and external job description, minimum qualifications, and ideal qualifications.
For portals with multiple languages enabled, this displays in the user's language if available. If the user's language is not available, then this displays in the language of the user who defined it.
Note: The fields on the pop-up are not editable from the pop-up.
[image: ]
Add Existing Applicants
In the Add Existing Applicants section, you can search the Applicant Bank for candidates to add to the requisition. Or, you can add any user in the portal by using the Employee link.
Add Applicant from Applicant Bank
To add an applicant from the Applicant Bank:
1. Click Applicant Bank. This opens the Select Employee pop-up. Only applicants within the Applicant Bank are available to select. Note: Archived applicants and merged applicants are not available to select.See Compliance Enablement Preferences for additional information about archiving applicants.
2. Locate the applicant and click Add.
The applicant's name displays in the Add Candidates table on the Select Employee pop-up. You can remove the applicant by clicking the Remove icon to the left of the applicant's name.
Add Employee
To add a user:
1. Click Employee. This opens the Select Employee pop-up.
2. Select the user and click Add.
The user's name displays in the Add Candidates table. You can remove the user by clicking the trash can icon [image: ] to the left of the user's name.
Add As
The Add As section enables you to define how the submission is added to the requisition. Select New Submission to add the candidate as a new submission. Or, select Applicant to add the submission as an applicant to Manage Candidates or Manage Applicants, which places the candidate into the first status in the status workflow.
Note: If Skip New Submission Status is enabled by the administrator in Requisition and Applicant Preferences, then the New Submission option is disabled when adding applicants on the Add Submission page. The Applicant option is then selected by default.
Send Email To
The following options are available in the Send Email To section:
· Potential Applicant(s) - Check the box to trigger the Add Applicant email to be sent to the applicant when Create and Submit to Requisition is clicked. The email includes a link that allows the applicant to apply to the requisition. When the applicant clicks the link and opens the login page, their email address is pre-populated in the Username field. If the applicant already has a profile on the site, they can enter their password and access the requisition. If the applicant does not have a profile, the applicant will need to create a password.Note to administrators: When creating the Add Applicant email, the PASSWORD.RESET.URL tag must be included in order to direct applicants, who do not have a profile on the career site, to the password creation page. This page prompts the applicant to define a password.
· Requisition Owner(s) - Check the box to trigger the Add Applicant email to be sent to all owners of the requisition.
Once all required data has been provided, click Submit to Requisition.
Note: If the user is already an applicant for the requisition, they cannot be added. An error message displays when you click Submit to Requisition, indicating the user is already an applicant.
Note: If Archive applicant data after a period of inactivity is configured by the administrator in Compliance Enablement Preferences, then the period of inactivity for applicants added to a requisition begins when Submit to Requisition is clicked.
Source
The Source option allows you to select the source for an applicant who is being manually added to the requisition.
To select the source:
1. Click the Source drop-down. The only source options that are available to select are the sources that have been created in Applicant Sources. Other sources, such as a specific career site or job board, are not available to select.
2. Select the source.
3. Click Submit to requisition.
Note: Requisition owners can also change an applicant's source on the Applicant Profile page. For portals with Referral Suite or recruiting agencies, the source can be changed on the Applicant Profile page to a referral or a recruiting agency.
Use Cases
· Kathy the Recruiter needs to add a new applicant to a requisition but does not want her source to be added manually. Kathy wants to be able to specify another source name when adding this applicant to the requisition.
· Billy the Recruiter is navigating on the Applicant Profile page and notices that an applicant has an incorrect source. Billy needs a quick way to change the source.
Create New Applicant
In the Create New Applicant section, you can create a new applicant to add to the requisition. You can also determine whether to submit the applicant as a new submission or as an applicant.
Contact Information
In the Contact Information section, enter the following contact details for the applicant:
· Prefix - Accepts up to 10 characters.
· First Name - This is a required field; accepts up to 200 characters.
· Middle Name - Accepts up to 200 characters.
· Last Name - This is a required field; accepts up to 200 characters.
· Suffix - Accepts up to 10 characters.
· Phone - Accepts up to 30 characters.
· Email Address - This is a required field; accepts up to 120 characters. The email address entered must be valid and cannot be the same as another applicant's in the Applicant Bank.
· Address Line 1 - This field accepts up to 110 characters.
· Address Line 2 - This field accepts up to 110 characters.
· City - This field accepts up to 35 characters.
· State/Province - This field accepts up to 30 characters.
· ZIP/Postal Code - This field accepts up to 20 characters.
· Country - This field displays a drop-down of countries from which to select.
Note: For internal applicants, the fields are pre-populated from the user record, if available.
Resume/CV
In the Resume/CV section, complete the following for the applicant:
· Title - Enter a title for the document, up to 30 characters.
· File Path - This is a required field. Add a resume/CV by clicking Browse, and then locate and select the file to upload. The file path displays in the Browse field. The character limit for the file name is 50 characters.
Add As
The Add As section enables you to define how the submission is added to the requisition. Select New Submission to add the candidate as a new submission. Select Applicant to add the submission as an applicant to Manage Candidates or Manage Applicants, which places the candidate into the first status in the status workflow.
Send Email To
The following options are available in the Send Email To section:
· Potential Applicant(s) - Check the box to trigger the Add Applicant email to be sent to the applicant when Create and Submit to Requisition is clicked. The email includes a link that allows the applicant to apply to the requisition. When the applicant clicks the link and opens the login page, their email address is pre-populated in the Username field. If the applicant already has a profile on the site, they can enter their password and access the requisition. Note to administrators: When creating the Add Applicant email, the PASSWORD.RESET.URL tag must be included in order to direct applicants, who do not have a profile on the career site, to the password creation page. This page prompts the applicant to define a password.
· Requisition Owner(s) - Check the box to trigger the Add Applicant email to be sent to all owners of the requisition.
Once all required data has been entered, click Create and Submit to Requisition. This creates a user record for the applicant. The user's email address will be their username, and an 8-character alphanumeric password is automatically generated for them.
Note: If the person you are adding is already a user in the portal, they cannot be added. An error message displays when you click Create and Submit Candidate, indicating the user is already in the system. You can still add the applicant to the requisition by using the Add Existing Applicants feature, which is detailed above.
Note: If Anonymize applicant data after a period of inactivity is configured by the administrator in Compliance Enablement Preferences, then the period of inactivity for applicants added to a requisition begins when Submit to Requisition is clicked.See Compliance Enablement Preferences for additional information about defining the period of inactivity for applicants.
Back Button
Clicking Back at the bottom of the Add Submission page returns you to the Requisition Snapshot page without committing any changes.
Applicant Profile Page - History Tab Events
Adding a submission on the Add Submission page generates an event on the History tab of the Applicant Profile page. The following are the possible events and their details:
	Event
	Details
	User
	Date and Time

	Applicant Status Changed
	From: [blank]
To: [first status in status workflow]
	[user who added the submission]
	[date and time submission was added]

	Application Received
	Source: "Added Manually"
	This field is blank until the submission submits their application. At that point, the column displays the submission's name.
	This field is blank until the submission submits their application. At that point, the column displays the date and time the application was received.

	Document Attached
	[image: ]
; when clicked, the document opens in the associated software
	[user that added the document]
	[date and time the document was added]

	Email Sent
	[title of email trigger]
	[user that added the submission]
	[date and time the submission was added]


[bookmark: _Toc162002666]Requisition Snapshot - Cost Details Tab - Overview
The Cost Details tab enables recruiters to view and manage the costs associated with the requisition. The system automatically tracks costs that are associated with job board postings through Broadbean, agency fees through agency portals, and referral fees via the Referral Suite. Custom cost field data is also tracked on the Cost Details tab.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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The Cost Details tab is divided into the following sections:
· Cost Details Summary
· Requisition Level Costs
· Applicant Level Costs
[bookmark: _Ref729738898]Add Applicant Level Cost
Applicant costs are the costs accumulated by applicants during the hiring process, such as travel and meal costs for interviews. Applicant costs are added from the Cost Details tab of the Requisition Snapshot.
Note: Applicant level cost fields must first be defined by the administrator on the Cost Field Management page.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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Add Applicant Cost
To add an applicant cost:
1. Click the plus icon in the Options column for the applicant in the Applicant Level Costs panel on the Cost Details tab. Or, select one or more applicants and click Add Cost for Selected Applicants. This opens the Add Applicant Level Cost pop-up.
2.  Complete the following fields in the pop-up:
· Cost Title - Select a cost from the drop-down. This is a required field. The costs that are available to select are defined by the administrator on the Cost Field Management page. For portals with multiple languages enabled, the cost title displays in the user's display language, if configured for the cost by the administrator. If additional languages are not configured by the administrator, then the cost title displays in the cost field's default language. Note: If there are no costs configured by the administrator in Cost Field Management, then there are no costs to select in the drop-down.
· Amount - Enter the numerical amount of the cost. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.
To the right of the Amount field, the requisition currency displays. If the selected cost has a currency that is different from the requisition's currency, then the value in the Amount field should be converted to the requisition currency.
· Date Incurred - Select the date on which the cost was incurred. This is a required field.
· Add Comment - Enter a comment about the cost, up to 200 characters.
3. Click Save. The cost displays in the Applicant Level Costs panel on the Cost Details tab of the Requisition Snapshot. The modification history for the cost is updated. Click Cancel to cancel adding the cost.
[bookmark: concept48]Add Cost for Multiple Applicants
Applicant level costs can be added for multiple applicants at the same time from the Cost Details tab of the Requisition Snapshot. Note: Applicant level cost fields must first be defined by the administrator on the Cost Field Management page.
To access the Cost Details tab, click the tab name from the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


To add an applicant level cost for multiple applicants:
1. Click the Add Cost for Selected Applicant link in the Applicant Level Costs panel on the Cost Details tab. This opens the Add Cost for Multiple Applicants pop-up. The number of selected applicants displays in the Applicant Name field at the top of the pop-up.
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2. Complete the following fields in the pop-up:
· Cost Title - Select a cost from the drop-down. This is a required field. The costs that are available to select are defined by the administrator on the Cost Field Management page. For portals with multiple languages enabled, the cost title displays in the user's display language, if configured for the cost by the administrator. If additional languages are not configured by the administrator, then the cost title displays in the cost field's default language. Note: If there are no costs configured by the administrator in Cost Field Management, then there are no costs to select in the drop-down.
· Amount - Enter the numerical amount of the cost. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.
To the right of the Amount field, the requisition currency displays. If the selected cost has a currency that is different from the requisition's currency, then the value in the Amount field should be converted to the requisition currency.
· Date Incurred - Select the date on which the cost was incurred. This is a required field.
· Cost Allocation - Select one of the following options:
· Add full cost - Select this option to add the full value from the Amount field to each of the selected users. This option is selected by default.
· Divide full cost - Select this option to divide the value from the Amount field equally among the selected users. Note: If the amount does not divide equally, then the remaining amount is distributed equally in the order of the selected applicants until the amount is fully distributed.
· Add Comment - Enter a comment about the cost, up to 200 characters.
3. Click Save to save the cost. The cost displays in the Applicant Level Costs panel on the Cost Details tab of the Requisition Snapshot. The modification history for the cost is updated. Click Cancel to cancel adding the cost.
[bookmark: _Ref1335046988]Add Requisition Level Cost
Requisition level costs are costs accumulated as part of the requisition. For example, if the requisition is part of a job fair, the costs associated with the job fair are considered a requisition cost. Requisition costs are added from the Cost Details tab of the Requisition Snapshot.
Note: Requisition level costs must first defined by the administrator on the Cost Field Management page.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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Add Requisition Cost
To add a requisition cost:
1. Click Add Requisition Level Cost in the Requisition Level Costs panel on the Cost Details tab. This opens the Add Requisition Level Cost pop-up.
2. Complete the following fields in the pop-up:
· Cost Title - Select a cost from the drop-down. This is a required field. The costs that are available to select are defined by the administrator on the Cost Field Management page. Costs available are those defined as requisition level and as custom. Fields provided by default are not provided for this drop-down. For portals with multiple languages enabled, the cost title displays in the user's display language, if configured for the cost by the administrator. If additional languages are not configured by the administrator, then the cost title displays in the cost field's default language. Note: If there are no cost fields configured by the administrator in Cost Field Management, then there are no cost fields to select in the drop-down.
· Amount - Enter the numerical amount of the cost. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.
To the right of the Amount field, the requisition currency displays. If the selected cost has a currency that is different from the requisition's currency, then the value in the Amount field should be converted to the requisition currency. Example:[footnoteRef:5] [5:  An organization in Australia has put up billboards in the San Francisco, California area to advertise that the company is hiring for technical positions at their Sydney, Australia headquarters. The requisition currency is AUD, but the cost was incurred in USD. Therefore, the value entered in the Amount field would need to be a value that has been converted to AUD in order to match the requisition currency.] 

· Date Incurred - Select the date on which the cost was incurred. This is a required field.
· Add Comment - Enter a comment about the cost, up to 200 characters.
3. Click Save to save the cost. The cost displays in the Requisition Level Costs panel on the Cost Details tab of the Requisition Snapshot. The modification history for the cost is updated. Click Cancel to cancel adding the cost.
Applicant Level Costs
The Applicant Level Costs panel displays all applicant level costs that have an associated value for the requisition. From this panel, you can also manage and add applicant level costs.
To access the Cost Details tab, click the tab name from the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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	Feature
	Description

	1
	Search - The search options allow you to filter the applicant results by first name, last name, and requisition status. You can also use the drop-down to filter by the following options:
· View all applicants - Select this option to view all applicants for the requisition.
· View only applicants with incurred costs - Select this option to view all applicants that have a positive cost value. This is the default value for the drop-down. Applicants do not display if they do not have any costs tracked or if their all costs that are associated with the applicant have a value of zero.
· View only applicants with currency inconsistencies - Select this option to display all applicants with costs that have been tracked by the system but have a currency that does not match the currency defined for the requisition. See Currency Inconsistencies on page 226 for additional information.
Once all search filters are configured, click the Search icon to view the results in the Applicant Level Costs table.

	2
	Add Cost for Selected Applicants - Click the Add Cost for Selected Applicants link to add a cost for one or more applicants. The link only displays for users with permission to edit cost details. See Add Applicant Level Cost on page 209 for additional information.

	3
	Applicant Level Costs Table - The following information appears in the table:
· Select All - Check the select all box to the left of the Applicant Name column to select all applicants on the page. This option is used to add a cost for the selected applicants. The select all boxes are unchecked by default. Once checked, you can also filter the checked applicants by defining criteria in the filter options and clicking the Search icon. Note: The select all option only selects the applicants that are visible on the page. If the Applicant Level Costs table has more than one page of applicants, then the select all option must be checked on each page of the table in order to select additional applicants for the requisition.
· Applicant Name - This column displays the applicant's name as a link. Click the link to open the applicant's profile. This column also defines the default sort order for the table. Applicants display in the table alphabetical order. This column is sortable.
· Status - This column displays the applicant's status. This column is sortable.
· Cost Title - This column displays the costs associated with the applicant that have a value greater than zero. To view the title of the costs, click the expand icon to the left of "Total." Costs display in order of most to least recently modified, as defined in the Last Modified column. If the applicant's cost total is zero, then the Cost Title column does not display an expand/collapse option.
· Amount - The top row of this column displays the total amount for the costs associated with the applicant. When expanded, the column displays the amount for each individual cost. To view the amount for individual costs, click the expand icon to the left of "Total" in the Cost Title column. If the applicant's cost total is zero, then "0" displays in the top row of the Amount column. Costs display in order of most to least recently modified, as defined in the Last Modified column. This column is sortable. When sorted, if currency inconsistencies exist, then the costs that have inconsistencies display at the top of the sort order.
· Modified By - This column displays the name of the user who last modified the cost. If the cost has not been modified since being created, then the column displays the user who created the cost. If the cost is a system-tracked cost, then "System" displays in the column. Cost fields display in order of most to least recently modified, as defined in the Last Modified column. This column is not sortable. Note: The total row for the Modified By column is blank and does not display a user who modified the cost.
· Last Modified - The top row of this column displays the date of the most recent cost modification. When expanded, this column displays the most recent modification date for each individual cost. The dates display in order of most to least recent. For applicants that do not have any associated costs, the column is blank.

	4
	Options - The following options are available in the Options column:
· Add Cost - The Add Cost icon displays in the top row of the Options column. Clicking the icon allows you to add a cost for the applicant. The icon only displays for users with permission to edit cost details.
· Edit - The Edit icon displays when the costs for an applicant are expanded in the Cost Title, Amount, or Last Modified column. Clicking the Edit icon allows you to edit the cost. The icon only displays for users with permission to edit cost details. Costs can be edited by any user with permission to edit the cost details for the requisition. Therefore, editing is not constrained to the user who created the cost. See Edit Applicant Level Cost on page 233 for additional information. See Edit Agency Fees Cost on page 229 for additional information.
· History - Click the History icon to view the modification history. Each change to the field is recorded. The date and time that the change was made is recorded, as well as the user who made the change. See Cost Modification History - Applicant Level Cost on page 222 for additional information.


Default Applicant Level Costs
The Agency Fees and Referral Fees applicant level costs are automatically added to the Applicant Level Costs table, provided that the Agency Portal and Referral Suite functionality are enabled and these default fields are active. In addition, the costs are automatically updated by the system. For example, if the Agency Fees cost field is associated with the requisition, then when an applicant's application is submitted to a requisition, the submission fee cost is updated.
For the Referral Fees cost, the cost is updated when an applicant who has been referred to the requisition accepts an offer letter.
Note: If a candidate's status changes to Interview, the Agency Fees cost is only updated for interviews that are not On Demand Video interviews. Scheduled video interviews are stored as an interview instance.
Archived Applicants
Applicants can be archived in the Applicant Tracking System. When an applicant is archived, their name no longer displays on the Cost Details tab, and their associated data is partially hidden.
The following occurs in the Applicant Level Costs panel when an applicant is archived:
· The checkbox to add a cost for the applicant does not display. Costs cannot be added to archived applicants.
· "Archived" displays in the Name column in place of the applicant's name.
[bookmark: concept51][bookmark: _Ref-654518385]Cost Details Tab - Cost Details Summary
The Cost Details summary on the Cost Details tab displays general requisition information, as well as a breakdown of the requisition's associated costs.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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Details Summary
The following summary information is available for the cost details on the upper portion of the Cost Details tab:
· Requisition Status - This field displays the status of the job requisition (Draft, Pending Approval, Approval Denied, Open, Open-Pending Re-Approval, Closed, or Cancelled).
· Priority - This field displays the priority status of the job requisition (Critical to Fill, Normal, or On-going).
· Openings - This field displays the number of current openings. If the requisition is On-going, then "On-Going" appears instead of a number.
· Total Applicants - This field displays the total number of submissions that have appeared on the Manage Applicants page for the requisition.
· Active Applicants - This field displays the total number of applicants that have an active status. Note: An active status indicates that the submission has been advanced from a submission to an applicant or has been manually moved into or added to the requisition. To be considered an active applicant, these prospects must also not be in a closed or hired status.
· Applicants with Costs - This field displays the number of applicants with positive costs associated with their candidacy for the requisition. If the only costs associated with an applicant have a value of zero, then the applicant is not counted.
· Costs to Date - This field displays the sum of the requisition level costs and applicant level costs. The sum is rounded to the nearest whole number.
· Cost Sources - This field displays the requisition's costs in alphabetical order by cost title. For portals with multiple languages enabled, the cost title appears in the user's display language. The cost amount is rounded to the nearest whole number.
· If a cost has a value of zero, then the cost does not display.
· If the requisition does not have any costs entered or tracked, then the Cost Sources field displays "None."
· If there are more than 15 cost fields that have a positive value, then the list of cost fields displays in a scrolling box.
Details Pie Chart
The pie chart to the right of the summary information displays a graphical breakdown of the costs in the Cost Sources field. Each pie piece indicates the percentage of the pie that each cost represents, based on a 100 percent scale. If the requisition does not have any costs entered or tracked, then the pie chart does not display.
If any of the costs associated with the requisition have a currency inconsistency, then a currency inconsistency message displays in place of the pie chart. See Currency Inconsistencies on page 226 for additional information.
Archived Applicants
Applicants can be archived in the Applicant Tracking System. Applicants who are archived are included in both the details summary statistics and the details pie chart.
[bookmark: _Ref1402081508][bookmark: _Ref-1872193092]Cost Modification History - Applicant Level Cost
The modification history for an applicant level cost displays details about the changes that are made to the cost.
To access the modification history, click the History icon in the Options column of the Applicant Level Costs table. This opens the Modification History pop-up.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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At the top of the Modification History pop-up, the first and last name of the applicant for whom the cost is associated displays. Below the applicant's name, the cost title displays. For portals with multiple languages enabled, the cost title appears in the user's display language.
The following additional information appears for each cost:
	Column
	Description

	Amount
	This column displays the amount of the cost. Note: If the amount has a currency inconsistency, then "Currency Inconsistency" displays instead of the value for the amount. See Currency Inconsistencies on page 226 for additional information.

	Modified By
	This column displays the name of the user who modified the cost.

	Date and Time
	This column displays the date and time at which the modification to the cost was saved. This column also defines the sort order for the modifications. The table is sorted by most to least recent modification. 
The asterisk to the right of the column name references the time zone, which displays at the bottom of the table. The time zone displays in the time zone of the user viewing the Modification History pop-up.

	Comments
	This column displays the comments that were entered by the user when the cost was modified.


[bookmark: _Ref-766389589][bookmark: _Ref-714023706]Cost Modification History - Requisition Level Cost
The modification history for a requisition level cost displays details about the changes that are made to the cost.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page. To access the modification history, click the History icon in the Options column of the Requisition Level Costs table. This opens the Modification History pop-up.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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The cost title displays at the top of the pop-up. For portals with multiple languages enabled, the cost title appears in the user's display language.
The following additional information appears for each cost:
· Amount - This column displays the amount of the cost.
· Modified By - This column displays the name of the user who modified the cost. If the cost was automatically populated by the system, then "System" displays in the column.
· Date and Time - This column displays the date and time at which the modification to the cost was saved. This column also defines the sort order for the modifications. The table is sorted by most to least recent modification.
The asterisk to the right of the column name references the time zone, which displays at the bottom of the table. The time zone displays in the time zone of the user viewing the Modification History pop-up.
· Comments - This column displays the comments that were entered by the user when the cost was modified.
[bookmark: _Ref1601249853][bookmark: _Ref246794632]Currency Inconsistencies
For costs that are automatically tracked and updated by the system, currency inconsistencies can occur if the cost has a different currency than the requisition currency. In such cases, the system cannot automatically update the field. The recruiter is prompted on the Cost Details tab to match the currency of the cost with the requisition currency, as identified in the warning message that displays in place of the cost details summary pie chart. Costs for which an inconsistency exists display on the Cost Details tab in red.
Note: Currency inconsistencies do not impact reporting. Cost values are still available to display in reporting, regardless of an inconsistency with the currency.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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When inconsistencies occur, the following information can no longer display on the Cost Details tab until the inconsistencies are corrected:
· The amount in the Costs to Date field in the cost details summary. In place of the value, "Resolve Currency" displays.
· The amount in the Cost Sources field in the cost details summary. In place of the value, "Resolve" displays.
· The details pie chart to the right of the cost details summary. In place of the value, a warning message appears, indicating that a currency inconsistency exists.
· The cost value in the Amount column in the Requisition Level Costs table. In place of the value, "Resolve Currency" displays.
· The cost sum in the Amount column in the Applicant Level Costs table. In place of the value, "Resolve Currency" displays.
Correct a Currency Inconsistency
To correct a currency inconsistency:
1. Click the Edit icon [image: ] in the Options column of the Requisition Level Costs table or the Applicant Level Costs table for the cost. This opens the Edit Requisition Level Cost pop-up or Edit Applicant Level Cost pop-up, respectively. All amount fields for which a currency inconsistency exists display in red.
[image: ]
2. Select the requisition's currency from the currency drop-down, which displays to the right of the amount. Note: The currency drop-down displays both the requisition currency and the existing currency. The requisition currency must be selected in order to correct the inconsistency.
3. Enter a comment in the Add Comment field. This is not a required field. Note: It is a recommended best practice to enter a comment to indicate that the cost was modified to correct a currency inconsistency.
4. Click Save to save the changes. Or, click Cancel to cancel the changes.
The currency is updated in the Requisition Level Costs table or the Applicant Level Costs table. The modification history for the cost is also updated.
[bookmark: _Ref661466750]Edit Agency Fees Cost
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Agency fees costs are applicant level costs. When editing agency fees costs, the Edit Applicant Level Cost pop-up displays additional fields and options than when editing other applicant level costs.
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	Field
	Description

	Applicant Name
	This field displays the first and last name of the applicant for whom the cost is being edited.

	Cost Title
	This field displays the title of the cost.

	Submission Fee
	[bookmark: concept55]The submission fee is the amount granted to the agency for each submission. The value is configured by the administrator in Recruiting Agency Management.
The cost is logged the first time the applicant moves past the New Submission status. If the applicant subsequently moves into and out of the status, the cost is not logged.
The value in the Submission Fee field can be edited by entering a different numerical value in the field. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.

	Interview Fee
	The interview fee is the amount granted to the agency for each submission that results in an interview. The value is configured by the administrator in Recruiting Agency Management.
The cost is logged when the Interview status is marked complete on the applicant's profile. If the applicant subsequently moves into and out of the status, the cost is not logged.
The value can be edited by entering a different numerical value in the field. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.

	Hire Flat Fee
	The hire flat fee defines the hiring bonus amount for the candidate as a flat amount. The value is configured by the administrator in Recruiting Agency Management.
The cost is logged when the applicant moves into the Hired status. If the applicant subsequently moves into and out of the status, the cost is not updated.
The value can be edited by entering a different numerical value in the field. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.
When this field is edited on the Edit Applicant Level Cost pop-up, the value for the field also changes on the candidate's employment offer.

	Hire % Fee
	The hire percent fee defines the hiring bonus amount for the candidate as a percentage of the salary or hourly rate. The value is configured by the administrator in Recruiting Agency Management.
The cost is logged when the applicant moves into the Hired status. If the applicant subsequently moves into and out of the status, the cost is not updated.
The value can be edited by entering a different numerical value in the field. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.
When this field is edited on the Edit Applicant Level Cost pop-up, the value for the field also changes on the candidate's employment offer.

	Currency
	The currency that displays to the right of the amount is the requisition currency.
If the amount has a different currency than the requisition, then this results in a currency inconsistency. See Currency Inconsistencies on page 226 for additional information.

	Hire Type
	The hire type defines whether the applicant has been hired as an hourly employee or a salaried employee. Note: Whatever is defined for the hire type will be overwritten when an offer letter is sent via through the offer letter functionality to the candidate. At this point, the system will select "hourly" or "salary" based on the compensation type in the offer letter. A user can subsequently change this, which will overwrite the selection made by the system. When a candidate is in a Hired status, changing the hire type in the Edit Applicant Level Cost pop-up overwrites the selection on the offer letter.
Select one of the following options:
· Hourly - This option is selected by default. This option defines the applicant's earnings as hourly.
· Salary - Select this option to define the applicant's earnings as salaried.

	Date Incurred
	This field displays the date on which the agency fees were first recorded. This field cannot be blank.

	Add Comment
	Enter a comment in the Add Comment field. It is a recommended best practice to enter a comment that explains the modification to the cost. The field accepts up to 200 characters.


Once all changes are made, click Save. The cost is updated in the Applicant Level Costs table on the Cost Details tab of the Requisition Snapshot. The modification history for the cost is also updated.
Click Cancel to cancel the modifications to the cost.
[bookmark: _Ref897990786]Edit Applicant Level Cost
Editing an applicant level cost is similar to adding an applicant level cost, with the exception of the following:
· The Cost Title field cannot be edited. Note: The cost title can only be edited in Cost Field Management. For portals with multiple languages enabled, the cost title displays in the user's display language, if configured for the cost by the administrator.
· When accessing the Edit Applicant Level Cost pop-up, the Amount field displays the most recent value for the cost amount.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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Edit Cost
To edit an applicant level cost, click the Edit icon in the Options column of the Applicant Level Costs table. This opens the Edit Applicant Level Cost pop-up.
When editing an applicant level cost, it is a best practice to enter a comment in the Add Comment field to indicate the changes that were made to the cost.
When Save is clicked, the cost is updated in the Applicant Level Costs table on the Cost Details tab of the Requisition Snapshot. The modification history for the cost is also updated.
[bookmark: _Ref1096668610][bookmark: concept57]Edit Job Board Cost
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Job board costs are requisition level costs. If the organization uses Broadbean to post jobs to external job boards, then the job board costs are tracked by the system. The costs are automatically updated in the Requisition Level Costs table on the Cost Details tab of the Requisition Snapshot.
When editing job board costs that are associated with Broadbean, the Edit Requisition Level Cost pop-up displays different fields than when editing job board costs that are not associated with Broadbean. To open the Edit Requisition Level Cost pop-up, click the Edit icon in the Options column of the Requisition Level Costs table.
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	Field
	Description

	Cost Title
	This field displays the title of the cost.

	Refresh
	Click the Refresh icon [image: ]
 in the upper-right corner of the pop-up to get the most current value for the cost that is incurred through Broadbean. Clicking Refresh only applies to job board costs that have not been edited by the user. Refresh does not overwrite job board costs that have been edited by a user.

	Job Board
	This field displays the name of the job board that is associated with the cost. The "Other" job board is a miscellaneous job board cost. This field has a value of zero by default. Note: If a requisition is posted multiple times through Broadbean, each posting displays as a single line item in the Requisition Level Costs table, with the cost added to the cost for any existing Broadbean postings. The postings do not display in the table as separate costs.

	Amount
	This field displays the amount of the cost. The cost value for each job board is automatically updated by the system. The value can be edited by entering a different numerical value in the field. The value can include either a decimal point or comma. The maximum character limit is 13 numbers. If the Amount field is blank when the modifications are saved, the value for the amount is zero by default. Note: The character limit does not count the decimal point or comma.

	Currency
	The currency that displays to the right of the amount is the requisition currency.If the cost of the job board posting has a different currency than the requisition, then this results in a currency inconsistency. See Currency Inconsistencies on page 226 for additional information.

	Date Incurred
	This field displays the date on which the requisition was posted to the job boards. The date can be edited by selecting a different date using the Calendar icon or entering a different date in the field. This field cannot be blank.

	Add Comment
	Enter a comment in the Add Comment field. It is a recommended best practice to enter a comment that explains the modification to the cost. The field accepts up to 200 characters.


Once all changes have been made, click Save. The cost is updated in the Requisition Level Costs table. The modification history for the cost is also updated.
Click Cancel to cancel the modifications to the cost.
Edit Requisition Level Cost
Editing a requisition level cost is similar to adding a requisition level cost, with the exception of the following:
· The Cost Title field cannot be edited. Note: The cost title text can only be edited in Cost Field Management. For portals with multiple languages enabled, the cost title displays in the user's display language, if configured for the cost by the administrator.
· When accessing the Edit Requisition Level Cost pop-up, the Amount field displays the most recent value for the cost amount.
To edit a requisition level cost, click the Edit icon in the Options column of the Requisition Level Costs table. This opens the Edit Requisition Level Cost pop-up.
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When editing a requisition level cost, it is a best practice to enter a comment in the Add Comment field to indicate the changes that were made to the cost.
When Save is clicked, the cost is updated in the Requisition Level Costs table on the Cost Details tab of the Requisition Snapshot. The modification history for the cost is also updated.
Note: When editing job board costs that are associated with Broadbean, the Edit Requisition Level Cost pop-up includes different fields. See Edit Job Board Cost on page 235 for additional information.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting


Requisition Level Costs
The Requisition Level Costs panel displays all requisition level costs that have an associated value for the requisition. From this panel, you can also manage and add requisition level costs, as well as view job board costs, which are automatically tracked by the system.
To access the Cost Details tab, go to Recruit > Manage Requisition. Click Snapshot from the drop-down in the Actions column. Then, click the Cost Details tab on the Requisition Snapshot page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition: Edit Cost Details
	Grants ability to add and edit costs on the Cost Details tab of the Requisition Snapshot page. This permission must be used in conjunction with the Requisition: Manage permission or the dynamically assigned Requisition: Owner permission. This permission cannot be constrained.
	Recruiting



	Requisition: Manage
	Grants ability to access and manage all requisitions regardless of ownership (constraints permitting). This permission also grants read-only access to the Applicant Review tab when creating or editing a job requisition. This permission can be constrained by OU, User's OU, and Grade.
	Recruiting



	Requisition: Owner
	Enables owner to access requisitions and applicants for requisitions for which they are an owner. This permission also grants read-only access to video interviews that are completed by applicants via HireVue. For portals with Referral Suite enabled, this permission also enables requisition owners to edit the referral source on the Applicant Profile page. This permission cannot be constrained.
Note: This is a dynamically assigned permission that is not available in Security Role Administration. If the user is removed as an owner, the permission is revoked for the associated requisition. This permission cannot be manually assigned. Also, if a user has both the permission necessary to manage requisitions and be a requisition owner, the constraints of the Requisition: Manage permission overrule those of the Requisition: Owner permission. For requisition owners that do not also have permission to manage requisitions, only certain fields are editable when editing a requisition.
	Recruiting
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Add Requisition Level Cost
Click the Add Requisition Level Cost link to add a requisition level cost. See Add Requisition Level Cost on page 213 for additional information.
Requisition Costs Table
The following requisition cost information and options are available:
· Cost Title - This column displays the title of the cost. The Requisition Level Costs table is sorted alphabetically by cost title. For portals with multiple languages enabled, the cost title appears in the user's display language. This column is sortable. Note: The same cost field may appear in the table more than once.
For portals that use Broadbean to post jobs to external job boards, the costs associated with the job board are tracked in the Job Boards cost field. You can view the associated costs by clicking the Edit icon in the Options column.
· Amount - This column displays the amount of the cost. For job board costs, the value that displays is the fee that is logged when the requisition is posted externally through Broadbean. This column is sortable. Note: If the currency for the value in the column is different than the requisition currency, then a currency inconsistency has occurred. See Currency Inconsistencies on page 226 for additional information.
· Modified By - This column displays the user who most recently modified the cost. For agency fees, job boards, and referral costs that have been tracked by the system and have not been manually updated, the column displays "System." If a user modifies the value for a system-defined cost, then the column displays the user who modified the cost. This column is not sortable.
· Last Modified - This column displays the date on which the cost was most recently modified. If the cost has not been modified since it was created, then the column displays the user who created the cost. For job board costs that are tracked by the system and have not been manually updated, the column displays "System." This column is sortable.
· Options - The following options are available in the Options column:
· Edit - Click the Edit icon [image: ] to edit the cost. Visibility of the Edit icon requires permission to edit cost details. Costs can be edited by any user with permission to edit the cost details for the requisition. Editing is not constrained to the user who created the cost. See Add Requisition Level Cost on page 213 for additional information.See Edit Job Board Cost on page 235 for additional information.
· History - Click the History icon [image: ] to view the modification history. See Cost Modification History - Requisition Level Cost on page 224 for additional information.
[bookmark: _Toc162002667]Requisition Templates Overview
Requisition templates enable an organization to predefine many of the information fields and preferences that make up a job requisition form, as well as control the experience had by a job applicant applying for a job opening. Templates also enable organizations to enforce a standard set of procedures across the organization as it relates to the job requisition management and hiring process.
Requisition templates are managed at the Position OU level. Because of this, the requisition templates functionality is integrated with the Manage Position OU functionality. Requisition templates are created and accessed from the Options column on the Manage Position page.
To access the Manage Position page, go to Admin > Tools > Recruitment > Job Requisition Templates.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the Manage OU Hierarchy permission.
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Create/Edit Requisition Template
To create or edit a requisition template, click the Manage Requisition Template icon [image: ]. This opens the Requisition Templates page, from which you can create a new requisition template or edit or copy an existing template for a single position.
For information about creating requisition templates, see Create Job Requisition Template.
Note: The permission to manage requisition templates is needed in order to create requisition templates. Depending on the constraints of the view and manage requisition templates permissions, it is possible that an administrator can only view the template for one position and manage another position.
[bookmark: _Toc162002668]Requisition Templates Page
The Requisition Templates page enables administrators to create and manage multiple requisition templates for a position. Each requisition template can have its own unique title and description. In addition, templates can be indicated as active or inactive and can be copied, edited, or deleted.
To access the Requisition Templates page, go to Admin> Tools > Recruit > Requisition Templates. This opens the Manage Position page, which is part of Organizational Units (OU). From the Manage Position page, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU).
The Requisition Templates page is only available once at least one requisition template has been created for a Position OU.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the Manage OU Hierarchy permission.
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Add Template
Create Add Template to create a template. This opens the Create Requisition Template page. See Requisition Template - Create on page 246 for additional information.
Note: To create requisition templates, you must have the permission to manage requisition templates.
Note: The Add Template option is not used to create the first requisition template for a position. The first template is created by clicking the light gray Manage Requisition Template icon [image: ] in the Options column on the Manage Position page.
Include Inactive
Check Include Inactive to display inactive templates in the Requisition Templates table.
Note: If there are no templates in the Requisition Templates table, then the existing templates are inactive. You must check Include Inactive to view the existing templates for the position.
Requisition Templates Table
The following information appears for each template:
· Template Title - This column displays the title of the requisition template. By default, templates display in alphabetical order.
· Template Description - This column displays the description of the requisition template.
· Active - This column indicates whether the template is active or inactive. The column displays "Yes" for active and "No" for inactive. Note: A template's active status is managed on the General tab of the Create/Edit Requisition Template page. See Requisition Template - Create - General Tab on page 248 for additional information.
Options
The following options are available in the Options column:
· Edit - Click the Edit icon [image: ] to edit the template.
· Copy - Click the Copy icon [image: ] to copy the template. All fields from the source template are copied, except the Active field. Copied templates are active by default. For portals with multiple languages enabled, when copying a requisition template, all localized values are copied from the template if localized values are defined for the template.
· Remove - Click the trash can icon [image: ] to delete the requisition template. Templates can only be deleted if they have not been used in a job requisition. Deleted templates cannot be restored.
Click Back to return to the Manage Position page.
[bookmark: _Ref-2108468165][bookmark: _Toc162002669]Requisition Template - Create
Requisition templates enable an organization to predefine many of the information fields and preferences that make up a job requisition form as well as control the experience had by a job applicant applying for a job opening. Templates also enable organizations to enforce a standard set of procedures across the organization as it relates to the job requisition management and hiring process.
Templates are added to Position organizational units (OU), which are found on the Manage Position page. Multiple templates can be added to each Position OU.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the Manage OU Hierarchy permission.
To create a requisition template:
1. Go to Admin > Tools > Recruit > Requisition Templates.
2. In the Options column to the right of the appropriate Position OU, click the Manage Requisition Template icon [image: ].
3. The following are the steps for creating a requisition template:
· General - See Requisition Template - Create - General Tab on page 248 for additional information.
· Job Ad - See Requisition Template - Create - Job Ad Tab on page 274 for additional information.
· Application Workflow - See Requisition Template - Create - Application Workflow Tab on page 278 for additional information.
· Applicant Review - See Requisition Template - Create - Applicant Review Tab on page 282 for additional information.
[bookmark: _Ref-2107007094][bookmark: _Ref24086045]Requisition Template - Create - General Tab
The General tab of the requisition template enables the administrator to configure the following:
· The job title that is displayed to the applicant
· Metadata and custom field values
· Applicant status options available for an applicant
· The approval requirements and people who approve the job requisition
· The people who review and interview new applicants
· Auto assignment of pre-employment verifications
· Auto progression of statuses (located in the Status List section)
· Auto disposition for statuses (located in the Status List section)
Templates are added to Position organizational units (OU), which are found on the Manage Position page. Multiple templates can be added to each Position OU.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Grades - View
	Grants ability to view the Grade Organizational Unit throughout the system, such as in availability drop down selectors, when editing users, etc. Those without this permission do not see the Grade OU on any screen. This is primarily an administrator permission, although organizational policy should determine whether the Grade OU should be visible to end users on reporting screens, etc.
	Core Administration



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration
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General Tab Sections
[bookmark: 1428112430]Manage Field Visibility
The Manage Field Visibility option [image: ] displays in the top-right corner of the page. This option enables administrators to select the standard and custom fields that they would like to hide on the job requisition. The purpose of hiding fields is to ensure that the requisition only includes fields that are relevant to the position.
Hiding fields is not required.
Use Case
1. Hector wants to streamline the requisition creation process for Acme’s recruiters, while ensuring alignment with local business and compliance needs.
2. Hector reviews Acme’s requisition templates.
3. To minimize work for recruiters, he pre-populates fields with default information, as available.
4. He also configures each template so that fields that are not relevant to the position will be hidden on the requisition.
5. Jill Davis is a recruiter at Acme Co. who recruits for roles around the world.
6. When Jill goes to create a requisition, she now only sees the relevant, necessary fields, minimizing the work she has to do and ensuring requisitions are created properly.
To hide fields:
1. Click the Manage Field Visibility option [image: ]. This opens the Manage Field Visibility pop-up. The pop-up lists all of the standard and custom fields that can be hidden. By default, all fields and sections are visible.
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2. Uncheck the box in the Visible on Requisition column for the fields and sections that you would like to hide.
3. Click Done.
The fields that were hidden will still display on the requisition template and are identified by a Field Hidden on Requisition icon [image: ] to the left of the field name to indicate that the field is hidden. You can still enter a value in a hidden field, but the value will not be visible to recruiters.
[image: ]
Once the template is saved, the hidden fields will not appear on newly created requisitions that use the template.
Fields that Can Be Hidden
The following fields can be hidden on the General tab of the template. The fields that are available to you are dependent upon your permissions and portal settings.
Details Section
The following fields can be hidden in the Details section:
· Additional Location(s)
· Grade
· Cost Center
· Contact Phone
· Range
· Referral Bonus
· Custom Fields
Description and Qualifications Section
The following fields can be hidden in the Description and Qualifications section:
· Minimum Qualifications
· Ideal Qualifications
· Keywords
Hiring Team
The following fields can be hidden in the Hiring Team section:
· Owner(s)
· Hiring Manager
· Reviewer(s)
Attachments Section
The entire Attachments section can be hidden. If the section is hidden, then it will not be visible on the General tab of the requisition.
Approvals Section
The entire Approvals section can be hidden. If the section is hidden, then it will not be visible on the General tab of the requisition.
However, this section will respect the preference in Requisition and Applicant Preferences to require at least one approver in order to save the requisition. If the Approvals section is hidden, but an approver is required, then the approver must be defined on the requisition template. Once the job requisition is submitted, the approval workflow will still need to be completed, even though the Approvals section did not appear on the job requisition.
Requisition Section
The following fields can be hidden in the Requisition section:
· Target Hire Date
· Do Not Allow to Apply
EEO Category Field
The EEO Category field can be hidden. However, the visibility is dependent upon the settings you configure in Compliance Enablement Preferences and is not available to hide in the Manage Field Visibility pop-up. 
Impact to Existing Requisitions
Existing requisitions are not impacted by this enhancement. If field visibility settings are changed on the requisition template that is being used by an existing requisition, the template's field visibility settings are not changed on the existing requisition.
This is also true for requisitions that are in a Draft status at the time of implementation of this enhancement.
EEO Category Exception
If the visibility of the EEO Category field is changed after a requisition is created, the new settings will be applied when a requisition is edited. For example, a requisition was created for a Location Organizational Unit (OU) where the EEO Category field was visible. If the preference for the Location OU is updated to make the field not visible for the location, then when the requisition is edited, the EEO Category field will no longer be visible and any previously entered values will be removed.
Note: The EEO Category field only appears on the template and requisition if the Record EEO option is enabled in Compliance Enablement Preferences and the relevant OU is selected. Also, if the Require OFCCP Compliance Enablement functionality box is checked in Compliance Enablement Preferences, then the EEO Category field cannot be hidden.
Impact to Standard and Custom Reports
Any fields that are not populated via the requisition template or requisition will be blank in reporting.
· Even if a field is hidden on the requisition, any populated values will still be accessible in reporting.
· If a user has permission to view requisition fields in reporting, they will be able to see values.
Field Level Access
If a field is configured as hidden on a template, it will not be visible on the requisition. If the field is visible on the requisition, existing Field Level Access settings will be applied.
Copy Requisition Template
When copying a template that has hidden fields, the hidden fields settings will be copied.
[bookmark: -102754790]General Information
Enter the following information:
· Job Title - This is a read-only field that displays the position OU that corresponds to the template.
· Template Title - Enter a title for the template. There is no character limit. This is a required field.  If multiple languages are enabled for your portal, select the Translate icon to translate the field into other available languages. 
· Template Description - Enter a description for the template. There is no character limit. This is a required field.  If multiple languages are enabled for your portal, select the Translate icon to translate the field into other available languages. 
· Active - Check or uncheck the box to activate or inactivate the template. When creating or copying a template, this box is checked by default. This is not a required field, but if the template is not active, it cannot be used by recruiters to create job requisitions.
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[bookmark: -367443015]Details
· Display Job Title - In this field, enter the job title that is displayed to potential applicants in the job ad. The character limit for this field is 100.  If multiple languages are enabled for your portal, select the Translate icon to translate the field into other available languages. 
· Use Case: Sometimes an organization has a different naming convention for its jobs that is not appropriate when publishing to an external site (e.g., a job title with a job code or job number). A job title that is less specific is more appropriate for a job ad.
· Division - Click the field to select the division that is associated with the position, if applicable.
· Location - Click the field to select the location that is associated with the position, if applicable. If the location has a defined facility address, it appears below the location. The facility address can be edited by clicking the Edit icon to the right of the address. Note: Modifying the facility address does not modify or define any address that is defined for the location OU.
· Address - Displays the physical address of the location indicated in the Location field.
· Grade - This field enables administrators to limit access to the template by Grade OU. Only one Grade OU can be defined for the template. Defining a Grade OU is not required.
To define the Grade OU, click the Select icon in the Grade field. This opens the Grade OU pop-up. Select the Grade OU. This closes the pop-up and adds the Grade OU to the Grade field.
Note: The Grade field is read-only for users who do not have permission to view Grade OUs. The field does not display for portals that do not have Grade OUs enabled.
· Cost Center - This field allows you to select a cost center for the requisition template. This is not a required field.
· Contact Phone - In this field, enter the phone number that will be used as the internal contact for the job requisition. This phone number does not display to applicants.
· EEO Category - From the drop-down list, select the appropriate equal employment opportunity category for the position.
Note: This option is always visible on the requisition template. However, the visibility of this field on the requisition depends on which OU is selected when creating the requisition, and whether the Record EEO preference is checked for that OU [Note: Compliance Enablement Preferences may be tied to Location, Division, or Position]. If a requisition is created from a template that has an EEO Category value, but the Location [or other OU] does not have the Record EEO preference checked, then EEO Category will not appear on the requisition and no EEO Category value will be saved to the requisition.
· Employment Type - From the drop-down list, select the appropriate employment type. The available employment types are defined in Requisition Preferences. After selecting the employment type, select whether the requisition is a full time or part time position, using the radio buttons.
· Currency - From the drop-down list, select the currency in which the job is compensated. This information can be used in reporting, but not posting.
· Compensation - Note: This option is only available if there are active compensation types defined in Requisition Preferences.
· Compensation - From the drop-down list, select the appropriate compensation type for the job requisition (e.g., hourly, salary, contract). This information can be included when posting to an external job board as well as when reporting on the status of job requisitions. The options that are available are defined in Requisition Preferences.
· Range - In the two text fields, enter the potential compensation range for the position. This indicates the potential compensation an applicant can receive if they are selected for the position. The lower range value is entered in the first field and the higher range value is entered in the second field.
· Referral Bonus - In this field, define the default value for the referral bonus by entering a positive whole number. Commas and up to two decimal places are accepted. This is not a required field and only appears if Referral Suite is enabled in the portal. Note: The currency is determined by the value in the Currency field.
· [Custom Field Name] - Any Requisition custom fields that are created for the Position OU may be available on the requisition template. The custom fields that appear on the template are created in Custom Field Administration and are selected in Requisition and Applicant Preferences. The custom fields are not required on the template page, regardless of the Required setting in Custom Field Administration.
If a field has been defined by the administrator as read-only in Requisition and Applicant Preferences, then "Read Only" displays in parentheses to the right of the field name. The value in the field can be modified on the requisition template, but it cannot be modified in job requisitions or requisition requests.
If a value for the custom field has been configured by the administrator for the Position OU in Manage Organizational Unit Hierarchy, then the value displays on the requisition template.
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[bookmark: 1250266198]Description and Qualifications
[image: ]
Language
This field displays for portals with multiple languages enabled and allows you to localize the internal and external description and the minimum qualifications. To localize the fields, select the language from the drop-down, and then enter the translated text into the fields.
To translate the fields into additional languages, select a different language from the drop-down and enter the translated text into the fields.
Note: The Ideal Qualifications section is defined by the administrator when configuring the Position OU and is therefore not localizable from the requisition template.
Description
This section allows you to enter a description for the job for internal applicants and external applicants. The text box has standard formatting options and accepts HTML. There is no character limit for the text box. An internal and external job description is required. By default, the description is set to the position OU description that is set in the system. 
· External - The external job description is for the purpose of posting the job requisition to an external career board, where the audience is people outside the organization.
· Internal - The internal job description is for the purpose of posting the job requisition to an internal career board where the audience is the organization's employee base.
Qualifications
The Qualifications section enables administrators to define the minimum qualifications necessary to be considered for the position, as well as ideal qualifications. These are not required fields.
Minimum Qualifications
[bookmark: concept63]On the Minimum Qualifications tab, enter the minimum qualifications that an applicant must have in order to be considered for the position. The contents of this field are used throughout the recruiting process to convey the minimum qualifications for the position. There is no character limit.
Ideal Qualifications
On the Ideal Qualifications tab, define the qualifications that you prefer an applicant has in order to be considered for the position. The contents of this field are used to determine the ideal matching criteria for job requisitions that are created with this template. However, only resume attributes that are mapped as Applicant Tracking System (ATS) resume sections will be evaluated for ideal matching criteria. See Add Resume Section - Applicant Resume.
The Ideal Qualifications tab displays the position's attributes and their criteria as defined in the Attributes section for the position. Each attribute can be added, edited, or deleted. Note: Changes to attributes at the requisition template level do not affect the attributes for the position in Position Management.
[image: ]
The Criteria table displays the following:
· Add Attributes - Click the plus icon to the left of the Criteria heading to add attributes, which enables you to further define the ideal qualifications. See Position OU - Create - Step 1 - General.
· Edit - Click the Edit icon to edit the attribute. Changes to the attributes control an applicant's match percentage.
· Delete - Click the Trash Can icon to delete the attribute.
· Importance - Click the Importance drop-down to change the importance for the attribute. The following Importance options are available:
· Low
· Average
· High
Refresh from Position
Clicking Refresh from Position from the Minimum Qualifications tab replaces the current internal and external descriptions for the template with the current description pulled from the position.
Clicking Refresh from Position from the Ideal Qualifications tab replaces the current ideal qualifications with the current attributes from Position Management.
Once refreshed, the previous descriptions or attributes cannot be recovered.
Clone External Description
The Clone External Description option enables you to use the external description as the internal description. The box is checked by default. When checked, the description from the External tab is added to the Internal tab.
You can modify and add to the description. The changes to the description on the Internal tab do not impact the External tab.
Note: If you clone the external description after entering an internal description, the internal description text will not be recoverable.
Note: The checked or unchecked state of the Clone External Description box will carryover to the job requisition. However, you can choose to check or uncheck the Clone External Description box on the job requisition.
Keywords
Enter keywords into the Keywords field, up to 1000 characters. Separate each keyword by a comma, and then a space.
The keywords can be localized by selecting the desired language from the language drop-down in the upper-right corner of the Description and Qualifications section. Then, enter the translated keywords in the Keywords field.
[bookmark: 1185605628]Hiring Team
The Hiring Team panel displays all users that are associated with the requisition. There are three types of users that can be associated with a requisition: primary owner, owners, and reviewers. In addition, a hiring manager can be selected.
Primary Owner
This field displays the user who is defined as the primary owner of the requisition. This is a required field that cannot be left blank. By default, this field is populated with the requisition creator. The primary owner can be changed by selecting a different user.
Note: The approval workflow for requisition templates is associated with the user defined in the Primary Owner field.
To select a different primary owner:
1. Click the Remove icon [image: ] in the Primary Owner field. This enables the Select icon [image: ].
2.  Click the Select icon [image: ] in the Primary Owner field. This opens the Select Primary Owner pop-up.
3. Select a user from the list. This closes the pop-up and populates the Primary Owner field with the selected user. The user who was previously listed as the primary owner is now included as an owner in the Owner(s) field.
Edit Primary Owner Field
When editing a requisition template, the Primary Owner field can only be modified when the template is in a Draft or Open status. The field cannot be modified when the template is in one of the following statuses:
· Cancelled
· Closed
· Denied
· Open - Pending Re-Approval
· Pending Approval
Requisition Owners
Job requisitions are required to have at least one requisition owner. When a job requisition is created from this template, the selected co-owners are pre-populated on the job requisition form.
Which users are available for selection is determined by the constraints applied to the permission needed to manage requisition templates. The user who is defined as the primary owner cannot also be defined as an owner in the Owner(s) field.
If a user who is listed as an owner in the Owner(s) field is added as the primary owner in the Primary Owner field, then the user is automatically removed from the Owner(s) field.
Requisition owners are dynamically assigned the permission to be an owner of the associated requisition.
To add a requisition owner:
1. Click Add Owner(s). This opens the Select User pop-up.
2. Select one or more users.
3. Click Done. This adds the user to the Requisition Owners section.
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Applicant Reviewers
Hiring Manager
The hiring manager is considered a reviewer and is dynamically assigned the permission to review requisitions. The hiring manager is also sent any emails that are configured with "Hiring Manager" as a recipient. This is not a required field. Requisition templates can only have one hiring manager.
To add a hiring manager:
1. Click Add Hiring Manager. This opens the Select User pop-up.
2. Select one or more users.
3. Click Done. This adds the hiring manager to the Applicant Reviewers section.
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Reviewers
Reviewers are dynamically assigned the permission to review requisitions that apply to the associated requisition.
To add an applicant reviewer:
1. Click Add Reviewer(s). This opens the Select User pop-up.
2. Select one or more users.
3. Click Done. This adds the reviewer to the Applicant Reviewers section.
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Applicant Interviewers
Interviewers can be configured as part of the hiring team. Interviewers selected in the Applicant Interviewer(s) section within the hiring team are in turn available for selection on the Applicant Review tab for any applicant status that is designated as a status type of Interview. The selected interviewers can review all applicants that are in the associated interview status type.
From the Applicant Interviewer(s) section, administrators can add and remove interviewers, as well as create a list of interviewers by copying the list of applicant reviewers. The Applicant Interviewer(s) section is not required.
Note: When editing a requisition template, changes made to the Applicant Interviewer(s) section do not apply to job requisitions that use the template.
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Copy Applicant Reviewers
The Copy from Applicant Reviewers icon [image: ] in the Applicant Reviewers section provides a one-click option to quickly create a list of interviewers by copying the applicant reviewers and hiring manager. Clicking the icon adds the applicant reviewers and hiring manager to the Applicant Interviewers section. The icon only displays for users who have permission to edit interviewers.
If interviewers have already been defined in the Applicant Interviewers section, then clicking the Copy from Applicant Reviewers icon overwrites the existing interviewers without warning.
Note: If there are no applicant reviewers defined, then clicking the Copy from Applicant Reviewers icon has no functionality.
Add Interviewers
To add interviewers:
1. Click the Add Interviewer(s) link. This opens the Select User pop-up.
2. Select one or more users. The users that are available to select are based on the constraints applied to the permission to edit interviewers.
3. Click Add. This adds the users to the Applicant Interviewer(s) section.
Interviewers are listed in the order in which they are added.
Note: The Add Interviewer(s) link only displays for users who have permission to edit interviewers. For users who do not have permission to edit interviewers, the list of interviewers displays but cannot be modified.
Remove User
Requisition owners, the hiring manager, applicant reviewers, and interviewers can be removed by clicking the trash can icon [image: ] to the left of the user's name.
Note: Requisition templates must have at least one requisition owner.
Note: If an interviewer is removed from a requisition template that is associated with a job requisition, the interviewer is not removed from the job requisition.
Information Pop-Up
Additional information appears for owners, the hiring manager, reviewers, and interviewers by hovering over the user's name. An information pop-up appears, displaying the following information about the user:
· Photo; shadow image displays if no photo is available
· Name
· Position title
· Phone number
· Email address link
[bookmark: 798239505]Attachments
The Attachments section enables administrators to attach up to 10 documents to the template. When using the template for job requisitions, the documents appear in the Attachments section on the job requisition and can be deleted by the user.
It is important to note that all users with permission to access the requisition template can add, delete, view, and download any associated attachments.
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Add Attachment
In the Attachments panel, up to 10 documents can be added. The ability to add attachments is available to all users who have permission to access requisition templates.
To add an attachment:
1. Click Add Attachment. This opens the Upload Attachment pop-up.
2. Enter a title for the attachment in the Title field, up to 99 characters. This is a required field.
3. Browse for and select the file to upload. The field accepts a maximum file size of 5MB and the following file types: .doc, .docx, .xls, .xlsx, and .pdf. Once a file is selected, Browse changes to Upload.
4. Click Upload. This uploads the attachment.
5. Click Save. This adds the attachment to the Attachments table. Or, click Cancel to cancel adding the attachment.
Once the maximum of 10 attachments has been reached, clicking the Add Attachment link opens the Attachment Limit Reached pop-up. This pop-up indicates that at least one document must be removed before additional documents can be added.
Attachments Table
The Attachments table displays all attachments that have been uploaded to the template. The table is sorted in order of the most recently to least recently attached document.
The following information displays for each attachment in the table:
· Document Title - This column displays the title of the document.
· Upload User - This column displays the full name and user ID of the user who uploaded the document.
· Upload Date - This column displays the date on which the document was uploaded.
· Options - The following options are available in the Options column:
· View Attachment - Click the View Attachment icon [image: ] to open the document. Uploaded documents open in the format in which the document was attached, such as .pdf or .docx. The ability to view attachments is available for all users who have access to the requisition template.
· Delete Attachment - Click the trash can icon [image: ] to delete the attachment. This opens the Confirm Delete pop-up. Click Continue to delete the attachment permanently. Or, click Cancel to cancel the delete action. Note: The Delete icon appears for all users who have permission to manage or view requisition templates.
[bookmark: 209931937]Approvals
The Approvals section enables administrators to set the approval workflow for the job requisition. Administrators can determine which approval steps are included in the approval workflow as well as whether the approval steps occur at the same time or in a certain order.
To add an approver to the approval workflow, click the plus icon to the right of the Approvals heading. The Select Approvers pop-up appears. The available approval options are:
· Manager - This is the job requisition primary owner's manager. This option can only be selected once as an approval requirement.
· Next Level Manager - This is the job requisition owner's indirect manager. This option can be selected multiple times, as multiple indirect managers can be included.
· Corporation Approver - This is the person defined as the approver in the Corporation Approver field on the Requisition Preferences page. 
· Hiring Manager - This is the person defined as the Hiring Manager on the Requisition Preferences page for the job requisition owner's OU. This option can only be selected once as an approval requirement. 
· User - This allows the administrator to select a specific user in the approval process. This option can be selected multiple times, as multiple users can be included.
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After selecting the appropriate approvers, click Done in the pop-up. The selected approvers are added to the Approvals section. All approval steps are required to approve the requisition form.
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The administrator can define the order of approvals. In the text box to the left of the approval step, enter the sequence in which the approval steps should occur. The step with the sequence number of "1" occurs first, followed by 2, 3, 4, etc. The approval process will follow the sequence defined here. For example, Approver #2 does not receive an approval request until Approver #1 has approved. 
If multiple steps are given the same sequence number, then those two approval steps occur concurrently. All steps can occur sequentially, concurrently, or a combination of both where some steps occur sequentially and others occur concurrently. When there are concurrent approval steps, if one of the concurrent approvers denies the request, then the job requisition is denied even though the other approvers have not yet responded. The remaining approvers' request remains and their responses are recorded even though it has no impact.
If a User approval step is added, click the User field to select a specific user. The selected user will receive the job requisition approval request. 
For User approval steps only, the administrator has the option of adding a secondary approver to the approval step by clicking the plus icon to the right of the User field. When a secondary approver is added to the approval step, a second User field appears to the right of the first User field, separated by "OR." This indicates that either of the two users can approve the job requisition. Both users specified in the approval step receive the approval request at the same time, but only one of them is required to approve the request. As soon as one of the users approve or deny the request, then the other user's response has no impact on the approval status of the job requisition. Even though only the response that is submitted first impacts the approval, both responses are recorded.
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Administrators can remove any approval step from the workflow by clicking the Delete icon to the left of the approval step.
[bookmark: 1893257860]Status List
The Status List section determines the statuses through which a job applicant progresses in the process of applying for a job. In this section, determine the status list by adding and removing statuses from the list, reordering the list, and making certain statuses required. The Closed and Hired statuses appear in the status list by default.
While the default status list is used for the template, the status list is dynamically updated as changes are made to the default status list. If the status list for the template is modified and the template is saved, the status list is no longer dynamically updated as changes are made to the default status list. Note: The default status list is defined from the Default Status List page.See Default Status List for additional information.
For portals with the auto assignment/progression/disposition functionality enabled (via Feature Activation Preferences), the Status List section will include Auto Assign Pre-Employment Verification, Auto Progression, and Auto Disposition columns. These options let you auto-assign pre-employment verifications, as well as set auto-progression and auto-disposition for statuses.
Add Status
To add statuses from the list, click the Edit [image: ] icon to the right of the Status List heading. The Edit Status List pop-up opens.
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To set the status list to the default status list, select the Restore Default Status List checkbox. If this option is selected when Done is clicked, the default status list is copied from the administrator's corresponding OU preference level. This replaces any status that may have been listed in the Status List section. See Default Status List for additional information.
In the upper portion of the pop-up, all of the statuses that are currently in the status list are displayed.
· To remove a status from the default status list, in the upper portion of the pop-up, click the Remove icon to the left of the status name. The status that is removed is moved to the lower portion of the pop-up. This will also remove the status from the Status List section for the template. Note: The Closed and Hired statuses cannot be removed.
In the lower portion of the pop-up, all of the active statuses that are not in the status list are displayed.
· To add a status to the status list, in the lower portion of the pop-up, click the Add icon to the left of the status name. The status that is added is moved to the upper portion of the pop-up at the top of the list. The status order can be reordered in the Status List section.
From the pop-up, click Done to apply any changes that are made within the pop-up, such as adding or removing statuses. If the Restore Default Status option is selected when Done is clicked, all other changes that are made in the pop-up are ignored.
Reorder Statuses
The order in which the statuses appear in the list is the order in which the statuses will appear on the Applicant Profile page.
To reorder the statuses:
1. Hover over a status to enable the drag and drop icon [image: ] to appear.
2. Drag and drop the status to the desired position in the list.
Note: The position of the Closed and Hired statuses cannot be reordered. Statuses cannot be moved below the Closed status.
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Remove Status
Statuses can be removed directly from the Status List panel. To remove a status from the list, click the Remove icon to the left of the status name. If necessary, the status can be added back to the list by clicking the Edit icon to the right of the Status List heading. Note: The Closed and Hired statuses cannot be removed. You can also remove statuses by deleting them in the Edit Status List pop-up. See the Add Status section above for more information about the Edit Status List pop-up.
Type
The Type column displays the status type. For custom statuses, the status type is defined when the administrator creates or modifies the status in Applicant Statuses. For default statuses, the status type is system-defined. The status type cannot be modified on the requisition template.
Designate Status as Sensitive
Statuses that are configured as sensitive in Manage Applicant Statuses appear as sensitive by default on the Status List panel. Check or uncheck the Sensitive option to configure a status as sensitive.
During the application process, sensitive statuses can only be accessed by users with permission to view sensitive statuses. The corresponding status panel on the Applicant Profile page is visible to the user but is not expandable. Note: For users that do not have permission to view sensitive statuses, the expand/collapse arrow does not appear for sensitive statuses on the Applicant Profile page.
First Advantage Integrations
For portals with First Advantage enabled for background checks, if the custom FADV custom applicant status is part of the default status list, then the status must be configured as sensitive in order to restrict access to the status.
Designate Status as Required
To make a status required, select the Required option for the status. When the Required option is selected for a status on this page, the status is required during the application process and cannot be skipped. A recruiter cannot change an applicant's status to a status that occurs after the required status until the required status is complete. Note: The Closed and Hired statuses cannot be indicated as required.
Auto Assign/Progress/Disposition (Early Adopter)
Note: This functionality is in the Early Adopter phase and must be self-enabled in Feature Activation Preferences.
Auto assign/progress/disposition features are available for statuses when the functionality is self-activated in Feature Activation Preferences. Once activated, the Status List section on the General tab for requisition templates and the default requisition template will include Auto Assign Pre-Employment Verification, Auto Progression, and Auto Disposition columns. These options let you auto-assign pre-employment verifications, as well as set auto-progression and auto-disposition for statuses.
For a list of considerations, exclusions, and frequently asked questions, see Frequently Asked Questions topic for this feature in Online Help.
Use Case
1. Sarah is a recruiter and has to manage 40 requisitions, each receiving 1,000 applicants. Sarah does not have time to manually assign assessments and background checks individually to each candidate.
2. With auto-assignment configured, she doesn’t need to individually assign each pre-employment verification. The pre-employment verifications are sent automatically when the candidates reach the appropriate status.
3. With auto-progression, candidates get moved from In Review to Interview after getting a “Pass” from the pre-employment verification. Auto-progression provides a quick way for Sarah to see that all candidates ready to be interviewed have passed the initial assessment.
4. With auto-disposition, candidates can be dispositioned automatically so that Sarah can easily see that all candidates who failed the assessment are in a closed status and have a disposition reason of "Failed Initial Assessment." Auto-disposition allows Sarah to focus only on qualified applicants, without needing to close out candidates who do not pass an assessment or background check.
5. When candidates are assigned a pre-employment verification, either an assessment or background check, Sarah has to review the results. By having the results both reportable and available on the Manage Applicants page, Sarah can easily see the details of the candidate’s pre-employment verification—including integration status or integration score, or integration results. Sarah can then quickly compare candidates without needing to go into each individual applicant profile page. This is also helpful, if Sarah needs to review results of an assessment or background check before progressing or dispositioning a candidate.
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Auto Assign Pre-Employment Verification
Auto-assignment of pre-employment verifications removes the step of having to assign assessments or background checks manually to candidates once they reach a status. Candidates will be assigned the pre-employment verification as soon as they reach the status in which the pre-employment verification has been added.
To set an auto assignment for a status:
1. Navigate to the Status List section on either a requisition template or a default requisition template.
2. Click the drop-down in the Auto Trigger Pre-Employment Verification column. The drop-down lists all your available integrations that have been configured via Edge Integrations. An integration can only be used once in the status workflow.
3. Select one of the integrations to set it as a pre-employment verification. A checkmark will appear to the left of the selected option.
You can add additional pre-employment verifications for the same status by doing the following:
1. Click the plus icon to the right of the drop-down.
2. This adds another drop-down below the first one.
3. Select a different option from the drop-down. Additional pre-employment verifications trigger at the same time as other pre-employment verifications within the status.
Auto-assigned pre-employment verifications can be accessed by candidates in the following ways:
· Career Site > My Profile page
· Assign Integration Assessment Email - This email is available in Email Administration and must be configured by an administrator. The APPLICANT.INTEGRATION.ASSESSMENT.LINK email tag must be included in the email in order for the candidate to access the assessment from the email.
Note: The status list cannot be modified at the job requisition level.
Note: If a selected integration becomes inactive, the integration will no longer be available to select and will not be assigned to candidates.
Note: You can still manually assign pre-employment verifications from the Manage Applicants page. If manually assigned before the auto-assigned step in the status workflow, then the auto-assigned verification will not be triggered.
Auto Progression
This column lets you configure auto-progression for each status. Auto-progression moves candidates automatically to the next status in the workflow once they have completed the pre-employment verification and gotten a “Pass” result.
Check the box in the Auto-Progression section to set auto-progression for the status. Any candidate who gets a “Pass” result from the pre-employment verification will be moved automatically to the next status in the workflow. You will not need to move the candidate manually. If there are other items that need to happen in your organization for a status before the candidate should be moved forward, we would not recommend using that status for auto-progression. For example, if you have an assessment during “In Person Interview” status, but the candidate passes the assessment prior to completing their interview, the candidate would be auto-progressed to the next status regardless of whether they completed their in-person interview.
Note: If auto-progression is configured for a particular pre-employment verification, but the pre-employment verification is triggered early, the candidate will not be auto-progressed to an earlier status. Essentially, the auto-progression will no longer happen, as the candidate is receiving that integration prior to the expected workflow and the recruiter will still want to be able to move the candidate through other statuses.
Auto Disposition
This column lets you configure auto-disposition for each status. Check the box in the Auto Disposition column to set auto-disposition for the status. The drop-down will list all active disposition reasons for the portal. A disposition reason is required in order to use auto-disposition.
When auto-disposition is configured for the status, then candidates are automatically dispositioned if they receive a Fail value for the pre-employment verification.
Note: If auto-disposition is configured for a particular pre-employment verification, but the pre-employment verification is triggered early, the candidate will be auto-dispositioned upon a “Fail” result from the vendor at the time of receiving the “Fail” result.
Considerations for Data Load Wizard
When loading individual requisitions via the Data Load Wizard (DLW), if the requisition template that is used for the requisitions has auto options, then those options will be inherited so that you can bulk upload requisitions to utilize auto-progression features.
Workflow:
1. Client must load requisition templates via Edge Import.
2. Client manually modifies the templates for auto-progression.
3. Client then loads the individual requisitions via Edge Import load or feed.
Considerations for Background Checks with Validity Periods
For portals that have the validity period functionality enabled via the Background Check Connector in Edge, the following applies to auto-assignment of background checks and auto-progression of applicant statuses:
· Auto-Assignment - A background check will not be auto-assigned again for the same candidate once the candidate has already been assigned a background check. The initial background check request and result will apply to all requisitions to which the candidate applied and will remain valid until the expiration date of the background check.
· Auto-Progression - Candidates who have a “Pass” result for a background check package will be automatically auto-progressed for all requisitions for which this is configured (and the candidate is in the status configured for auto-progression). However, if the candidate is not in a status for which auto-progression is configured, the candidate will not jump statuses and will remain in their current status.
· Auto-Disposition - Candidates who have a “Fail” result for a background check package will be automatically dispositioned in requisitions for which auto-disposition is configured.
Cancel/Save/Next
After completing all sections, click Next to validate that all required information is entered on this page and proceed to the next step. Or, click Save to save any changes made to any of the steps. Or, click Cancel to return to the Requisition Templates page without saving the template.
[bookmark: _Ref-1278183494][bookmark: _Ref-73252275]Requisition Template - Create - Job Ad Tab
The Job Ad tab of the requisition template enables the administrator to create and define the appearance of the job ad. The following job ads can be defined for the job requisition template:
· External Site - This job ad is for the purpose of posting the job requisition to an external career board, where the audience is people outside the organization.
· Internal Site - This job ad is for the purpose of posting the job requisition to an internal career board, where the audience is the organization's employee base.
· Mobile - This job ad is for the purpose of posting the job requisition to a mobile optimized career site.
Templates are added to Position organizational units (OU), which are found on the Manage Position page. Multiple templates can be added to each Position OU.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration
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Language
The language option allows you to localize the job ad for external and internal sites, as well as mobile. Tags are also localized.
To localize the job ad, select the language from the drop-down, and then enter the translated text into the job ad.
To translate the job ad into additional languages, select a different language from the drop-down and enter the translated text into the job ad.
When the job ad is viewed, the ad displays in the language of the viewer. If a translation is not available in their language, then the ad displays in the language of the user who created the ad.
Create External/Internal Job Ad
A job ad can be created for external applicants and internal applicants, or the same job ad can be used for both types of applicants.
To switch between editing the External Site job ad and Internal Site job ad, click the External or Internal tab at the top of the editor.
To create the job ad, enter the text into the editor. The job ad editor is a Telerik RadEditor, which provides enhanced editing options, such as adding images and using HTML. For additional information about the Telerik RadEditor, visit http://www.telerik.com/help/aspnet-ajax/editor-toolbar-intro.html.
Design/HTML Modes
In the editor, there are two editing modes: Design and HTML. When in Design mode, you can use the standard editing tools to format your text, similar to your word processor application. When in HTML mode, the standard editing tools are disabled and you are able to view and modify the HTML code that is used to design the ad. To switch between modes, click the appropriate tab in the lower-left corner of the editor. The system only accepts certain customizable HTML elements in the WYSIWYG Editor. Elements that are not acceptable display as text. See Safe Listed Customizable Elements.
View in Full Screen
Click the Toggle Full Screen Mode icon [image: ] to view the Description or Qualifications section in full screen mode. Click the icon again to return to the default view.
When viewing in full screen, you must be in the Design mode in order to exit the full screen view.
View Tags
To view the available tags for the ad, click the View Tags link in the upper-left corner. This includes all available standard tags and custom field tags that may exist in your portal. To use one of the tags, copy and paste the tag into the editor. All custom fields must be referenced in all capital letters. The field name must be placed within square brackets ("[ ]"). The following custom fields are available:
· [COMPENSATION.CURRENCY] - Currency type defined on job requisition form.
· [COMPENSATION.RANGE] - Payment range for the job. Note: This tag is only available to users who have permission to view and edit the salary range for requisitions. For users who do not have salary range permission, the tag is not visible in the tags pop-up.
· [COMPENSATION.TYPE] - Compensation type selected on job requisition form.
· [EMPLOYMENT.TYPE] - Employment type defined on job requisition form.
· [JOB.DESCRIPTION] - External or internal job description defined on job requisition form.
· [JOB.MINIMUM.QUALIFICATIONS] - Minimum qualifications defined for the job requisition.
· [JOB.OPENINGS] - Number of job openings defined on job requisition form.
· [JOB.OU.GRADE.TITLE] - Displays the Grade OU associated with the requisition template. Note: The tag is only available for portals that have Grade OUs enabled. In addition, the tag is only visible to users who have permission to view Grade OUs.
· [JOB.REFERRAL.BONUS] - Referral bonus defined for the job requisition. Note: Referral Suite must be enabled.
· [JOB.RESPONSIBILITIES] - Job responsibilities defined for the position OU.
· [JOB.TITLE] - Display job title defined on job requisition form.
· [OU.DIVISION] - Division selected on job requisition form.
· [OU.LOCATION] - Location selected on job requisition form.
· [OU.LOCATION.ADDRESS] - Facility address defined for the location on job requisition form.
· [REQUISITION.ADDRESS] - Displays the location address defined in the Address field on the General tab of the template.
· [REQUISITION.ID] - Displays the requisition ID.
· [TARGET.HIRE.DATE] - Target hire date defined on job requisition form.
[bookmark: concept64]Custom Recruiting Fields
Custom fields for Recruiting can be added to the Job Ad. The custom fields are added via tags, which can be viewed by clicking View Tags. This opens the View Tags pop-up. The custom fields that display in the tags pop-up are the fields for which the administrator meets the availability criteria. If the user does not have availability to see the custom field, the tag is hidden in the tags pop-up.
Note: Custom recruiting tags are created in the Organizational Units section of Custom Field Administration. The custom fields that are available to select are defined by the administrator in Requisition and Applicant Preferences.
Clone External Site for Internal Job Ad
When viewing the Internal Site job ad, the External Site job ad can be cloned. This allows the requisition creator to easily duplicate content from the External Site job ad to the Internal Site job ad without having to copy and paste the content. Because this option is selected by default, the content is duplicated automatically for users who wish to use the same content for both sites.
The Clone External Site option only appears on the Internal Site tab.
· When selected, the Internal Site job ad content is an exact clone of the External Site job ad and the job ad field cannot be edited. If the Clone External Site option is deselected and then later selected again, any content that is in the Internal Site job ad field is discarded and is replaced with the External Site job ad content.
· When deselected, the Internal Site job ad may contain different content than the External Site job ad. Both job ads can be edited.
 Mobile Tab
From the Mobile tab, a mobile job ad can be created. When a mobile job ad is defined, the ad displays on mobile optimized career sites. If an ad is not defined on the Mobile tab, then the job description and job details display as the mobile job ad.
To create the job ad, enter the job ad in the editor, up to 30,000 characters. If the ad is copied and pasted from another source, the editor only accepts up to 3000 of the pasted characters.
For mobile ads, the following editing options are available:
· Bold
· Italics
· Underline
· Bullets
· Numbering
Tags can also be included in mobile job ads. Available tags can be viewed by selecting View Tags.
Cancel/Save/Next
After completing all sections, click Next to validate that all required information is entered on this page and proceed to the next step. Or, click Save to save any changes made to any of the steps. Or, click Cancel to return to the Requisition Templates page without saving the template.
[bookmark: _Ref-46600861][bookmark: _Ref-687094480]Requisition Template - Create - Application Workflow Tab
The Application Workflow tab of the requisition template enables the administrator to define the application workflow. An application workflow defines the application experience a job applicant has when applying for a job. Separate workflows can be created for external and internal applicants, or the internal applicant workflow can be an exact copy of the external applicant workflow.
For portals with the Agency Portal functionality enabled, a Recruiting Agency tab also displays. This tab enables administrators to create a separate application workflow for a recruiting agency's users.
Templates are added to Position organizational units (OU), which are found on the Manage Position page. Multiple templates can be added to each Position OU.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template – Application Workflow Template - Manage
	Grants ability to set and edit Application Workflow Templates when editing Requisition Templates. This permission can be constrained by OU and User’s OU. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


For administrators without the permission needed to manage the Application Workflow step, the Application Workflow step is read-only.
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External Applicant
The External Applicant tab is the default tab that opens when viewing the Application Workflow step. This tab enables administrators to create an applicant workflow that is specific to external applicants.
Create Applicant Workflow
When setting the application workflow, there are three approaches that can be taken:
1. Configure a custom application workflow without using an existing application workflow template. See Create Application Workflow Template.
2. Select an existing application workflow template. Note: Templates are created in Application Workflow Templates. This populates the template below. If the selected template is later modified via the Application Workflow Template page, then those changes are automatically applied to this Job Requisition Template. 
3. Select an existing application workflow and make modifications. Any modifications that are made to the template do not affect the original application workflow template. The changes only apply to the job requisition template you are creating. If the selected template is later modified via the Application Workflow Template page, then those changes only affect the template in Application Workflow Templates. See Create Application Workflow Template.
To select an existing application workflow template, from the Select Template drop-down list, select the appropriate template and click Apply. This populates the template below. When selecting the template, for portals with multiple languages enabled, the template name displays in the user's language if available. If the user's language is not available, then the name displays in the language of the administrator who created the template. Note: If you are building a new workflow, and then you select a template from the drop-down list and click Apply, the workflow you were building is lost.
When selecting an existing application workflow template, the availability of templates is dependent upon the constraints of the template creator. When an administrator creates an application workflow template, only users within the template creator's permission constraints for managing application workflow templates have access to the template.
Edit Translated Values
For portals with multiple languages enabled, when configuring the application workflow, the translated values can be edited or deleted. This allows administrators to customize the workflow. This also applies to the Internal Applicant and Recruiting Agency tabs and custom workflows.
Internal Applicant
The Internal Applicant tab enables administrators to create an application workflow that is specific to internal applicants. See the Create Applicant Workflow section in the External Applicant section above for information on creating an application workflow.
Administrators can also choose to clone the external workflow by selecting the Clone External Applicant Workflow option. A warning pop-up opens, indicating that checking the clone option erases any existing configurations on the Internal Workflow tab and replaces them with the configurations from the External Workflow tab. The option is checked by default. For portals with multiple languages enabled, translated values are copied when cloning the external application workflow.
If the clone option is unchecked, then the external workflow configurations remain but can be edited, and items can be deleted.
Recruiting Agency
The Recruiting Agency tab enables you to create the workflow that is completed by the recruiters associated with a recruiting agency. Creating a recruiting agency workflow is similar to creating an external and internal workflow. However, the following action items are not available for recruiting agency workflows:
· Competency Assessment
· External Assessment
· Training
When selecting a template for the workflow, the only templates that are available to select are templates that do not contain a Competency Assessment, External Assessment, or Training action item. This is because recruiters do not complete assessments or training items for the applicants they submit.
Currently, all agency applications appear in the Standard workflow, even if they are mobile-friendly supported.
See the Create Applicant Workflow section in the External Applicant section above for more information about building an application workflow.
Preview
At the bottom of the template structure, click Preview to preview the application workflow. This opens the preview in a pop-up, allowing the administrator to preview the navigation bar, content, and progress bar.
For action items that have no content preview available, "Preview Unavailable" is displayed in the preview.
For portals with multiple languages enabled, any translated fields display in the preview in the language of the administrator, if the administrator's language is available. If the administrator's language is not available, then the preview displays in the language of the administrator who created the application workflow.
Note: When previewing application workflows that include an integration action item, the step displays the action item title and instructions, as well as an inactive Launch button.
Note: When previewing application workflows that include an integration and/or Note action item in the Submit Application section, the number of steps within the section displays in the upper-right corner of the preview page.
Compliance Questions
When previewing the template, the Compliance Questions section displays all compliance questions, regardless of the settings in Compliance Enablement Preferences. This is because the questions that appear for the applicant are dependent upon the preference settings for the associated location OU.
Veteran Status Question
The following options appear:
· Part 60-250 - This option is selected by default. The following values are available to select:
· I am a veteran of the Vietnam era.
· I am a special disabled veteran.
· I am a recently separated veteran.
· I am an other protected veteran.
· I am not a veteran.
· Decline to Specify.
· Part 60-300 - The following values are available to select:
· I am a disabled veteran.
· I am a recently separated veteran.
· I am an other protected veteran.
· I am an Armed Forces service medal veteran.
· I am not a veteran.
· Decline to Specify.
Disability Question
The following options appear:
· I have a disability and would like to be considered under the affirmative action program.
· I do not have a disability or would not like to be considered under the affirmative action program.
· Decline to Specify.
Note: The Veteran Status options relate to disabled veterans, veterans of the Vietnam Era, recently separated veterans, other protected veterans, and armed forces service medal veterans.
After configuring the application workflow, click Save to validate and save the template.
[bookmark: _Ref1439672738][bookmark: _Ref218414933]Requisition Template - Create - Applicant Review Tab
The Applicant Review tab of the requisition template displays all of the applicant statuses that are defined on the General tab of the template. Each status displays as an individual panel in the order in which the status appears on the General tab. In addition, each panel has a status type, which is defined for the status in Applicant Statuses.
From this tab, administrators can customize and configure the functionality related to the applicant statuses that are defined for a requisition template. Users can also be added to statuses to associate users with the functionality that is related to the status type. Status change emails can also be configured for each status.
Templates are added to Position organizational units (OU), which are found on the Manage Position page. Multiple templates can be added to each Position OU.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Emails
	EMAIL NAME
	EMAIL DESCRIPTION
	ACTION TYPE



	Applicant Status Change
	This email is triggered when an applicant's status changes. The Applicant Status Change email must be defined for the associated status in order to trigger. When the email is sent, the recipient will receive the email in their language, if available for the portal. Note: The email is defined by the administrator or recruiter when configuring the requisition template or job requisition, respectively.
The email can be sent to Applicant Interviewer(s), Applicant Reviewer(s), External Applicant, Hiring Manager, Internal Applicant, Requisition Owner(s), or a specific user. This email can be configured as a Notification type email. This email is active by default and can be found in the Recruitment action type section of Email Management.
Frequently Asked Questions
How do I define a status change email for the associated applicant status?
Status change emails can be selected for each applicant status on the Applicant Review tab in requisition templates and the default requisition template, as well as when creating and editing job requisitions. See Status Change Emails on page 310 for additional information.
	Recruiting
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Status Types
Each status has an associated status type. The status type determines the functionality that is available in the status panel. The same status type can appear multiple times for an applicant. See the following topics for more information about each status type:
· Background Check
· Closed
· Hired
· Interview
· Offer Letter
· Other
· Review
· SHL Assessment - This status type is only available for portals with the assessment vendor functionality enabled.
Status Change Emails
Status change emails can be configured for each status type. See Status Change Emails on page 310 for additional information.
Applicant Review Tab - Background Check Status Type
The Background Check status type panel on the Applicant Review tab of the requisition template is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Background Check displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Background Check status type panel. See Status Change Emails on page 310 for additional information.
Note: The visibility of the Background Check status is controlled by a backend setting that is disabled by default. To enable this functionality, contact Global Customer Support.
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To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Applicant Review Tab - Closed Status Type
The Closed status type panel on the Applicant Review tab of the requisition template is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Closed displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Closed status type panel. See Status Change Emails on page 310 for additional information.
Note: There are no configurable options in the panel when applicants reach the status during the applicant status workflow.
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To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Applicant Review Tab - Hired Status Type
The Hired status type panel on the Applicant Review tab of the requisition template is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Hired displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Hired status type panel. See Status Change Emails on page 310 for additional information.
Note: The functionality associated with the Hired status type is configured on the Applicant Profile page when an applicant is in the Hired status. See Statuses Tab - Hired Status Type for additional information.
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To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Applicant Review Tab - Interview Status Type Overview
Interview status type panels on the Applicant Review tab of the requisition template enable administrators to define an interview process for the status. The name of the status displays as the panel name.
When a status has a status type of Interview, all of the options that are available for the Interview status type appear in the panel. The panel is expanded by default. Completing the fields in the Interview status type panel is not required on the requisition template.
Status change emails can be configured for the Interview status type panel. See Status Change Emails on page 310 for additional information.
Note: There are many scenarios in which an organization may prefer to define a status other than Interview as an Interview status type. For example, if an organization requires all applicants to have a phone screening, then the organization can create a custom status named Phone Screening and select the status type as Interview. This enables the administrator to configure interview functionality for the custom Phone Screening status.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
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Interview Type
The Interview Type drop-down enables you to determine the kind of interview that is available for the status. The following interview types are available:
· Scheduled Interview - A scheduled interview can be an In Person, Phone, or Live Video interview. Live Video interviews are video interviews that are conducted in real-time between one or more interviewers and the applicant, and are available through HireVue. The Scheduled Interview option is selected by default in the Interview Type field. When this option is selected, the Interview Guide field displays.
· On Demand Video Interview - An On Demand Video interview is an interview that is conducted asynchronously by the applicant in HireVue.
Applicant Review Tab - Offer Letter Status Type
The panel for the default status type of Offer Letter on the Applicant Review tab of the requisition template enables administrators to select the offer letter template and define the approval workflow that will display on the Applicant Review tab for the status type when creating or editing a job requisition.
The status panel of the type Offer Letter on the Applicant Review tab displays the name of the status as the panel heading. The status type of Offer Letter displays in parentheses to the right of the status name. This panel is expanded by default.
Status change emails can be configured for the Offer Letter status type panel. See Status Change Emails on page 310 for additional information.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
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Offer Template
Select a template from the Offer Template drop-down. This is not a required field. The offer letter templates that are available to select are the templates that have been configured for the Location Organizational Unit (OU) selected in the Location field on the General tab. Templates by OU are defined by the administrator when configuring offer letter templates.
To preview the template, click the Preview icon [image: ] to the right of the Offer Template field. Within the preview, click the PDF icon [image: ] to view the template in Adobe Acrobat®.
Note: The Preview icon only displays after an offer letter template is selected.
Note: If tags are used in the template, the tags appear as tags because the template is not connected to a position or candidate.
Offer Approvals
The Offer Approvals panel enables administrators to define an approval workflow for the offer letter. Defining an approval workflow is not required.
Define Approval Workflow
To define an approval workflow:
1. Click the plus icon [image: ] to the right of the Offer Approvals header. This opens the Select Approvers pop-up.
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2. Select an approver. Initially, approvers are listed in the order in which they are selected, but the order can be modified in the Offer Letter panel. The following approver options are available:
· Manager - This is the requisition owner's manager. This option can only be selected once as an approver.
· Next Level Manager - This is the indirect manager at each level of the user hierarchy. This option can be selected repeatedly as an approver.
· <OU Type> Approver - This is the person defined as the <OU Type> Approver in Requisition and Applicant Preferences.
· Hiring Manager - This is the person defined as the hiring manager on the General step of the requisition template.
· User - This option enables administrators to select a specific user as an approver. This option can be selected repeatedly as an approver and also added as an OR rule.
3. Click Done. This closes the pop-up and adds the approvers to the Offer Approvals panel.
Approval Workflow Order
Once all approvers are selected, the approval order can be defined. The order can be sequential, concurrent, or both. To define the approval order, enter the step number in the numeric text box to the left of the approver. There must be at least one step with a "1" entered.
Sequential Approval Workflow
For a sequential approval workflow, approval requests are sent in numeric order. For example, Approver B (Janette Andrews) is sent the Pending Approval Notification email after the user's manager has approved the request.
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Concurrent Approval Workflow
For a concurrent approval workflow, approval notifications are sent at the same time to all approvers that have the same workflow number. For example, if a "1" is entered for the user's manager, Janette Andrews Hiring Manager, then the Pending Approval Notification email is sent to each of them at the same time.
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If at least one of the approvers in a concurrent approval workflow denies the offer letter, then the offer letter is denied, even if the other approvers have not yet responded. For the other approvers in the step, the approval request is automatically retracted.
Note: A concurrent approval workflow creates an AND rule. When viewing the workflow on the Applicant Profile page, the approvers are displayed in the same row.
Sequential/Concurrent Approval Workflow
For a sequential/concurrent approval workflow, some approval steps are in numeric order and some steps are marked with the same number. For example, a "1" is entered for Approvers A and B, a "2" is entered for Approver C, and a "3" is entered for Approver D. In this example, if Approvers A or B deny the offer letter, then the Pending Approval Notification email is not sent to Approvers C and D.
[image: ]
Note: A sequential/concurrent approval workflow could create an OR and AND rule within the same approval step. (OR logic is explained in the subsequent section.) When viewing the workflow on the Applicant Profile page, the approvers are displayed in the same row. If one of the approvers in the step denies the offer letter, then the step is placed into a Denied status and the system automatically retracts the approval request for all other approvers in the step who have not yet recorded an approval decision.
Adding OR Rules
For approval steps that are configured for a specific user, more than one user can be added as an approver. This creates an OR rule (e.g., Approver A or Approver B can approve the offer letter for that approval step). Only one OR rule can be created per approval step. The Pending Approval Notification email is sent to both approvers at the same time, but only one of them is required to approve the offer letter. If one of the approvers denies the offer letter, then the entire step is placed into a Denied status and the system automatically retracts the other user's approval request.
To create an OR rule:
1. Click the plus icon [image: ] to the right of the approver box. This opens the Select Approver pop-up.
2. Select a user.
3. Click Done. The second approver is added to the right of the first approver in the approval step.
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Note: In a step that contains both an OR rule and an AND rule, it is possible for two or more approvers to submit an approval decision for the offer letter. This is only possible if the approvers approve the offer letter. As soon as one approver in the step denies the offer letter, the step's status is Denied. For the approvers that approved the offer letter, their decision remains in the system.
Approval Required or Notification Only
The Approval required and Notification only options enable administrators to define whether or not the approver is required to approve the offer letter before the offer letter moves to the next step in the approval workflow.
· Approval required - If this option is selected, the approvers must approve the offer letter in order for the offer letter to move to the next step in the workflow. If configured in Email Management, the Pending Approval Notification email is sent to approvers in the corresponding approval step to notify them that they are required to approve the offer letter.
· [bookmark: concept71]Notification only - If this option is selected and if configured in Email Management, the Pending Approval Notification email is sent to approvers in the corresponding approval step for notification purposes only. Such approvers do not have approval/denial options on the Recruiting Approvals page and are skipped in the approval process. For example, if the Notification only option is selected for the approver in the last row of the approval workflow, then the offer letter is approved when the last required approver completes their approval step.
Remove Approval Workflow Step
Approval steps can be removed by clicking the trash can icon [image: ] to the left of the step. The entire step is deleted. If a step includes an OR rule, then both approvers for the step are removed.
Copy Approval Workflow
If a requisition approval workflow is created in the Approvals panel on the General tab, then the workflow can be copied to the Offer Approvals workflow. To copy an approval workflow, select the Copy Approval icon [image: ]. The requisition approval workflow from the General tab appears in the Offer Approvals panel. By default, the Approval Required option is selected for each approver.
If an approval workflow is not configured on the General step, then the Copy Approval icon has no function.
Note: Clicking the Copy Approval icon overwrites any existing approval workflow without warning. This means that if you have configured an approval workflow in the Offer Approvals panel and then you click the Copy Approval icon, the workflow you created is replaced with the workflow from the General step and the existing approval workflow is not saved.
Interview Status Type - On Demand Video Interview
An on demand video interview is a video interview that the applicant completes on their own time using HireVue. The applicant is sent a unique link to the interview via email. They can also access the interview from their My Profile page. The applicant is displayed a list of questions, which they answer by recording themselves responding to the questions in HireVue. Once the applicant completes the video interview, the interview reviewers can access the video and review the applicant's responses.
Status change emails can be configured for the Interview status type panel. See Status Change Emails on page 310 for additional information.
Note: The ability to conduct On Demand Video interviews is controlled by backend settings that are disabled by default. To enable this functionality, contact Global Customer Support.
Note: Responses for the fields in the Interview status type panel are optional.
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To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Interview Type
Select the On Demand Video Interview type from the drop-down in the Interview Type field. When this option is selected, the Interview Template option displays.
Interview Template
Interview templates are only defined at the job requisition level. When setting up an On Demand Video Interview status type within a requisition template, there is no configuration available for the On Demand Video Interview template. 
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Add Video Interview Reviewers
On Demand Video Interview reviewers are added to the Video Interview Reviewers table by clicking the plus icon to the right of Add Video Interview Reviewer(s). This opens the Add pop-up. The pop-up displays the interviewers that were added to the Applicant Interviewer(s) section on the General tab of the template. Click the plus icon to the left of each interview reviewer you would like to add. Then, click Done. The interview reviewers are added to the Video Interview Reviewers table.
[image: ]
Note: On Demand Video interview reviewers only display in the Add pop-up if interviewers are defined in the Applicant Interviewer(s) section of the General tab for the template. Interviewers that are added to the Applicant Interviewer(s) section on the General tab are not automatically added to the Video Interview Reviewers table. Interview reviewers must be added manually using the Add Video Interview Reviewer(s) feature.
Note: The same interview reviewer can be added to multiple Interview type status panels.
Note: Interview reviewers must have a valid email address defined in the system in order to be included as On Demand Video interview reviewers. If a valid email address is not defined for one or more interview reviewers, then an error message displays when Save is clicked to save the requisition template or when the administrator attempts to navigate to another tab in the template.
Remove Interview Reviewer
Within the Add pop-up, you can remove interview reviewers. To remove an interview reviewer, click the trash can icon [image: ] to the left of the interview reviewer's name. Then, click Done. This removes the interview reviewer from the pop-up and the Video Interview Reviewers table. Removing them from within the pop-up does not remove them as an interviewer on the General tab.
Video Interview Reviewers Table
The Video Interview Reviewers table displays the interview reviewers and the option to remove interview reviewers. The following information appears in the table:
· Remove - Click the Trash Can icon [image: ] to the left of the interview reviewer's name. This removes the interview reviewer from the table.
· Name - This column displays the name of the interview reviewer.
Applicant Review Tab - Other Status Type
When a status is defined as the Other status type, the panel on the Applicant Review tab of the requisition template is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Other displays in parentheses to the right of the status name. The panel is not expandable or collapsible.
Status change emails can be configured for the Other status type panel. See Status Change Emails on page 310 for additional information.
Note: There are no configurable options in the panel when applicants reach the status during the applicant status workflow.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Applicant Review Tab - Review Status Type
The Review status type panel on the Applicant Review tab of the requisition template is a placeholder for this step in the applicant status workflow. The panel displays the name of the status as the panel heading. The status type of Review displays in parentheses to the right of the status name. The panel is not expandable or collapsible. See Statuses Tab - Review Status Type in the Applicant Profile section of Online Help for information about the functionality associated with the Review status type.
Status change emails can be configured for the Review status type panel. See Status Change Emails on page 310 for additional information.
Note: When viewing statuses of the type Review on the Applicant Profile page for the applicant, only the first instance of a status of the type Review displays the applicant review functionality, which includes the list of applicant reviewers, the date the Review Request was sent, the Reviewed checkbox, and the Add Reviewer option. All subsequent instances of a status of the type Review do not display the applicant review functionality. Instead, they display the name of the status as the panel heading and the status type of Review in the Type field within the panel, and the panels are not expandable or collapsible.
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To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Interview Status Type - Scheduled Interview
A scheduled interview, also called a live interview, is an interview that is conducted live by one or more interviewers. Unlike On Demand Video interviews, scheduled interviews are conducted in real-time.
The following are the types of scheduled interviews:
· In Person
· Phone
· Live Video - A Live Video scheduled interview refers to an interview that is conducted via HireVue video between one or more interviewers and the applicant. This does not refer to an On Demand Video interview, which is an interview that is conducted by the applicant on their own time via HireVue video.
Note: Configuring an interview as an On Demand Video interview is done by selecting "On Demand Video Interview" in the Interview Type field in the Interview status type panel. On Demand Video interviews are then assigned to applicants from the Statuses tab on the Applicant Profile page when the applicant reaches the applicable Interview status type.
· Vitual
Status change emails can be configured for the Interview status type panel. See Status Change Emails on page 310 for additional information.
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Note: The Live Video option is only available if the Enable 'Video Interview' as available interview type option is selected in Interview Management Preferences for the scheduling user’s OU.
Note: The ability to conduct video interviews is controlled by a backend setting that is disabled by default. To enable this functionality, contact Global Customer Support.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Interview Type
The Scheduled Interview option is selected by default in the Interview Type field. When this option is selected, the Interview Guide field displays.
Interview Guide
The Interview Guide field enables you to include an interview guide for interviewers. For example, an interview guide could explain best practices for conducting an interview or provide interviewers with a list of required questions to ask during the interview. This field also gives you the option not to include an interview guide for interviewers. The option selected in the Interview Guide field determines what appears in the Interview Guide column in the Interviewer table.
For portals with multiple languages enabled, the interview guide name displays in the user's language if available. If the user's language is not available, then the name displays in the language of the administrator who created the interview guide.
The following interview guide options are available:
· Select Guide - This option is selected by default. When selected, the Interview Guide column displays a drop-down for each interviewer that enables you to select from all available guides. Note: The interview guides for this option are created in Interview Guide Management.
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· Upload Guide - When selected, the Interview Guide column displays a plus icon that enables you to upload an interview guide. This allows you to include an interview guide that is created outside the system.
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· No Guide - Select this option to not include an interview guide for interviewers.
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Add Interviewers
Interviewers are added to the Interviewers table by clicking the plus icon to the right of Add Interviewer(s). This opens the Add pop-up. The pop-up displays the interviewers that were added to the Applicant Interviewer(s) section on the General tab of the template. Click the plus icon to the left of each interviewer you would like to add. Then, click Done. The interviewers are added to the Interviewers table.
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Note: Interviewers only display in the Add pop-up if they are defined in the Applicant Interviewer(s) section of the General tab for the template. Interviewers who are added to the Applicant Interviewer(s) section on the General tab are not automatically added to the Interviewers table for Interview type status panels. Interviewers must be added manually using the Add Interviewer(s) feature.
Note: The same interviewer can be added to multiple Interview type status panels.
Remove Interviewer - Add Pop-Up
Within the Add pop-up, you can remove interviewers. To remove an interviewer, click the Trash Can icon to the left of the interviewer's name. Then, click the Done button. This removes the interviewer from the pop-up and the Interviewers table. Removing them from within the pop-up does not remove them as an interviewer on the General tab.
Interviewers Table
The Interviewers table displays the interviewers and the interview guide option for the interviewers. The following information appears in the table:
· Remove - Click the trash can icon [image: ] to the left of the interviewer's name. This removes the interviewer and the interview guide from the table.
When editing or copying a requisition template, interviewers can be removed from the template even if they are already scheduled for an interview. The interview that is scheduled is not modified.
· Name - This column displays the name of the interviewer.
· Interview Guide - This column displays one of the following, depending on the option selected in the Interview Guide field:
· Select drop-down - A Select drop-down displays if the Select Guide option is selected in the Interview Guide field. Select a guide from the drop-down. The guides that are available to select are created in Interview Guide Management. You can delete the guide by clicking the Trash Can icon to the left of the guide.
· Attach Guide - This option displays if the Upload Guide option is selected in the Interview Guide field. To upload a file:
1. Click the plus icon to upload a file. This opens the Upload Guide pop-up.
2. In the Title field, enter the title that will display to interviewers, up to 250 characters.
3. Click Browse to locate and select the file. The maximum file size is 1MB. The acceptable file types are .doc, .docx, .xls, .xlsx, .pdf, .txt, and .rtf.
4. Click Upload. This adds a link to the guide in the Interview Guide column. You can delete the guide by clicking the Trash Can icon [image: ] to the left of the guide.
· No Guide - This text displays if the No Guide option is selected in the Interview Guide field.
Applicant Review Tab - SHL Assessment Status Type
SHL Assessment status type panels on the Applicant Review tab of the requisition template enable administrators to define an SHL assessment for the status. Only one assessment can be added to each SHL Assessment status type panel. The name of the status displays as the panel name.
When a status has a status type of SHL Assessment, all of the options that are available for the SHL Assessment status type appear in the panel. The panel is expanded by default. Completing the fields in the SHL Assessment status type panel is not required on the requisition template.
Note: The configurations in the SHL Assessment status type panel do not remain available if the backend settings for the assessment functionality are disabled after the configurations are saved. The title of the status is also removed from the panel header. However, the Status Change Email option remains in the panel.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
Add Assessment
To add an assessment:
1. Click Add Assessment. This opens the Select External Assessment pop-up.
2. Select an assessment from the list of assessments. This closes the pop-up and adds the assessment to the status type panel. Note: If the assessment vendor requires that only one solutionID can be associated per requisition, and an assessment has already been associated with the requisition (either in the application workflow or applicant review settings), then the only assessments that are available to select are the assessments that share the same solutionID.
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Once the assessment is added to the status type panel, the following information displays for the assessment:
· Delete - Click the trash can icon [image: ] to the left of the assessment title to delete the assessment. This removes the assessment from the panel and enables the Add Assessment link to reappear.
· Title - This field displays the title of the assessment.
· Solution ID - This field displays the solutionID for the assessment. See the Add Assessment topic in Online Help for additional information about solutionIDs.
· Sitting - This field displays the sitting number for the solutionID. See the Add Assessment topic in Online Help for additional information about solutionIDs.
Status Change Emails
Applicant Status Change emails can be configured for the status type. See Status Change Emails on page 112 for additional information.
[bookmark: _Ref-1901822502][bookmark: concept77]Status Change Emails
The Status Change Emails option is available for all status types when creating, editing, and copying requisition templates. This option enables administrators to include one or more Applicant Status Change emails to each status in the applicant status workflow. When included for a status, the emails trigger when an applicant moves into the associated status. Configuring applicant status emails for requisition templates helps ensure that the right people are notified of changes to an applicant's status.
To access requisition templates, go to Admin > Tools > Recruit > Requisition Templates. Then, click the Manage Requisition Template icon [image: ] in the Options column for the Position organizational unit (OU). This opens the Requisition Templates page for a Position OU for which at least one template has been created.
Note: If the Manage Requisition Template icon is gray [image: ], this means a requisition template has not yet been created for the Position OU. Clicking the icon when it is gray opens a blank requisition template to create for the Position OU. Once the template is saved, you are redirected to the Requisition Templates page.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Template - Manage
	Grants ability to access and view Requisition Templates. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration



	Requisition Template - View
	Grants ability to access and view Requisition Templates. This is an administrator permission. 
	Recruiting Administration



	OU Hierarchy - Manage
	Grants ability to create and update/edit organizational units. This permission grants access to all OU types, both standard and custom. This permission can be constrained by OU and User's OU. This is an administrator permission.
	Core Administration


Note: Additional position management functionality is available for users with the permission to manage OU hierarchy.
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Status Change Emails Option
All status panels include an option to add one or more Applicant Status Change emails to the status. Administrators can define which emails are triggered for each status in the applicant status workflow. The selected Applicant Status Change emails are triggered when the applicant moves into the associated status. Selecting Applicant Status Change emails for a status is not required.
Use Case
An applicant is currently in a status of Phone Interview. The applicant completes the phone interview, and the recruiter updates her status to Onsite Interview. When the Phone Interview status is changed to Onsite Interview, the Applicant Status Change email that is defined for the Onsite Interview status is triggered. The email is sent to all users who are defined as interviewers for the onsite interview.
Define Applicant Status Change Email
To select the status change emails:
1. Click Status Change Emails in the status panel. This opens the Status Change Emails pop-up. The pop-up displays the list of email templates that are defined for the associated status. Note: The email templates in the pop-up are configured by the administrator in Email Management.
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2. Select one or more email templates. The selected emails display in the Selected Templates table in the pop-up. You can delete an email from the Selected Templates table by clicking the Delete icon to the left of the template name.
3. Click Save. This adds the email templates to the status. Note: The content of the emails cannot be modified from the requisition template. The emails can only be modified by the administrator in Email Management.
Once the emails are added to the status, the number of emails that are added displays to the right of the Status Change Emails link.
[bookmark: _Toc162002670]Default Requisition Template Preferences
Default Requisition Template Preferences enable administrators to create default requisition templates by Division Organizational Unit (OU). The default template can be used in place of an existing requisition template. Similar to creating a requisition template, preferences for default requisition templates are defined for the following standard requisition template tabs:
· General
· Applicant Review
· Job Ad
· Application Workflow
[bookmark: concept78]To access Default Requisition Template Preferences, go to Admin > Tools > Recruit > Default Requisition Templates.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Default Requisition Template – Manage
	Grants access to manage Default Requisition Template Preferences. This permission can be constrained by OU and User's OU. This is an administrator permission. 
	Recruiting Administration


Note: Administrators must have permission constrained to their OU in order to access Default Requisition Template Preferences for their OU.
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General Tab
See Requisition Template - Create - General Tab on page 248 for additional information.
The following fields are not available when configuring the General tab settings on the default requisition template:
· Job Title
· Template Title
· Template Description
· Active
The following are additional considerations when configuring the default requisition template:
· As with existing functionality, the EEO Category field only displays if enabled in Requisition and Applicant Preferences.
· In the Description and Qualifications section, the Refresh from Position option is not available.
Applicant Review Tab
See Requisition Template - Create - Applicant Review Tab on page 282 for additional information.
All fields on the Applicant Review tab for default requisition templates are identical to the fields on the Applicant Review tab for requisition templates. 
Job Ad Tab
See Requisition Template - Create - Job Ad Tab on page 274 for additional information.
All fields on the Job Ad tab for default requisition templates are identical to the fields on the Job Ad tab for requisition templates.
Application Workflow Tab
See Requisition Template - Create - Application Workflow Tab on page 278 for additional information.
All fields on the Application Workflow tab for default requisition templates are identical to the fields on the Application Workflow tab for requisition templates. 
Overwrite Settings
Select this option to overwrite custom settings for child division OUs. If you overwrite custom settings for child division OUs, the selected settings are applied to both new and existing child OUs. Any previously customized child OUs are updated with the selected settings.
· If there are no customizations to the child OU, then the parent OU customizations are applied to all child OUs.
· Overwrite custom settings checkbox setting
· If this option is selected, all child OU customizations are deleted from the database, which means the parent OU customizations will be applied to new and existing child OUs.
· If this option is unselected, all existing child OU customizations will remain unchanged, and any new child OUs will inherit the parent OU customizations by default.
· If a child OU has been customized to display any widgets, then regardless of the parent OU customizations, the child OU customizations are applied.
· If a child OU has been customized to hide all widgets, then parent OU customizations will take precedence and will be applied.
Cancel/Save/Next
Click Cancel to cancel the default template without saving the settings.
Click Save to the save the default template.
Click Next to move to the next tab in the template.
[bookmark: _Toc162002671][bookmark: _Ref769962519]Feature Activation Preferences
The Feature Activation Preferences page provides top-level system administrators and recruiting administrators the option to self-activate Recruiting functionality.
To access Feature Activation Preferences, go to Admin > Tools > Recruit > Feature Activation Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Recruiting Feature Activation Preferences - Manage
	Grants ability to access and manage Feature Activation Preferences in Recruiting. This permission cannot be constrained. This is an administrator permission.
	Recruiting


Activate Auto-Assignment, Auto-Progression, and Auto-Disposition (Early Adopter)
The Auto-Assignment, Auto-Progression, and Auto-Disposition (Early Adopter) features lets administrators auto-assign a pre-employment verifications (third-party EDGE assessment or background check), such as a background checks, at the time a candidate enters a specific status. In addition, administrators can configure statuses to auto-progress or auto-disposition candidates based on a Pass/Fail result from a pre-employment verification vendor.
Click here for frequently asked questions about the Automated Candidate Progression features, as well as considerations and exclusions.
Activate
To activate this functionality, click Activate in the Auto-Assignment, Auto-Progression, and Auto-Disposition section. The functionality is now activated.
Once the functionality is activated, the Status List section on the General tab for new and existing requisition templates and the default requisition template will include auto-assignment, auto-progression, and auto-disposition sections. These sections let administrators select the pre-employment verifications that will be auto-assigned or that will trigger auto-progression or auto-disposition of a candidate whey they reach the associated status. 
Deactivate
You can disable this functionality by clicking Deactivate on the Feature Activation Preferences page. The Deactivate button appears after activation.
Once the functionality is deactivated, new requisition templates and the default requisition template will no longer display auto options.
Deactivation will halt all auto-assignment, auto-progression, and auto-disposition of integrations. For example, if an auto-assignment of Assessment ABC is triggered upon a candidate reaches In Review status, and the feature is deactivated, the candidate will not automatically be sent Assessment ABC upon reaching In Review status.
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Use Case
1. Sarah is a recruiter and has to manage 40 requisitions, each receiving 1,000 applicants. Sarah does not have time to manually assign assessments and background checks individually to each candidate.
2. With auto-assignment configured, she doesn’t need to individually assign each pre-employment verification. The pre-employment verifications are sent automatically when the candidates reach the appropriate status.
3. With auto-progression, candidates get moved from In Review to Interview after getting a “Pass” from the pre-employment verification. Auto-progression provides a quick way for Sarah to see that all candidates ready to be interviewed have passed the initial assessment.
4. With auto-disposition, candidates can be dispositioned automatically so that Sarah can easily see that all candidates who failed the assessment are in a closed status and have a disposition reason of "Failed Initial Assessment." Auto-disposition allows Sarah to focus only on qualified applicants, without needing to close out candidates who do not pass an assessment or background check.
5. When candidates are assigned a pre-employment verification, either an assessment or background check, Sarah has to review the results. By having the results both reportable and available on the Manage Applicants page, Sarah can easily see the details of the candidate’s pre-employment verification—including integration status or integration score, or integration results. Sarah can then quickly compare candidates without needing to go into each individual applicant profile page. This is also helpful, if Sarah needs to review results of an assessment or background check before progressing or dispositioning a candidate.
Should my organization be an Early Adopter of Automated Candidate Progression?
Consider the following when determining whether being an Early Adopter for Manage Candidates is right for your organization:
· My organization uses EDGE assessments and background checks.
· In order to adopt auto-progression or auto-disposition, the EDGE vendor must be able to pass "PASS" or "FAIL" values. Assessment vendors will likely already be set up with the "PASS" or "FAIL" values on EDGE.
· The integration should not require the recruiter to take a step prior to launching the integration. For example, if a recruiter should be adding an account number to launch each integration, that integration would not be a good fit.
· My organization wants to automate assigning EDGE assessments or background checks, due to high volume of candidates applying for requisitions.
· My organization wants to eliminate the need for custom integration statuses in requisitions in order to assign assessments within other statuses that better reflect the recruiting process in their organization .
· My organization allows all recruiters to ad hoc assign integrations.
Considerations, Exclusions, and FAQs
For a list of considerations, exclusions, and frequently asked questions, see Frequently Asked Questions topic for this enhancement in Online Help. See Frequently Asked Questions - Automated Candidate Progression.
Activate Modular Offer Letters (Early Adopter)
The Modular Offer Letters (Early Adopter) functionality is a simplified approach to offer letters, providing a new user interface (UI) for creating both templates and offer letters. Administrators can create custom snippets of text and add the sections to templates. This lets recruiters pick and choose relevant content when creating offer letters and provides pre-formatted content to suit unique scenarios and serve general offer letter needs. 
Administrators should see a reduction in the amount of offer letter templates they need to maintain, and recruiters should find the new process more intuitive, resulting in an improved experience for both.
The Modular Offer Letters functionality must be self-activated on the Feature Activation Preferences page.
To activate this functionality, click Activate in the Activate Modular Offer Letters section. This activates the functionality and cannot be undone.
Reset Candidate Password
The Reset Candidate Password functionality provides an alternative workflow for recovering candidate accounts by allowing recruiters who have the appropriate permission to reset a candidate's password.
The password is reset using the Reset Candidate Password option that appears on the Applicant Profile page when the Reset Candidate Password functionality is active. This option only appears for recruiters who have permission to reset an applicant's password. The temporary password expires after 48 hours.
To activate this functionality, click Activate in the Reset Candidate Password section. The functionality is now enabled.
You can deactivate this feature by clicking Deactivate in the Reset Candidate Password section. The deactivation option only displays after activating the feature.
Considerations
· Candidates will not be informed that the password expires in 48 hours. This information can be included in the Admin Password Change email. See Email Triggers.
· The career site will not include messaging that candidates can contact the career site administrator to have their password reset.
· If a candidate's duplicate accounts are merged as a result of resetting the password, some users may not be able to log in with the temporary password because their primary account was deleted during the merging.
Activate Internal Career Site
The Internal Career Site functionality must be self-enabled on Feature Activation Preferences. To activate, click the Activate button in the Internal Career Site section.
When this feature is active, the internal career site is enabled in the portal. In addition, permissions to manage and view the internal career site are applied to the System Administrator and the Recruiting Administrator roles. These administrators can assign these permissions to other users. 
Activate Candidate Email Verification
With the Candidate Email Verification feature, administrators can choose to require candidates to verify their email address before gaining access to sensitive application materials via My Profile on the career site. Verification is performed when the candidate clicks a verification link in a system-generated email that is automatically sent when they create their account on the career site. The link opens the career site, where a message appears indicating whether the verification was successful. From here, candidates can quickly access the job search page and their My Profile page.
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If a candidate attempts to verify their email using an invalid verification link, or if they attempt to verify after the link has expired, they will see a message informing them that their verification was unsuccessful. They will be able to request a new verification link by clicking a link in the message.
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To activate this functionality, click Activate in the Candidate Email Verification section. The functionality is now enabled.
You can deactivate this feature by clicking Deactivate. The deactivation option only displays after activating the feature.
Note: The email that is sent to the candidate is not customizable. This is a system-generated email. In order for the email to fire, a default "from" email address must be present in a backend setting. The backend setting can be configured by contacting Global Customer Support.
Use Case
Karen is a Recruiting Admin at Acme. She wants to ensure her candidates' application data is secure, so she enables the Candidate Email Verification functionality on her portal.
Tim applies for a job on the Acme career site. Upon completing his application, Tim has the option to create a profile. Tim chooses to create a profile, and after entering the required information he sees a message letting him know that an email has been sent to him so he can verify his email address. Tim receives the email, clicks the link inside it, and is taken to a verification page. Tim sees a message letting him know his email has been successfully verified, and he can now access his profile. Tim reviews his profile and sees his application information.
Applicants Links on Manage Requisition Page Direct to Manage Candidates
This feature is on by default and enables the redirect to Manage Candidates in Production and Pilot portals when the Applicants count is clicked from Manage Requisitions.
However, you can disable this feature if the redirect to Manage Candidates impedes your recruiting practices. When disabled, clicking the Applicants count from the Manage Requisitions page in Production and Pilot portals will open Manage Applicants instead of Manage Candidates.
Activate Email on Manage Candidates
The Email on Manage Candidates feature must be self-activated in Feature Activation Preferences. When enabled, the Send Email option is available on Manage Candidates.
Click Activate to activate the functionality. Once activated, you can deactivate this feature by clicking Deactivate.
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[bookmark: _Toc162002672][bookmark: _Ref-1858776350]General Preferences (by Division)
[bookmark: concept79]The General Preferences (by Division) page allows administrators to define settings for candidate photos and reviews, application resubmission, and applying with LinkedIn.
To access General Preferences (by Division), go to Admin > Tools > Recruit > General Preferences > storage destination.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Recruiting General Preferences - Manage
	Grants ability to access and manage Recruitment General Preferences.
	Recruiting Administration
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Candidate Photos
The Candidate Photos section enables administrators to control whether or not the applicant photos area is available to recruiters during the applicant process, within the selected OU. This field is checked by default. If checked, applicant photos display on all pages on which a photo is associated with an applicant. If unchecked, a ghost image displays for the applicant.
Note: This setting does not affect the Upload Image and Remove Image controls on the My Profile page of the application; applicants can always upload an image to their profile.
Candidate Review
The Candidate Review section allows administrators to enable the comments and ratings feature. The following options are available:
Allow Reviewer Comments
This option is checked by default. When checked, users can view and edit comments about an applicant on the Applicant Profile page. If unchecked, the Comments section does not display on the Applicant Profile page.
Allow Reviewer Ratings
This option is checked by default. When checked, users can view ratings and rate applicants on the Applicant Profile, View Requisition Details, Process Submissions, and Manage Candidates pages. If unchecked, users cannot view ratings or rate applicants, and the stars control is hidden on all pages.
Applicant Profile
The Display all application tabs on Applicant Profile option in the Applicant Profile section allows administrators to determine whether to display the list of other jobs to which the applicant has applied.
This option is checked by default for the top level organizational unit (OU) and all child OUs. When checked, an applicant's other jobs display on the Applicant Profile page.
When unchecked, then the following occurs on the Applicant Profile page when accessing the applicant profile from Manage Candidates, Manage Applicants (Legacy), Requisition Snapshot, Candidate Search, or Search Candidates (Legacy) results pages:
· The list of other jobs in the left navigation panel is hidden. Note: If the applicant applied to the same requisition multiple times, then the only requisition that displays is the requisition that the recruiter accessed from the Manage Applicants, New Submission, Requisition Snapshot, or Search Candidates results pages.
Use Case
An internal employee applies to multiple requisitions within their organization. The employee's manager is a reviewer and has access to the employee's Applicant Profile page. When the manager views the employee's Applicant Profile page, she sees that the employee has applied to other jobs at the company without informing her of their interest in leaving their current position. If the list of other jobs were hidden, then the manager would not have access to the employee's application data for other jobs.
· The Applicant Snapshot link is hidden.
· The Potential Duplicate Applicant flag is hidden, if enabled.
Candidate Application
The Candidate Application section allows administrators to define settings for reapplying to open requisitions and applying through LinkedIn for internal applicants. The following options are available:
External applicants may re-apply to a requisition after they receive a disposition
This option is checked by default. When checked, external applicants can reapply to open positions to which they have already applied, providing that they do not currently have an active status for the position. If unchecked, they cannot reapply and in place of an Apply Now button, the statement "You applied on M/D/YYYY" displays.
Internal applicants may re-apply to a requisition after they receive a disposition
This option is checked by default. When checked, internal applicants can reapply to open positions to which they have already applied, providing that they do not currently have an active status for the position. If unchecked, they cannot reapply and in place of an Apply button, the statement "You applied on M/D/YYYY" displays.
Allow Internal to apply with Seek (from Career Center)
This option is checked by default. When checked, internal applicants can use their Seek profile to apply to jobs. This option only displays for portals with the Apply with Seek integration enabled.
Note: The Apply with Seek integration is available as a free integration from the Edge Marketplace.
Allow Internal to apply with LinkedIn (from Career Center)
This option is checked by default. When checked, an Apply with LinkedIn button displays in the Resume/CV section on the Upload Page of the Application Experience, allowing internal applicants to apply with their LinkedIn profile information. If unchecked, the button does not display. Note: Visibility of the Apply with LinkedIn button for external applicants is controlled in Admin > Selection Management > Career Site Management.See Marketplace - Browse Edge Integrations.
Include manually updated resume data on the application document
This option is unchecked by default. Select this option to display manually entered resume data on the PDF version of the application. This option is unchecked by default.
Applicant Status
The Allow applicant status change date to be manually adjusted preference setting enables the applicant status change date to be adjusted manually. The field is unchecked by default. When checked, a date picker option will be available on all system pages that allow applicant status changes so that users can manually adjust the applicant's status change date.
Note: Since General Preferences settings are available to users within the applicant organizational unit (OU), the ability to adjust an applicant's status change date is dependent on whether or not they meet the OU criteria for OUs that have the preference enabled.
Storage Destination
The Storage Destination section allows administrators to select the folders where the candidate's offer letter(s) and resume(s) are automatically uploaded to the user's Universal Profile Documents tab. 
To select a folder:
1. Click the Select Folder button under the appropriate document type. The Select Folder window opens.
2. Search for or select a folder name. The selected folder must be available on the user's Universal Profile Snapshot Document tab. 
The selected folder names appear in the Storage Destination section. 
Only one folder can be selected per document type. 
Note: The end user must have appropriate permission to view the selected folders.
If a user or admin:
· Removes the snapshot folder configuration, the folder is no longer visible in this location. The actual folder remains on the Applicant Profile page. 
· Deletes documents from the Snapshot folder, the documents are not retrievable on the Universal Profile. A work order is required to retrieve deleted documents. The actual documents remain on the applicant's profile page. 
· Removes or deselects Snapshot folders from the Storage Destination section, the folders are no longer visible in the Storage Destination section, but the folders remain on the user's Snapshot page.
Overwrite Settings
Select this option to overwrite custom settings for child division OUs. If you overwrite custom settings for child division OUs, the selected settings are applied to both new and existing child OUs. Any previously customized child OUs are updated with the selected settings.
· If there are no customizations to the child OU, then the parent OU customizations are applied to all child OUs.
· Overwrite custom settings checkbox setting
· If this option is selected, all child OU customizations are deleted from the database, which means the parent OU customizations will be applied to new and existing child OUs.
· If this option is unselected, all existing child OU customizations will remain unchanged, and any new child OUs will inherit the parent OU customizations by default.
· If a child OU has been customized to display any widgets, then regardless of the parent OU customizations, the child OU customizations are applied.
· If a child OU has been customized to hide all widgets, then parent OU customizations will take precedence and will be applied.
Submit/Cancel
Once all changes have been made to the General Preferences page, click Submit. Changes are not saved unless you click Submit.
Click Cancel to cancel the changes to the settings.
[bookmark: _Toc162002673]Referral Preferences
Referral Preferences enable administrators to configure settings related to referrals in Career Center (Legacy). These settings determine whether employees are allowed to refer jobs to others and the methods for referral. In addition, the referral relationships employees can select when referring jobs are also configured.
Note: Referral preferences for the internal career site are configured on Internal Career Site Preferences. See Internal Career Site Preferences.
[bookmark: concept80]To access Referral Preferences, go to Admin > Tools > Recruit > Referrals.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Referral Preferences - Manage
	Grants ability to access and manage Referral Preferences. In addition, this permission enables administrators to view and access the Referrals widget in Welcome Page Preferences and Manage Custom Pages.
	Recruiting Administration
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Automatic Referral Credit
In the Automatic Referral Credit panel, administrators determine how users are credited for referrals. Users can be credited on a requisition by requisition basis, or credit can be given each time the applicant they referred applies to a requisition over a specified time period.
Requisition Based Credit
With this type of credit, users receive referral credit only for the requisition to which the applicant they referred applies. This occurs when the Apply current referral credit to future applications option is not checked. The employee who refers the job will only be credited for the requisition to which the applicant they referred applies.
Note: The user to whom the referral is credited can be changed manually by the requisition owner. Manual changes to referral credit are done on the Summary tab of the Applicant Profile page by editing the agency/referral source in the Source field. If the referral credit is changed, then the referral method changes to Referral-Other.
Candidate Based Credit
With this type of credit, users receive referral credit each time the applicant they referred applies to a requisition over a specified time period, regardless of how the applicant applies to subsequent requisitions during that time period. This occurs when the Apply current referral credit to future applications option is checked. Referrals are credited only to the first user whose requisition the applicant applies to and only over a specified time period. Even if the applicant applies to subsequent referrals, only the initial referrer is credited. This allows organizations to keep track of to which user to award a referral bonus.
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Additionally, the Apply current referral credit to future applications option is checked, the following options appear, which enables administrators to specify a time period for the referral credit:
· Expire referral credit after [numeric text box] days - By checking this option, the initial referrer will be listed as the referral source for an applicant for the number of listed days. Entering the number of days is required if this option is selected.
Note: After the entered time period has passed, the initial referrer still receives referral credit for applications that were submitted within that time period. Any applications submitted AFTER the time period will not have the initial referrer listed as the referral source.
To set the date, enter a whole number between 1 and 999998 in the text box. If 0 is entered, a referral credit is not applied. If 999999 is entered, the referral credit does not expire. The expiration time is 11:59:59pm on the last day of the referral credit period. Note: Referral credit begins on the date the applicant applies, not the referral date. Days are calculated in calendar days.
If an applicant applies to subsequent referrals during the specified time period, the system checks to see if there is an existing referral credit.
· If there is no existing credit, then the user that referred the applicant receives the referral credit.
· If there is an existing referral credit, then the system automatically changes the referral method for the new requisition to Referral-Other. The user that is currently being credited for referrals for that applicant receives the referral credit, even though they did not refer the applicant for the new requisition. Referral method changes are recorded on the History tab of the Applicant Profile page. See Applicant Profile Page - History Tab for additional information.
Note: On the Overview tab of the Applicant Profile page, the requisition owner can change to whom the referral is credited. However, the user the system automatically selects initially to receive referral credit cannot be changed.
When a referral credit expires, the user that was initially credited for the referral remains as the referral source for the requisition (unless the requisition owner changed the referral credit to a different user). However, subsequent requisitions to which the applicant applies are no longer credited to that user.
· Never expire referral credit - By checking this option, the referral credit never expires. The first user to receive credit for referring the applicant continues to receive credit indefinitely for all subsequent applications from the applicant. If the applicant applies for additional jobs during the referral credit period, the system automatically changes the referral method for all subsequent applications to Referral-Other and gives credit to the employee who was the initial referrer
Referral Credit Use Cases
Referral Credit Granted on a per Requisition Basis
Jane applies for the position of Sales Manager at Acme Corporation, using a link in an email sent to her by Bob, an Acme employee. Jane's application source for the position is Referral-Email, and the referral is credited to Bob.
The next day, Jane applies for the position of Accountant at Acme, using a Facebook link from Acme employee, Sarah. Jane's application source for the position is Referral-Facebook, and the referral is credited to Sarah.
Later that day, Jane applies for the position of Financial Analyst at Acme, using a LinkedIn message sent by Acme employee, Tom. Jane's application source for the position is Referral-Search Network, and the referral is credited to Tom.
Note: Jane's application source is never changed automatically by the system to Referral-Other because Referral Preferences are configured to allow referral credit on a per requisition basis.However, the user to whom the referral is credited can still be changed manually by the requisition owner.
Referral Credit with Expiration Date of 30 Days
Jane applies for the position of Sales Manager at Acme Corporation, using a link in an email sent to her by Bob, a current Acme employee. Jane's application source for the position is Referral-Email, and the referral is credited to Bob.
The next day, Jane applies for the position of Accountant at Acme, using a Facebook link from Acme employee, Sarah. Jane's application source for the position is first defined as Referral-Facebook, and the referral is credited to Sarah. However, because the referral credit has an expiration of 30 days, the source is changed automatically to Referral-Other and is credited to Bob.
On the 31st day after Jane applies for the Sales Manager position, an Acme recruiter manually adds her to the position of Consulting Manager through Candidate Bank. Jane's application source for the position is Candidate Bank, and there is no referral credit because the 30 days have passed and there is no user to whom the credit can be applied.
On the 34th day after Jane applies for the Sales Manager position, she applies for the position of Financial Analyst, using a LinkedIn referral from current Acme employee Tom. Jane's application source for the position is Referral-LinkedIn, and the referral is credited to Tom. The referral credit applies for the next 30 days.
Note: The user to whom the referral is credited for a specific requisition can be changed manually by the requisition owner.
Referral Credit with No Expiration Date
Jane applies for the position of Sales Manager at Acme Corporation, using a link in an email sent to her by Bob, a current Acme employee. Jane's application source for the position is Referral-Email, and the referral is credited to Bob.
One year later, Jane applies for the position of Accountant at Acme, using a Facebook link from Acme employee, Sarah. Jane's application source for the position is initially Referral-Facebook, and the referral is credited to Sarah. Then, because of the referral preferences, it is changed to Referral-Other and is credited to Bob.
Three years later, Jane applies for the position of Financial Analyst, using a LinkedIn referral from current Acme employee Tom. Jane's application source for the position is Referral-LinkedIn, and the referral is credited to Tom. Then, because of the referral preferences, it is changed to Referral-Other and is credited to Bob.
Note: With the Never expire referral credit preference setting, any position at Acme to which Jane applies is credited to Bob for an indefinite time period because there is no expiration date specified for referral credit. However, the user to whom the referral is credited can be changed manually by the requisition owner.
Changes to Automatic Referral Credit Preferences
Changes to Automatic Referral Credit preferences only apply to applications that are received after the changes take effect. All applications that are submitted before changes are made to the preferences are unaffected.
Inactive Users
If a referral credit applies to a user that becomes inactive during the referral credit period, the user receives credit for the referral for as long as the preference specifies.
Employee Referrals
In the Employee Referrals panel, administrators select whether or not to allow employees to refer requisitions, as well as the types of referrals they are allowed to make.
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When the Allow Employees to refer requisitions to others option is checked, referral options are enabled in Career Center. Further, a list of referral types appears below to enable administrators to determine the types of referrals that users can make. Each option is checked by default. Also, when this option is selected, the Referral Relationships panel appears below the referral types. The following are the referral types:
· Email to a Friend - This option enables employees to email a job to a friend. This setting does not apply to email referral options on external career sites.
· Suggest Referrals - This option enables employees to suggest a contact for a requisition. Note: If this option is unchecked, the Referral Relationships panel is no longer visible in Referral Preferences.
· Share on Facebook - This option enables employees to share a requisition with contacts from their Facebook network. This setting does not apply to Facebook referral options on external career sites.
· Share on LinkedIn - This option enables employees to share a requisition with contacts from their LinkedIn network. This setting does not apply to LinkedIn referral options on external career sites.
· Job Finder - This option enables employees to find open jobs for a specific friend by uploading their resume.
If the Allow Employees to refer requisitions to others option is not checked, referral options are not available to employees for that OU. Further, the Refer and Share columns are hidden on the applicable tabs in Career Center.
Considerations
· If Email to a Friend and Suggest Referrals are unchecked, then the Refer column is hidden on the following pages:
· Career Center > Search Other Jobs > Job Details
· Career Center > Refer Jobs
· If Share on Facebook and Share on LinkedIn are both unchecked, the Share column is hidden on the following pages:
· Career Center > Search Other Jobs > Job Details
· Career Center > Refer Jobs
Note: The Job Details page is accessed by clicking a job title from the search results on the Search Other Jobstab in Career Center.
Referral Relationships
The Referral Relationships panel appears when the Allow Internal Candidates to refer requisitions to others option is checked in the Candidate Referrals section. In this panel, administrators manage the options from which internal users select when defining their relationship with a referral. Note: Users select the relationship in the Suggest a Referral pop-up in Career Center.
Default relationships are available and can be modified and deleted. You can also create additional referral relationships.
Note: A referral relationship, whether default or added manually, can only be deleted if it has not been used in a suggested referral. Also, at least one relationship must be in the Referral Relationships panel if the Suggest Referral option is checked in Candidate Referrals.
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Default Relationships
The following are the five default referral relationships, each of which can be edited, localized, or deleted:
· Classmate
· Friend
· Sibling
· Spouse
· Other 
Add New Relationships
To create a new referral relationship:
1. Click the Add icon to the right of Referral Relationships heading. This opens the Add Relationship pop-up.
2. Enter the relationship name in the Name field, up to 50 characters.
3. Check the Active box to activate the relationship. If unchecked, the relationship is not available in the Relationship drop-down on the Suggest Referral pop-up in Career Center. Inactivating a relationship does not affect referrals currently using the relationship. Note: Relationships display in alphabetical order in the Relationship drop-down on the Suggest Referral pop-up.
4. Click Save. The relationship appears in the Referral Relationships table.
Referral Relationships Table
The following information appears in the Referral Relationships table:
· Name - The name of the referral relationship.
· Type - The type of referral relationship.
· Active - If the relationship is active, the Active column displays "Yes." If the relationship is inactive, the column displays "No."
· Options - The following options are available in the Options column:
· Edit - Click the Edit icon [image: ] to edit the relationship name.
· If a relationship has never been used in a suggested referral, then the Edit Referral Relationship pop-up opens. Here, you change the name and activate or deactivte the relationship. Click Save in the pop-up to save your changes.
Note: Changes to a relationship name affect both current and future referrals. For this reason, edits should only be made to correct spelling errors. Avoid making edits that change the meaning of the relationship.
· If a relationship has been used in a suggested referral, then a warning pop-up opens first. The warning indicates that the relationship is currently in use and that any edits to the relationship affect both current and future referrals. Click Continue to open the Edit Referral Relationship pop-up. Click Cancel to cancel the action of editing the referral relationship
· Remove - Click the Remove icon [image: ] to delete a referral relationship. Only relationships that have never been used in a referral can be removed.
· Translate - For portals with multiple languages enabled, localize the relationship name by clicking the Translate icon [image: ]. For internal users, the name appears in their display language. If the name is not available in a user's display language, the name appears in the language of the relationship creator. Note: The relationship's default language is the language of the relationship creator.
Overwrite custom settings for all child divisions - If you choose to overwrite custom settings for child divisions, the selected settings are applied to both new and existing child OUs. Any previously customized child OUs are updated with the selected settings.
· If this option is unselected, then only the child OUs that do not have customized settings will be updated, as well as any OUs that are added in the future.
· A child OU that has not been customized always inherits from the parent, regardless of whether this option is selected.
· An OU is considered customized if its preference or performance settings have been changed.
Once all preferences are set, click Submit. Preference settings are not saved unless you click Submit.
[bookmark: _Ref-90161025][bookmark: _Toc162002674]Requisition and Applicant Preferences
Requisition and Applicant Preferences allow administrators to define field values for job requisition templates, job requisitions, the job search page, compensation types, and reasons for passing on an applicant. Custom fields can be defined to display on the job requisition form and the Applicant Profile page. Administrators can also set the corporation approver for Recruiting and define a default date range for the search criteria for the Manage Job Requisitions page. They can also determine whether or not to display Equal Employment Opportunity (EEO) categories on the job requisition form and in the application workflow.
[bookmark: concept81]
Note: Changes to Requisition and Applicant Preferences are only saved once the Submit button is clicked at the bottom of the page.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration
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Requisition Preferences Section
The following options are available in this section:
Default Date Range
This option defines the default date range that displays in the search criteria area of the Manage Job Requisitions page. The default value is "No Default," which displays all requisitions owned by the user, regardless of date, on the Manage Job Requisitions page. Changes to Requisition and Applicant Preferences cannot be saved if the value in the Default Date Range field is "Please Select."
Default Requisition Template
This option is unchecked by default. Checking the option enables the Default Requisition Template link to display in the Select Requisition Template pop-up when configuring job requisitions and requisition requests, as well as when reviewing requisition requests.
If the option is not checked, then the recruiters, hiring managers, and requisition request reviewers cannot select the default requisition template for the position for job requisitions and requisition requests.
Require Approver
The Require Approver option is unchecked by default. When checked, all new requisitions and changes to requisitions require at least one approver. The approver is defined at the requisition template level but can be changed at the job requisition level. When changing the approver at the job requisition level, the approver field cannot be blank. In addition, the user submitting the requisition cannot designate themselves as the approver.
If Require Approver is not checked, then requisitions may be submitted without any approval.
Use Case
A recruiter creates a job requisition seeking additional headcount for the stores in his division. He has not sought approval for the requisition, but his data shows that at least two new employees are needed. He sets up interviews with candidates and includes the Human Resources (HR) Manager as an interviewer. When the HR Manager receives the interview request, she contacts the recruiter to let him know that he cannot proceed with the interviews because the additional headcount would exceed the current budget. The requisition is cancelled. The HR Manager contacts the Recruiting Administrator to ensure that all new job requisitions require approval.
Related Requisitions
This option allows recruiters to create hierarchical relationships between job requisitions by adding a single level of associated child requisitions to the parent requisition. The option is unchecked by default. When unchecked, recruiters cannot create hierarchical relationships between job requisitions.
If Related Requisitions is unchecked after the option has been checked and the preference setting saved, then a warning message appears. The message indicates that unchecking the option prevents recruiters from being able to create new parent-child relationships for job requisitions. Existing parent-child relationships are preserved. Click Yes to deselect the option, or click No to keep the option selected.
Related Requisitions (Apply to Multiple Jobs)
This option allows recruiters to create related requisitions and have applicants apply to multiple requisitions within a single applicant experience. This option is unchecked by default. This option is only available if Related Requisitions is checked.
When Related Requisitions (Apply to Multiple Jobs) is checked, recruiters can select the type of related requisition they want to add, either a related requisition or a related requisition to which applicants can apply to multiple jobs within the requisition.
If the option is unchecked after the selection is saved in Requisition and Applicant Preferences, then any related requisitions to which the applicant can apply are preserved. However, the option to Submit and Add Related button no longer displays on the Applicant Review tab when configuring job requisitions. See Create/Edit Requisition - Applicant Review Tab Overview on page 79 for additional information.
Corporation Approver
This field is optional and defines the user that can be included as part of the applicant approval process as the "Corporation Approver." The "Corporation Approver" is an approver type that can be selected from the Select Approvers pop-up in the Approvals section when creating requisition templates and job requisitions.
Note: This approver is not a default approver for your entire portal. This approver is only used within the Applicant Tracking System (ATS).
To select an approver, click the Select icon [image: ] in the Corporation Approver field and choose a user from the Select pop-up. Only one user can be selected.
See Create Job Requisition Template - General for more information on where the Corporation Approver value is used in the ATS. Note: If this field is not defined in Requisition and Applicant Preferences but the Corporation Approver field is part of the approval workflow, the system automatically approves this step during the approval workflow.
Compliance Preferences Section
The following options are available in this section:
Hide Application Data
The Hide Application Data option defines whether or not application data is hidden on the Applicant Profile page. The option is unchecked by default. When unchecked, the applicant's other jobs in the left navigation panel display as a link and can be viewed by clicking the link. 
When the option is checked, recruiters who do not have permission to manage requisitions or who are not part of the hiring team for the job requisition can see the list of other jobs but cannot access them. The other jobs grayed out and not selectable.
Use Case
In order to satisfy compliance requirements, an organization disables access to application data for recruiters who do not have permission to manage requisitions or are not part of the hiring team for a requisition. For such recruiters, the list of other jobs to which the applicant has applied still displays on the Applicant Profile page but is disabled and not selectable.
Record EEO
This option enables the EEO Category drop-down to display on the General step when creating a job requisition template or job requisition. The field is unchecked by default and not required. When unchecked, the EEO Category drop-down field does not display. Changes to this setting only affect new requisitions created from the job requisition template; existing job requisitions retain their EEO Category value.
Use Case
The United States federal government requires organizations with > 1000 employees to report Equal Opportunity Employment data such as gender and ethnicity.
Applicant Opt-Out
Note: This option only applies to external applicants.
When this option is unchecked, the opt-out option does not appear on the Applicant Profile page or the Submit Application step of the application workflow. Any applicants who opted out before the option was disabled will remain opted out. Any applicants who previously opted out can decide to opt in on their Career Site > My Profile page (when the opt-out option is disabled by the administrator, the unchecked box is still visible on their profile). If the applicant decides to opt in while the administrator setting has been disabled, the applicant will not be able to change their opt-in selection while the administrator has the opt-out option disabled in Requisition and Applicant Preferences.
Hide Internal Employees in Candidate Search Query
This option is unchecked by default. When checked, internal employees are excluded from the search in Candidate Search Query and the Internal Employees option is hidden in the User Types filter.
Note: Candidates with any application in a Hired status will continue to be searchable in Candidate Search Query until they become an internal employee on their start date.
Applicant Preferences Section
The following options are available in this section:
Restrict Edit Internal Applicant Details
This option enables administrators to disable the ability to modify personal applicant data on the career site and Applicant Profile page. This option is unchecked by default. When unchecked, applicant data can be modified on the career site and the Applicant Profile page by recruiters with permission to edit applicant contact details.
When this option is checked, the following occurs:
· Requisition and Applicant Preferences - The selection in the Phone Required field in the Applicant Preferences section is ignored. Applicants cannot be required to provide a phone number.
· Applicant Profile page - The Edit Contact Details option is hidden in the Options drop-down on the Applicant Profile page for internal applicants. See Applicant Profile Page Overview.
· Career Site My Profile page - The Edit Profile link is hidden on the My Profile page on the career site. See My Profile - View and Edit Profile Information.
· Applicant Experience - For internal applicants using the legacy Career Center, the Contact Information section is hidden on the Resume - Upload and Review page when completing the application. For internal applicants using the Internal Career Site, the Contact Information section is not hidden on the Resume - Upload and Review page, but the edits made on that section are not saved.. See Upload Attachments - Review Page.
Skip New Submission Status
This option enables administrators to bypass the New Submission status for applicants. When bypassed, applicants are placed directly into the first status configured for the applicant status workflow.
The option is unchecked by default. Check the option to enable the New Submission status to be bypassed. Leave the option unchecked to maintain the New Submission process.
Anonymize Personal Data for New Submissions
When Skip New Submission Status is checked in Requisition and Applicant Preferences, the Anonymize personal applicant data for New Submissions option in Compliance Enablement Preferences is disabled and hidden. The option is hidden at the top level organizational unit (OU) and all child OUs.
Phone Required
This field is unchecked by default. When checked, applicants are required to enter a phone number on the Upload Attachments step of the application process before they can move to the next step in the application workflow. The phone number provided is then accessible in the applicant's record.
Use Case
A recruiter reviews a highly qualified applicant's resume and would like to quickly contact the applicant by phone to schedule an initial interview. However, the applicant did not include a phone number anywhere on their application. The recruiter attempts to email the applicant, but the applicant's email address contains an error and the email is returned. When the applicant is finally contacted by mail, the applicant has already accepted a position elsewhere.
The recruiter contacts the Recruiting administrator to enable the Phone Required option in Requisition and Applicant Preferences to ensure that qualified applicants are not lost due to missing contact information.
Limit Start Onboarding to Hired Status
This option is unchecked by default. When checked, the Start Onboarding option only appears in the Options drop-down on the Applicant Profile page if the applicant is in a Hired status. Onboarding will not be able to be started for applicants in any other status.
Allow Comments When Requesting Feedback
This option is unchecked by default. When checked, an Allow comments option appears on the Request Candidate Feedback flyout in Manage Candidates, allowing users to enter comments about a candidate when completing feedback. If this option is not checked, then the users from whom feedback is being requested will not be able to enter comments when submitting their feedback.
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Submit
Once all changes have been made to the Requisition and Applicant Preferences page, click Submit. Changes are not saved until you click Submit.
 See Also:
See the following for detailed information about the additional preferences available for Requisition and Applicant Preferences:
· Duplicate Applicants Management - See Requisition and Applicant Preferences - Duplicate Applicants Management on page 352 for additional information.
· Employment Types - See Requisition and Applicant Preferences - Employment Types on page 357 for additional information.
· Compensation Types - See Requisition and Applicant Preferences - Compensation Types on page 346 for additional information.
· Dispositions - See Requisition and Applicant Preferences - Dispositions on page 348 for additional information.
· Applicant Custom Fields - See Requisition and Applicant Preferences - Applicant Custom Fields on page 341 for additional information.
· Application Custom Fields - See Requisition and Applicant Preferences - Application Custom Fields on page 343 for additional information.
· Requisition Custom Fields - See Requisition and Applicant Preferences - Requisition Custom Fields on page 358 for additional information.
Training Resources
Visit the Cornerstone Recruiting page in the Success Center to access more training resources, from curriculum to playlists to live training registrations. 
[bookmark: _Ref1033408253][bookmark: _Toc162002675]Requisition and Applicant Preferences - Applicant Custom Fields
The Applicant Custom Fields section enables administrators to add User Record custom fields. User Record custom fields are created and managed in the User Record section of Custom Field Administration. Fields that are added to the Applicant Custom Fields section display on the Custom Fields tab of the Applicant Profile Snapshot page.
Note: The visibility of the Applicant Custom Fields section is controlled by a backend setting. To enable this section to display, contact Global Customer Support.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration
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Add Applicant Custom Field
To add a field:
1. Click the Add icon [image: ] to the right of the section name. This opens the Select Applicant Custom Field pop-up.
2. Select a field from the list. The only fields that display are the fields for which the administrator meets the availability.
3. Once the field is selected, the pop-up closes. The field appears in the Applicant Custom Fields table.
Create Custom Field
You can create a new custom field from within the Select Applicant Custom Field pop-up. To create a new custom field, click New Custom Field in the pop-up. This opens the Custom Field Administration > User > Define Field page. See User Record and Self Registration Custom Fields for detailed information about creating custom fields.
Applicant Custom Fields Table
The following information displays in the table:
· Name - The name of the custom field.
· Type - The type of custom field.
· Required - The Required option is checked by default. When checked, the field is required to be completed. When unchecked, the field is optional.
· Options - The Options column displays a Delete icon [image: ] to delete the field. Deleting the field removes it from the table and the Applicant Profile Snapshot page for the applicant. The field can be re-added at any time by clicking the Add [image: ] icon and selecting the field from the pop-up.
[bookmark: _Ref799520143][bookmark: _Toc162002676]Requisition and Applicant Preferences - Application Custom Fields
[bookmark: concept83]The Application Custom Fields section enables administrators to add application-level custom fields. Application-level custom fields are created and managed in the Application section of Custom Field Administration.
Note: The visibility of the Application Custom Fields section is controlled by a backend setting. To enable this section to display, contact Global Customer Support.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration
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Add Application Custom Field
To add a field:
1. Click the plus icon [image: ] to the right of the section name. This opens the Select Application Custom Field pop-up.
2. Select a field from the list. The only fields that display are the fields for which the administrator meets the availability.
3. Once the field is selected, the pop-up closes. The field appears in the Application Custom Fields table.
Create Custom Field
You can create a new custom field from within the Select Applicant Custom Field pop-up. To create a new custom field, click New Custom Field in the pop-up. This opens the Custom Field Administration > Application > Define Field page. See Custom Field Admin - Application for detailed information about creating custom fields.
Application Custom Fields Table
The following information displays in the table:
· Name - The name of the custom field.
· Type - The type of custom field.
· Required - The Required option is checked by default. When checked, the field is required to be completed. When unchecked, the field is optional.
· Options - The Options column displays a Delete icon [image: ] to delete the field. Deleting the field removes it from the table and the Applicant Profile page for the applicant. The field can be re-added at any time by clicking the Add [image: ] icon and selecting the field from the pop-up.
[bookmark: _Toc162002677]Requisition and Applicant Preferences - Applicant Profile Background Image
The Applicant Profile Background Image section enables administrators to select a background image that will display on the Applicant Profile page. By default, the corporate color appears as the background on the Applicant Profile page.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration


[image: ]
Select Background Image
To select an image:
1. Click the drop-down. This displays a list of the available images.
2. Select an image from the drop-down. The recommended image size is 1000 pixels by 200 pixels.
3. Click Submit at the bottom of the page to submit the preference changes. This adds the image as the background on the Applicant Profile page.
Images that are larger than the size of the space on the Applicant Profile page will be truncated. Smaller images will be centered, and the remaining white space is filled in with the corporate color.
Note: The corporate color is defined by organizational unit (OU) in the Primary Color field in Display Preferences. The color may vary by OU.
[bookmark: _Ref-1651296071][bookmark: _Toc162002678]Requisition and Applicant Preferences - Compensation Types
Compensation types can be added to display in the Compensation Type field on the General step when creating/editing a job requisition template or job requisition.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration
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Add Compensation Types
To add compensation types:
1. Click the Add icon [image: ]. This opens the Add Compensation Type pop-up.
2. Enter the compensation type in the Name field, up to 50 characters.
3. Click Save.
Note: Compensation types display on the job requisition template or job requisition in the order in which they are entered; the order cannot be modified.
The Active box is checked by default and enables the type to display in the Compensation Type drop-down on the General step when creating a job requisition template or a job requisition. If unchecked, the type is hidden from users. Changing the active status only affects future instances of creating/editing job requisition templates or job requisitions.
In the Options column, the following options are available:
· Edit - Click the Edit icon to open the Edit Compensation Type pop-up and edit the type name. Edits to the name affect all instances of the compensation type currently in use on a job requisition template or job requisition as well as future use of the compensation type, which also impacts reporting. As a best practice, edits to the name should be reserved for minor corrections to spelling or grammar only. 
· Delete - Types can only be deleted if they have not been selected on a job requisition template. Click the Delete icon to delete the compensation type.
· Translate - If multiple languages are available for your portal, you can click the Translate icon to translate the name into the other available languages, up to 50 characters. If a translation is not available for a user's display language, the name appears in the default language defined by the employment type creator.
[bookmark: _Ref617451722][bookmark: _Toc162002679]Requisition and Applicant Preferences - Dispositions
The Dispositions panel displays the list of reasons that are available to select when passing on an applicant from the Process Submissions page, Manage Applicants page, and Applicant Profile page when applicable. There are default dispositions that are system configured, and administrators can also add dispositions.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration
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Default Dispositions
The default dispositions are system-defined and cannot be removed or inactivated. The following are the default dispositions:
· Closed as Duplicate - This disposition indicates that the application was automatically closed because the system defined the submission as a duplicate applicant. This disposition applies to duplicate applications submitted to the same job requisition. The submission(s) that is not closed is dependent upon the selection in the Target Profile field in the Duplicate Applicants Management section. 
· Failed Pre-Screening - If an applicant answers one or more pre-screening questions incorrectly, their applicant status changes automatically to "Closed" with a disposition of "Failed Pre-Screening." This disposition is active by default and cannot be inactivated. The Active checkbox appears grayed out and is not selectable. There are no options available in the Options column for this disposition. Note: This disposition is assigned automatically by the system and can also be assigned manually.
· Not Eligible for Rehire - This disposition automatically removes applicants from the hiring process if they are previous employees but are not eligible to be rehired. This disposition is active by default and cannot be inactivated. The Active checkbox appears grayed out and is not selectable. No emails are configured by default but can be configured using the email options in the Default Email column. Note: A former employee is not eligible for rehire if the Eligible for Rehire field on their user record is unchecked. When the field is unchecked, and the former employee applies for a job, their application is automatically dispositioned by the "Not Eligible for Rehire" disposition because the system deems them ineligible for rehire.
· Voluntary Withdrawal - This disposition is assigned automatically when an applicant manually withdraws from a requisition and can also be assigned manually. This disposition is active by default and cannot be inactivated. The Active checkbox appears grayed out and is not selectable. This disposition uses a separate email trigger that is configured in Email Management. The email trigger can only be edited in Email Management. There are no options available in the Options column for this disposition.
Note: An applicant's disposition may appear as "Moved to another requisition." This disposition is now defunct but remains on an application if the disposition was selected for the applicant prior to the removal of the disposition. The "Moved to another requisition" disposition indicates that the applicant was moved from one requisition to another.
Prompt Auto-Close of Applicants
The Prompt auto-close of remaining applicants option is unchecked by default. Selecting the option enables the Manage Remaining Applicants pop-up, which allows the status of all remaining applicants for a requisition to be changed to Closed after the requisition closes or when all openings for a requisition are filled.
Add Disposition
Additional dispositions can be added. To add a disposition:
1. Click the Add icon [image: ]. This opens the Add Disposition Type pop-up.
2. Enter the disposition type in the Name field, up to 50 characters.
3. Click Save.
Dispositions Table
The Dispositions table displays the dispositions in alphabetical order. The following information displays in the table:
Name
The Name column displays the default dispositions and the dispositions that have been added by the administrator.
Candidate Bank
When the Candidate Bank option is checked, applicants with the associated status are stored in the Candidate Bank, can be searched for in candidate search, and appear on the Manage Candidates page. When unchecked, candidates with the associated status are not included in the Candidate Bank, cannot be found during candidate search, and do not appear on the Manage Candidates page. Applicants with an Unqualified status do not appear in the search results but can apply to requisitions and will display in requisitions for which they are already an applicant.
For the Closed as Duplicate default disposition, the Candidate Bank option is disabled by default. The option is checked and grayed out.
Default Email
You can choose to trigger an email for each disposition. If configured, when a disposition is selected from any of the Disposition drop-downs, an email is sent to the applicant. The default option is "None."
To configure the default email setting:
1. Click the None link. This opens the Edit Email - [Disposition Name] pop-up.
2. The following options are available in the Email Options section:
· None - No emails trigger for the associated disposition.
· Default - Any Disposition emails configured for the associated disposition are sent when triggered. Once the setting is saved, the link name in the Default Email column changes to Default.
· Default with Custom Message - When this option is selected, a Custom Message field displays. Here, you can create and localize the message that will appear in place of the EMAIL.CUSTOM.MESSAGE tag in the Disposition email. Note: The Disposition email is configured by the administrator in Email Administration and is sent when dispositioning an applicant. The administrator must include the EMAIL.CUSTOM.MESSAGE tag in the Disposition email in order for your custom message to appear in the email when a candidate is dispositioned.
To add a custom message, enter the message in the Custom Message field. The field has no character limit and is not required. Click Save. Once the email is saved, the link name in the Default Email column changes to Custom. Note: The custom message cannot be modified when dispositioning an applicant. Instead, the Disposition email is sent automatically (if configured and active in Email Administration).
Email tags cannot be used in the Custom Message field. If you include an email tag, it will appear as the tag itself in the custom message, instead of being replaced with the text that would be associated with the tag. For example, if you include the JOB.TITLE tag, the text "JOB.TITLE" will appear in the custom message in the Disposition email.
If setting in the Default Email column for the disposition is changed (i.e., you change the setting to None or Default after saving the Default with Custom Message setting), the text in the Custom Message field is retained and will be available if the setting is changed back to Default with Custom Message. As noted above, if the EMAIL.CUSTOM.MESSAGE tag is not included by the administrator in the Disposition email in Email Administration, then the custom message does not display for the recipient when the email is triggered.
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3. Click Save at the bottom of Requisition and Applicant Preferences to save the default email settings or click Cancel to cancel changes to the settings.
Active
The Active box is checked by default and enables the disposition to display in the Disposition drop-down when passing on an applicant on the Process Submissions page, Manage Candidates page, and Applicant Profile page. When inactivated, the disposition does not display in the drop-down.
Changing the active status only affects future instances of selecting the disposition when passing on an applicant. Default dispositions cannot be inactivated.
Options
 The following options are available in the Options column:
· Edit - Click the Edit icon [image: ] to open the Edit Disposition Type pop-up and edit the disposition type name. Edits to the name affect all instances of the disposition currently in use and future use of the disposition, which also impacts reporting. As a best practice, edits to the name should be reserved for minor corrections to spelling or grammar only.
· Delete - Disposition types can only be deleted if they have not been selected for an applicant. Click the Delete icon [image: ] to delete the disposition type. Default disposition types cannot be deleted.
· Translate - If multiple languages are available for your portal, you can click the Translate icon [image: ] to translate the name into the other available languages, up to 50 characters. If a translation is not available for a user's display language, the name appears in the default language defined by the employment type creator.
[bookmark: _Ref121146112][bookmark: _Toc162002680]Requisition and Applicant Preferences - Duplicate Applicants Management
The Duplicate Applicants Management section enables administrators to define the parameters that the system will use to identify and auto-merge duplicate applicants. The Prevent Duplicates and Flag Potential Duplicates options are only enabled if the Phone Required option is selected in the Applicant Preferences section. Additional duplicate applicant options are enabled if the Flag Potential Duplicates option is selected.
Duplicate applicants often occur as the result of a single applicant who applies to the same or multiple jobs using various email addresses. Such applicants can increase recruiting costs by taking multiple assessments that would otherwise only be completed once by a single applicant. Duplicate applicants also create disorganization in the ATS, triggering an unnecessary number of email triggers, requiring repeated applicant reviews, and loading the system with multiple applicant profiles. Checking for and flagging duplicate applicants allows recruiters to locate duplicates, and then change their status to Closed so that the duplicates are no longer considered part of the applicant pool for a given requisition.
Mobile-Friendly Candidate Experience Note: Merging duplicate applicants is not currently supported on mobile-friendly application workflows.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration


Use Cases
· An applicant applies to a job using his personal email address. The application requires completion of an external assessment that the organization uses to gather general information about applicants. All applicants, regardless of the requisition to which they apply, are required to complete the assessment. However, the assessment should only be completed once by a single applicant.
The applicant completes the assessment, for which the organization is charged by the vendor. One week later, the same applicant applies to the same job using his university email address. He takes the same assessment, and the organization is charged a second time by the vendor.
A recruiter checks the ATS for duplicate applicants and sees that the applicant has applied to the same job twice and completed the assessment twice. She enables the Prevent Duplicates option in Requisition and Applicant Preferences so that in the future, applicants can no longer create duplicate profiles in the career site. This eliminates the possibility that the same applicant will complete the general assessment more than once. This also reduces assessment costs.
· An applicant creates multiple profiles on an organization's career site. The applicant applies to multiple jobs and is rejected each time as an unqualified applicant. A recruiter checks the ATS for duplicate applicants and sees that the applicant has applied to various jobs and been rejected over and over. The system has automatically flagged each additional profile as a duplicate. In order to ensure that the applicant does not continue to be reviewed and is no longer in consideration for any of the requisitions, she updates the applicant's status to Closed for each profile.
Considerations
· Candidates who are in a Hired status cannot be merged.
· If an applicant's submission is merged, the applicant can no longer log in to the career site using the login credentials for that submission. The applicant can only log in to the career site using the login credentials for the target profile. 
· Once an applicant is merged, the resume and any documents are moved from the merged applicant profile to the target profile.
· Merged profiles can still be accessed, but, as noted above, the application materials associated with the profile are moved to the target profile.
· When a submission is merged, only the target profile is used within the Applicant Tracking System (ATS). For example, the merged profile is not accessible from the Interview Manager, Requisition Snapshot, Manage Applicants, and Manage Candidates pages.
· Upon implementation, applicants who already exist in the ATS are not impacted by this enhancement. The system does not merge applicants retroactively.
· If there are no other potential duplicate applicants associated with an applicant who has been flagged with the Potential Duplicate Applicant flag, then when the applicant is merged into the target profile, the Potential Duplicate Applicant flag is removed from the merged profile. The system then flags the target profile with the Merged Duplicate Applicants flag.
· The Potential Duplicate Applicant flag remains on the target profile if there are other potential duplicate applicants.
· For merged applicants who are in an Offer Letter status type, the approval status of the offer letter is not impacted.
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The following options are available in the Duplicate Applicants Management section:
Prevent Duplicates
When checked, this setting prevents external applicants from creating a duplicate profile on the career site. When an applicant creates a profile, if their phone number and first and last name exactly match an existing user record, then the match is considered a duplicate applicant. The match prompts the Forgot Password pop-up to open for the applicant so that they can log in to the career site with their existing profile to apply to the job. The duplicate check is also performed when a recruiting agency submits an applicant. If a duplicate applicant is found, a Forgot Password pop-up appears for the agency user.
If this setting is not checked, then applicants can inadvertently create duplicate profiles by using the same phone number and name but a different email address.
Flag Potential Duplicates
When checked, Flag Potential Duplicates enables applicants to be flagged automatically when a potential duplicate is found in the Applicant Tracing System (ATS). The system checks for an exact match of User Record fields for the applicant. If the similarity threshold reaches 60, then the applicant is flagged as a potential duplicate using the system default applicant flag Potential Duplicate Applicant.
The following similarity weights are applied to the matching criteria that are checked for potential duplicate applicants:
	Field
	Weight

	First Name
	10

	Last Name
	20

	Phone Number
	30

	Street Address
	20

	City
	10

	Zip/Postal Code
	10

	Threshold
	60


If Flag Potential Duplicates is not checked, then the system does not automatically check for potential duplicates.
If Flag Potential Duplicates is checked and then is later unchecked, then the Potential Duplicate Applicant flag is hidden from the following areas of the ATS:
· Manage Candidates Flags filter
· Manage Applicants Applicant (User) Flag filter
· Applicant Profile page of flagged applicants
· Potential Duplicate Applicant option on the Candidate Search page
In addition, checking Flag Potential Duplicates enables the following in the Duplicate Applicants Management section:
· Potential Duplicate Applicants Flagging Threshold field
· Auto-Merge Duplicates field
· Define Matching Points for the User Record Fields section
Deselecting Flag Potential Duplicates disables these options but preserves the values in the Define Matching Points section.
Potential Duplicate Applicants Flagging Threshold
This field is unchecked by default. This field is only enabled and is also required when Flag Potential Duplicates is checked.
This field displays the threshold for automatically flagging applicants with the Potential Duplicate Applicant flag. The system uses the threshold number to identify duplicate applicants. Applicants who are at or above the threshold are considered duplicates and are automatically flagged with the Potential Duplicate Applicant flag.
This field displays the system defined threshold of 60. To change the value, enter a new threshold, up to 100. Decimals are not accepted.
Note: Previously, administrators did not have the ability to configure the threshold. The threshold was system defined.
Auto-Merge Duplicates
This field is unchecked by default. This field is only enabled if Flag Potential Duplicates is checked.
When this field is selected, the system automatically merges duplicate applicants based on the point values configured in the Define Matching Points section.
In addition, checking this field enables the Duplicate Applicants Merging Threshold and Target Profile fields.
Note: Unchecking Auto-Merge Duplicates after at least one duplicate applicant has been auto-merged does not impact the auto-merged applicant. The applicant remains auto-merged.
Duplicate Applicant Merging Threshold
This field is only enabled and required if Auto-Merge Duplicates is checked. This is a required field if Auto-Merge Duplicates is checked.
This field displays the threshold for the matching points that are defined in the Define Matching Points section. The system uses this number to identify duplicate applicants. Applicants who are at or above the threshold are considered duplicates and are automatically flagged with the Potential Duplicate Applicant flag.
To define the threshold, enter a value up to 100. Decimals are not accepted. The value must be greater than or equal to the value in the Flag Potential Duplicates field.
Note: If Auto-Merge Duplicates is deselected, the Duplicate Applicants Merging Threshold field is disabled and the value is grayed out and cannot be modified. The Auto-Merge Duplicates field must be checked again in order to modify the threshold value.
Target Profile
This field is only enabled if Auto-Merge Duplicates is checked.
This field determines which Applicant Profile the system will use to compile all duplicate applications. If a submission meets the merging threshold criteria based on its match to the selection in the Target Profile field, then the submission is considered a duplicate. Note: The selection in the Target Profile field does not signify which duplicate profile will be closed with the Closed as Duplicate disposition. The profile that is farthest in the application process is always the profile with which the duplicate applicant is merged. This only applies if duplicate applicants have applied to the same job requisition and their applications are active.
The following options are available in the Target Profile drop-down:
· Oldest User Record - This option is selected by default. This option uses the first application submitted as the target submission. This means that subsequent submissions that meet the merging threshold criteria are compared to this applicant.
· Last Submitted Application - This option uses the most recently submitted application as the target submission. Note: Applicants who have created a profile but who have not yet submitted an application for the job requisition are not included.
· Newest User Record - This option uses the most recently created user record as the target submission.
Define Matching Points for the User Record Fields
This section is only enabled if Flag Potential Duplicates is checked.
The fields in this section allow administrators to define the weights used in the flagging threshold. The following similarity weights can be defined:
· First Name
· Last Name
· Phone Number
· Street Address
· City
· Zip/Postal Code
Each field in the section displays the default system defined values. To change the values, enter a value in the fields, up to three numeric characters.
The total of the weights displays at the bottom of the list. The values must add up to 100.
[bookmark: _Ref260928433][bookmark: _Toc162002681]Requisition and Applicant Preferences - Employment Types
Employment types can be added to display in the Employment Types field on the General step when creating/editing a job requisition template or job requisition.
To access Requisition Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration


Add Employment Types
To add employment types:
1. Click the Add icon [image: ]. This opens the Add Employment Type pop-up.
2. Enter the employment type in the Name field, up to 50 characters.
3. Click Save.
Note: Employment types display on the job requisition template or job requisition in the order in which they are entered in Requisition Preferences; the order cannot be modified.
The Active box is checked by default and enables the type to display in the Employment Type dropdown on the General step when creating a job requisition template or a job requisition. If unchecked, the type is hidden from users. Changing the active status only affects future instances of creating/editing job requisition templates or job requisitions.
In the Options column, the following options are available:
· Edit - Click the Edit icon to open the Edit Employment Type pop-up and edit the type name. Edits to the name affect all instances of the employment type currently in use on a job requisition template or job requisition as well as future use of the employment type, which also impacts reporting. As a best practice, edits to the name should be reserved for minor corrections to spelling or grammar only.
· Delete - Types can only be deleted if they have not been selected on a job requisition template. Click the Delete icon to delete the employment type.
· Translate - If multiple languages are available for your portal, you can click the Translate icon to translate the name into the other available languages. If a translation is not available for a user's display language, the name appears in the default language defined by the employment type creator.
[bookmark: _Ref-1965699286][bookmark: _Toc162002682]Requisition and Applicant Preferences - Requisition Custom Fields
The Requisition Custom Fields section enables you to add "Position" OU Type custom fields that are configured in Custom Field Administration. The custom fields display on the General step when creating/editing a job requisition template or job requisition. The fields can also be used as tags in offer letters, job ads, and Recruiting and Offer Letter emails.
Note: Inserting tags into modular offer letters requires additional configuration. See Custom Field Admin - Offer Letter.
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration
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Add Custom Field
To add an OU custom field:
1. Click the Add icon [image: ]. This opens the Select Requisition Custom Field pop-up. The pop-up displays all "Position" OU Type custom fields that are available to you. If a custom field has already been selected, it does not display in the pop-up. You can also narrow the list by using the keyword search option.
2. Click the name of the custom field. This adds the custom field and closes the pop-up.
Create Custom Field
You can create a new custom field from within the Select Requisition Custom Field pop-up. To create a new custom field, click New Custom Field in the pop-up. This opens the Custom Field Administration > Organizational Units > Define Field page. See Custom Field Admin - Organizational Units on page 366 for additional information.
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Reorder Fields
You can reorder the fields by dragging and dropping them to the desired position. If the fields are not reordered, they display on the job requisition template or job requisition in the order in which they are added to Requisition Preferences.
Requisition Custom Fields Table
The following columns display in the Requisition Custom Fields table:
· Name - The name of the custom field.
· Type - The value selected in the Type field in OU Custom Field Administration.
· Tag Name - This column displays the tag for the custom field. Requisition custom fields are not available as tags in offer letters, job ads, and Recruiting emails unless a tag name is defined. All tag names automatically begin with CUSTOM., which cannot be modified. Adding a tag for custom fields is not required. Each tag name must be unique. Requisition custom field tags are not available in modular offer letters. Custom fields must first be configured in Custom Field Administration.
· Read-Only - This field is unchecked by default. When unchecked, the requisition custom field can be modified when used in a requisition. When checked, the field cannot be modified when creating and editing job requisitions and requisition requests. Note: Even if the custom field is defined as read-only, the value in the field can still be modified when configuring requisition templates and default requisition templates.
· Required - The box in the Required column is checked by default. Unchecking the box makes the field optional, but the field still displays on the General step when creating/editing a job requisition template or job requisition.
· Options - The following options display in the Options column:
· Edit - Click the Edit icon [image: ] to add or edit the tag name.
· Add Tag Name - If the custom field does not yet have a tag name, then clicking the Edit icon opens the Edit Tag Name pop-up. The Name field displays the name of the custom field.
To add a tag, enter the tag name in the Email Tag field, up to 50 characters. The tag must be entered in all capital letters, with a period after each word except the last word. The field accepts all characters.
Once the tag is entered, click Save. This adds the tag to the Tag Name column, with "CUSTOM." at the beginning of the tag. Then, click Submit to save the tag to the Requisition Preferences page.
· Edit Tag Name - If the custom field already has a tag name, then clicking the Edit icon opens a warning pop-up that indicates editing the tag name affects all areas in which the tag is currently used. Click No to cancel the edit action and close the pop-up.
Click Yes to edit the tag name. This opens the Edit Tag Name pop-up. Enter the changes in the Email Tag field. Once the changes are entered, click Save. This updates the tag in the Tag Name column. Then, click Submit to save the update to the Requisition Preferences page.
Note: When changes are made to a requisition custom field tag name in Custom Field Administration, the system does not automatically update the tag name in areas of the system where the tag is being used. The tag name must be manually updated to the new tag name in all places in which the tag appears.
· Delete - The Delete icon [image: ] displays if the custom field has never been selected on a job a requisition template. Deleting a custom field removes it from all existing requisition templates.
[bookmark: _Toc162002683]Requisition and Applicant Preferences - Requisition Field-Level Access
The Requisition Field-Level Access section on the Requisition and Applicant Preferences page allows administrators to select standard fields and Requisition custom fields that appear on a job requisition and define the access level of the field for requisition owners, requisition approvers, applicant reviewers, and hiring managers. The following access levels are available, depending on the field:
· Edit
· Hidden
· Read-Only
To access Requisition and Applicant Preferences, go to Admin > Tools > Recruit > Requisition and Applicant Preferences.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Requisition Preferences - Manage
	Grants ability to access and manage Requisition and Applicant Preferences. This permission cannot be constrained.
Note: Users with the Requisition: Manage permission will not be affected by Field Level Access settings.
	Recruiting Administration


Use Cases
· Summer is a Hiring Manager and Approver on the approval workflow for a Product Manager requisition that she requested. She only needs to have access to certain fields that she cares about when reviewing her requisition before and after it is posted.
· Veronica is a Requisition Owner for the Product Manager requisition that Summer requested. Veronica needs to review the requisition, since Veronica is also an Approver. In the process of creating the requisition, Veronica also needs to fill out additional fields that Summer cannot see or edit.
· Brianna is a Recruiting Manager and the Recruiting Administrator in the ATS. She wants to determine which requisition fields Summer and Veronica can see and/or edit before and after the requisition is created.
Important Considerations
· If a user does not fall into any of the hiring roles on the requisition, then the permissions defined in Security Role Administration will determine what the user has access to for requisitions.
· Requisition field level access rules only applies when editing or viewing a requisition. This is to ensure that when creating or copying a requisition, all required fields are completed. Requisition field level access will not give users more access than what is currently given based on the existing permissions on the requisition fields. For an example, if a user does not have permission to the Salary Range field, the user will not be able to access that field.
· Requisition field level access is an additional layer of access rules on top of the availability for Requisition Custom Fields. Users still need to be defined in the availability for the custom field in order to get access to the custom field.
· The Read-Only setting for custom fields will continue to be respected. If a custom field is defined as read-only, a user who has edit access for requisition field level access will not be able to edit the field.
· If a requisition field is read-only based on the current requisition status, a user defined with edit access for requisition field level access will not be able to edit the field.
Job Requisition Fields that Can Be Restricted
The access for the following standard fields for job requisitions can be regulated from Requisition and Applicant Preferences:
· Applicant Interviewer(s)
· Applicant Reviewer(s)
· Attachments
· Compensation
· Contact Phone
· Cost Center
· Currency
· Display Title
· Division
· Do Not Allow to Apply
· EEO Category
· Employment Type
· Grade
· Hiring Manager
· Keywords
· Openings
· Primary Location (includes Additional Location(s) added as part of Multiple Locations enhancement for the October ’16 release)
· Priority
· Qualifications (includes Minimum & Ideal tabs)
· Referral Bonus
· Requisition Approvals (includes Approvals sub-section)
· Requisition Description (includes Internal and External tabs)
· Requisition ID
· Requisition Owner(s) (includes Primary Owner and Owners)
· Requisition Status
· Salary Range
· Target Hire Date
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Define Field-Level Access
This section allows administrators to define the access level for certain fields on a job requisition. The administrator can select a field from a list, and then determine the access level for requisition owners, requisition approvers, applicant reviewers, and hiring managers.
To define field-level access:
1. Click the plus sign icon [image: ] to the right of the Requisition Field-Level Access section header. This opens the Configure Requisition Field-Level Access pop-up.
[image: ]
2. Complete the following fields in the pop-up:
1. Requisition Field - This drop-down displays the list of fields for which access can be defined. The fields appear on the General tab of the job requisition. Select the field from the drop-down. Some fields will display additional instructional text below the drop-down to indicate special circumstances about the field. For example, if the EEO Category field is selected, then text appears to indicate that the field only applies for requisitions that fall under the Division organizational unit (OU) for which this field appears.
Note: The pop-up does not identify fields as standard fields or as Requisition custom fields. Standard fields that are not available to select in the pop-up are fields for which visibility is determined by the user's security permissions.
2. Requisition Owner - This field allows you to select the owner-level access. The following options are available:
1. Edit - When this option is selected, the Requisition Owner can edit the field.
2. Read-Only - When this option is selected, the field displays as read-only.
3. Hidden - When this option is selected, the field is hidden from the user.
3. Requisition Approver - This field allows you to select the access for requisition approvers. The following options are available:
1. Read-Only - When this option is selected, the field displays as read-only.
2. Hidden - When this option is selected, the field is hidden from the user.
4. Applicant Reviewer - This field allows you to select the access for applicant reviewers. The following options are available:
1. Read-Only - When this option is selected, the field displays as read-only.
2. Hidden - When this option is selected, the field is hidden from the user.
5. Hiring Manager - This field allows you to select the access for hiring managers. The following options are available:
1. Read-Only - When this option is selected, the field displays as read-only.
2. Hidden - When this option is selected, the field is hidden from the user.
3. Click Save to save the settings. This closes the pop-up, and the field and access settings display in the table.
4. Click Submit at the bottom of the Requisition and Applicant Preferences page to submit the preferences changes.
EEO Category Field
The EEO Category field only appears in the Requisition Field drop-down the in the Configure Requisition Field-Level Access pop-up if the Record EEO preference is enabled. The Record EEO field is enabled in the Compliance Preferences section on the Requisition and Applicant Preferences page.
[image: ]
Requisition Field-Level Access Table
The table in the Requisition and Field-Level Access section displays the fields for which you have configured field-level access. The following information displays for each field:
· Field - This column displays the name of the field.
· Edit - This column displays the role that has edit access to the field.
· Read-Only - This column displays the role that has read-only access to the field.
· Hidden - This column displays the role for which the field is hidden.
· Options - The following options are available in the Options column:
· Edit - Click the Edit [image: ] icon to edit the field-level access. This opens the Configure Requisition Field-Level Access pop-up, from which you can edit the access for any of the roles. Note: The selection in the Requisition Field drop-down cannot be modified.
· Delete - Click the Delete [image: ] icon to remove the field from the table. This opens a confirmation pop-up. Click Yes to delete the field, or click No to cancel the delete action.
Note: Custom fields that are deleted from the Requisition Custom Fields section are automatically deleted from the Requisition Field-Level Access section in Requisition and Applicant Preferences. Even if field-level access has been configured for the custom field, the field is still deleted if it is deleted from the Requisition Custom Fields section.
[bookmark: _Ref-798629314][bookmark: _Toc162002684]Custom Field Admin - Organizational Units
Once the OU Type is set up, the implementation manager or the system administrator can add custom fields to the OU Type. To change the feed and add these new custom fields, contact the Technical Consulting team.
Creating an OU custom field does not automatically map the field to your OU data feed. If you want your data feed to populate the OU custom field, you must first create the custom field and then contact your Global Customer Support to make the necessary arrangements to have the field added to your feed.
For portals with Recruiting enabled, Position OU fields can be created via the Organizational Units tab in Custom Field Administration. These fields can be used as Requisition Custom Fields for job requisitions by adding them to the Requisition Custom Fields section in Requisition and Applicant Preferences. These fields can also be used as tabs in offer letters, job ads, and Recruiting and Offer Letter emails.
To manage custom fields, go to Admin > Tools > Core Functions > Custom Field Administration. Then select the appropriate tab on the left.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Organizational Unit Custom Fields - Manage
	Grant Access to create and edit custom fields for Org Units. This is an administrator permission.
	Core Administration


Search for a Field
The following filters are available to search for an existing custom field:
· Name - Enter search terms in the filter. The field displays results for a partial or exact match to the search terms.
· Field Type - Select a field type from the drop-down.
· Include Inactive - Check the box to include inactive custom fields in the search.
Once all filters are defined, click Search. This refreshes the fields table with the filtered results.
Add Custom Field
To create a custom field, click the Add Field [image: ] icon. This opens the Define field page. From here, you can select the type of field you want to create and define the options for the field if applicable. Information about how to create the specific types of custom fields (i.e., branched dropdown, checkbox, etc.) is available on the "Custom Field Type Options" page in Online Help. See Custom Field Admin - Custom Field Type Options.
Fields Table
This table displays all existing custom fields for the field area. The table is sorted in alphabetical order by name. The Title and Created By columns are sortable. The following information displays in the table:
· Title - This column displays the title of the custom field.
· Type - This column displays the field type, such as radio button or short text box.
· Created By - This column displays the name of the administrator who created the field by last name, first name.
· Active - This column defines the active status of the field. To activate the field, check the box in the Active column. To inactivate the field, uncheck the box.
When active, the custom field is available to use by administrators who meet the field's availability requirements. Inactive custom fields are not available to use.
· Options - The following options are available in the Options column:
· Edit - Click the Edit icon [image: ] to edit the field. The field type cannot be modified when editing the field. See Custom Field Admin - Custom Field Type Options.
· Delete - Click the Trash Can icon [image: ] to delete the field. This option is only available if the custom field has not been used. If a field has been used, then it cannot be deleted and the Trash Can icon does not display. There is no audit history available to view custom fields that were deleted. Please reach out to Global Customer Support if additional details are needed for a deleted custom field.
Add Fields
To add a new custom field, follow these steps:
1. Select the Add Field icon [image: ].
2. Name - Enter a name for the custom field that will be visible to end user.  If multiple languages are enabled for your portal, select the Translate icon to translate the field into other available languages. 
3. Type - Select the appropriate custom field type from the drop-down menu. For organizational units, Checkbox, Date, Drop-down, Numeric, Radio Button, Scrolling Text Box, and Short Text Box type fields can be created. See Custom Field Admin - Custom Field Type Options for information about the options available when creating and editing custom fields.
4. OU Type - Select the type of organizational unit for which this custom field will be visible.
5. Active - Select this option to make the field active.
6. Availability - Define which users have the ability to view and access the custom field. The administrator must set the availability of the field if the field is to appear for other administrators and end users in the application. If availability is not set, then the field will not appear in administrator and end user areas of the application. See Setting Availability Overview for additional information.
7. Click Save. After the custom field is created, it will available when creating and editing an OU. See Create Organizational Unit for additional information.
[bookmark: _Toc162002685][bookmark: _Ref-342210728]Cost Field Management
Applicant Cost Tracking enables organizations to track the cost in the recruiting process. Organizations can gain visibility into how costs are appropriated across the various cost sources, such as travel, interviewing, and recruiting agencies. Costs that are tracked within the system, such as job board posting fees through Broadbean integration, are automatically tracked and updated. Costs can also be added for requisitions and applicants. Reporting capabilities allow recruiters to understand the total recruitment costs for a requisition, the cost per applicant, and the cost per hire.
Recruiting costs are defined at the requisition level and the applicant level. Requisition level costs are typically associated with candidate sourcing for a requisition and generally do not scale with the number of applicants. Examples of requisition level costs are candidate job board posting fees and other advertising expenses. Applicant level costs are directly associated with applicants and can increase depending on the number of applicants and hires. Examples of applicant level costs are background checks, referral fees, applicant travel expenses, and signing bonuses.
With Applicant Cost Tracking, the costs appropriated for each step of the recruiting process can be assessed and measured to better manage an organization's hiring practices.
The Cost Field Management page displays all applicant and requisition level cost fields. From this page, administrators can add, edit, delete, and inactivate cost fields. Once cost fields are created in Cost Field Management, recruiters and applicant reviewers associate costs to the fields. In addition, certain cost fields are provided by default.
To access the Cost Field Management page, go to Admin > Tools > Recruit > Cost Fields.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Config: Cost Field Management - Manage
	Grants ability to access and manage the Cost Field Management page. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration


Use Case
A recruiter for the Sales Recruiting Agency would like to reduce external hiring costs. She evaluates the meal expenses submitted by applicants during the interview process and discovers that the cost of hotel room service meals expensed by applicants is 60% higher than the meal expenses incurred by internal sales recruiters when interviewing applicants, such as catered lunches and offsite dinners. She implements a policy to ensure that the organization provides all meals for onsite interviews.
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· Add Cost Field - Click Add Cost Field to add a cost field. See Add Cost Field on page 371 for additional information.
· Include Inactive - Check Include Inactive to display inactive cost fields in the Manage Cost Fields table.
· Manage Cost Fields Table - The following information displays for each cost field:
· Cost Title - This column displays the title of the cost field. Cost fields are sorted alphabetically by title. This column is sortable.
· Classification - This column displays the classification of the cost field, either External or Internal. This column is not sortable.
· Cost Level - This column displays the cost level of the cost field, either Requisition Level or Applicant Level. Requisition level costs are typically associated with candidate sourcing for a requisition and do not increase with the number of applicants. Examples of requisition level costs are candidate sourcing fees and other advertising expenses. Applicant level costs are directly associated with applicants and can increase depending on the number of applicants and hires. Examples of applicant level costs are background checks, referral fees, applicant travel expenses, and signing bonuses. This column is sortable.
· Type - This column displays the cost field type, either Default or Custom. Default cost fields are the system defined cost fields. Custom cost fields are the cost fields that are created by the administrator. This column is not sortable.
· Active - This column displays the active status of the cost field, either Yes for active or No for inactive. This column is not sortable.
· Options - The following options are available in the Options column:
· Edit - Click the Edit icon [image: ] to edit the cost field. See Edit Cost Field on page 373 for additional information.
· History - Click the History icon [image: ] to view the modification history. Note: Each individual change to the field is not recorded. The date and time that the change was made is recorded, as well as the user who made the change.See Cost Modification History - Requisition Level Cost on page 224 for additional information.See Cost Modification History - Applicant Level Cost on page 222 for additional information.
· Delete - Click the Trash Can icon [image: ] to delete the cost field. A cost field can only be deleted if it is a custom field that does not yet have any associated costs. Default fields cannot be deleted.
· Translate - For portals with multiple languages enabled, click the Translate icon [image: ] to translate the cost title.
· Back - Click Back to return to the Recruitment page.
Default Cost Fields
The Manage Cost Fields table on the Cost Field Management page includes default cost fields. These fields cannot be deleted but can be edited, translated, and inactivated. The modification history for the costs can also be viewed. Note: The system automatically tracks default cost fields.
· Agency Fees - This is an applicant level external cost field that tracks agency fees. The Agency Fees cost field is tracked automatically by the system via the Agency Portal functionality, provided that the functionality is enabled. This field is active by default if enabled during the Recruiting module implementation. When costs are associated to the Agency Fees cost field, the costs are automatically updated each time an applicable cost is incurred, such as a submission fee or interview fee.
Note: The Agency Fees field is enabled by a backend setting. To enable the field, contact Global Customer Support. If the field is disabled, agency fees are tracked on the Cost Details tab of the Requisition Snapshot page for existing requisitions, but agency fees are not tracked for requisitions created after the field is disabled.
· Agency fees are tracked at the following points during the application process:
· A submission is advanced to an applicant by moving past the New Submission status. The interview fee cost is logged when the Interview status is marked complete on the applicant's profile. If the applicant subsequently moves into and out of the status, the cost is not logged. Note: The Interview status does not apply to the On Demand Video interview status. Interview costs are only stored for Live Video interview types; they are stored for In Person or Phone interview types.
· An applicant's status changes to Hired.
· Job Boards - This is a requisition level external cost field that tracks job board posting fees. For job boards associated with Broadbean, the cost is tracked by the system. The cost is automatically updated each time the requisition is posted externally. This field is active by default.
· Referrals - This is an applicant level internal cost field that tracks referral costs. The Referral cost field is tracked automatically by the system via the Referral Suite functionality. Referral costs are logged by the system the first time a referred applicant moves into the Hired status for the associated requisition. This field is active by default if enabled during the Recruiting module implementation.
Note: The Referrals field is enabled by a backend setting. To enable the field, contact Global Customer Support. If the field is disabled after being enabled, agency fees are tracked on the Cost Details tab of the Requisition Snapshot page for existing requisitions, but agency fees are not tracked for requisitions created after the field is disabled.
Related Topics
[bookmark: _Ref558049714][bookmark: _Ref-385757258][bookmark: _Toc162002686][bookmark: concept91]Add Cost Field
Cost fields can be added from the Cost Field Management page. All cost fields that are added by the administrator are considered custom cost fields. Note: Custom cost fields are not considered custom fields in Custom Field Administration and cannot be managed via the Custom Fields functionality.
To access Cost Field Management, go to Admin > Tools > Recruit > Cost Fields.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Config: Cost Field Management - Manage
	Grants ability to access and manage the Cost Field Management page. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration


To add a cost field:
1. Click Add Cost Field. This opens the Add Cost Field pop-up.
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2. Enter a title in the Cost Field Title field, up to 50 characters. This is a required field.
3. Select a cost level in the Cost Level field. This is a required field.
· Applicant Level - If this option is selected, then costs can be associated with this field at the applicant level in the Add Applicant Level Cost pop-up. Note: Costs are added to the field from the Cost Details tab on the Requisition Snapshot page.
· Requisition Level - If this option is selected, then costs can be associated with this field at the requisition level in the Add Requisition Level Cost pop-up. Typically, requisition level costs are costs that are associated with candidate sourcing, such as job posting or advertising fees. Note: Costs are added to the field from the Cost Details tab on the Requisition Snapshot page.
4. Select a classification in the Classification field. This is a required field.
· External - If this option is selected, then all costs associated with the cost field are considered external costs. External costs are cost incurred externally to the client’s organization. These can include applicant travel, background checks, job fairs, entertainment, assessments, etc. Most costs are external costs.
· Internal - If this option is selected, then all costs associated with the cost field are considered internal costs. Internal costs are costs incurred internally to the organization. These are typically referral fees or other expenses that are paid out internally in the hiring process.
5. Define the active status of the cost field by checking or unchecking the Active box. The box is checked by default. When active, costs can be added to the field at the requisition or applicant level. When inactive, costs cannot be added to the field.
Important Note: If a default cost field is inactivated, then the system no longer automatically populates the cost field with the requisition and applicant level costs that are incurred in association with the field. The system retains data associated with costs that have already been stored for the Agency Fees and Job Boards cost fields. However, future costs are not stored. If the Job Boards cost field is inactivated, the option is no longer available to refresh job board posting fees in the Edit Requisition Level Cost pop-up from the Cost Details tab on the Requisition Snapshot page.
6. Click Save to add the field. Click Cancel to close the pop-up without adding the field.
[bookmark: _Ref-2121046315][bookmark: _Toc162002687][bookmark: concept92][bookmark: _Ref2055392244]Edit Cost Field
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Config: Cost Field Management - Manage
	Grants ability to access and manage the Cost Field Management page. This permission cannot be constrained. This is an administrator permission. 
	Recruiting Administration


A cost field can be edited before or after a cost is associated with it.
To edit a cost field, go to Admin > Tools > Recruit > Cost Fields. Then, click the Edit icon in the Options column in the Manage Cost Fields table. This opens the Edit Cost Field pop-up, from which you can edit the field. Editing a cost field is similar to adding a cost field. See Add Cost Field on page 371 for additional information.
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When editing a default cost field, only the title and active status can be edited. All other fields in the pop-up are grayed out and not selectable.
Confirm Edit Pop-Up
If a cost field has at least one associated cost, then the Confirm Edit pop-up opens when the Edit icon is selected. The pop-up indicates that editing a cost field that has at least one associated cost applies the changes to all requisitions to which the cost field is associated. You must click Continue to open the Edit Cost Field pop-up, or click Cancel to cancel the editing of the cost field.
[image: ]
[bookmark: _Toc162002688]Recruiting and Onboarding Integrations Overview
[bookmark: _Toc162002689]Recruiting and Onboarding Integrations
The Recruiting and Onboarding Integrations page enables administrators to manage custom Recruiting integrations. From this page, administrators can view, manage, and edit all custom integrations configured for their portal.
To access Recruiting and Onboarding Integrations, go to Admin > Tools > Recruit. Then, click Recruiting and Onboarding Integrations under General Recruitment.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Onboarding Integrations - Manage
	Grants administrator ability to manage Recruiting and Onboarding Integrations. This permission cannot be constrained. This is an administrator permission.
	Employee Onboarding - Administration



	Recruiting Integrations - Manage
	Grants ability to access and manage the Recruiting Integrations Preferences page. This is an administrator permission. This permission cannot be constrained.
	Recruiting Administration
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The following information appears in the Integrations table for each custom integration:
· Name - This column displays the name of the integration.
· Description - This column displays the description of the integration.
· Application Workflow - This column indicates whether or not the integration can be included in application workflows, either "Yes" or "No."
· Applicant Status - This column indicates whether or not the integration can be used in Applicant Statuses, either "Yes" or "No."
· Onboarding Workflows - This column indicates whether or not an integration provider is available for onboarding workflows. The column displays "Yes" if the an integration provider is available, or "No" if a provider is not available.
· Active - This column indicates the active status of the integration, either "Yes" or "No."
· Options - An edit option is available in the Options column. Clicking the Edit icon [image: ] opens the Integration Settings pop-up to edit the configuration settings for the custom integration. See Recruiting and Onboarding Integrations Preferences - Edit Integration on page 376 for additional information.
[bookmark: _Ref973755716]Recruiting and Onboarding Integrations Preferences - Edit Integration
The configuration settings for custom integrations can be managed by administrators with permission to manage recruiting integrations. The Integration Settings pop-up enables administrators to define the settings for integrations.
Permissions
	PERMISSION NAME
	PERMISSION DESCRIPTION
	CATEGORY



	Recruiting Integrations - Manage
	Grants ability to access and manage the Recruiting Integrations Preferences page. This is an administrator permission. This permission cannot be constrained.
	Recruiting Administration


To define or edit a custom Recruiting integration:
1. Click the Edit icon [image: ] in the Options column on the Recruiting and Onboarding Integrations Preferences page. This opens the Integration Settings pop-up.
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2. Configure the following fields in the pop-up:
· Name - This is a required field. Enter the name of the integration, up to 200 characters.
· Description - This is a required field. Enter a description for the integration, up to 200 characters.
· Available - The following options are available for this field:
· Application - Check this option to enable the integration to be used in application workflows.
· Applicant Status - Check this option to enable the integration to be used in applicant statuses.
· Onboarding Workflow - Selecting this option indicates that the integration provider is available for the onboarding workflow. This option only displays for administrators with permission to manage onboarding integrations.
· Active - When an integration has been implemented and is functioning correctly, the Active box is unchecked. When an integration has not yet been implemented for the portal and needs to be activated, check the Active box.
Note: When the Active box is unchecked, this does not mean that the integration is inactive or not functioning. This means that the integration is working properly and does not need to be activated. Integrations that need to be activated are integrations that are not yet running in the portal and need to have the connections made between the portal and the third party integration provider. Therefore, the Active box needs to be checked to indicate that the integration needs to be activated.
· API Key - Enter the API key. The API key is used for authentication purposes.
· Username - Enter the administrator user name that is used to access the third party application, up to 256 characters.
· Password - Enter the administrator password that is used to access the third party application, up to 256 characters.
3. Click Save to save the changes. Or, click Cancel to close the pop-up without saving the changes.
Note: The administrator user name and password are not used by applicants when completing custom Recruiting integration steps in the application process.
[bookmark: _Toc162002690]Recruiting Integrations - Edge
For information about Recruiting Integrations that are configurable in Edge, see the Recruiting Integrations section in See Integrations Overview..
[bookmark: _Toc162002691]Other Requisition Functionality Overview
[bookmark: _Toc162002692]Job Requisition Form Status Workflow
The following diagram outlines the workflow for the status of a job requisition form:
Note: The "On Hold" status is not included in this workflow. For more information about putting a requisition in an On Hold status, see the in Online Help.
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[bookmark: _Toc162002693]Recruiting Roles
The following roles are available for Recruiting in Security Administration:
	Role
	Description

	Recruiting - Admin
	This role contains the following permissions, with no constraints:
· Applicant and Application Custom Fields - Edit Values
· Applicant Compliance Report
· Applicant Flags Preferences
· Applicants: Access Sensitive Statuses
· Applicants: Add/Move to Requisition
· Applicants: Add to Talent Pool
· Applicants: Ad Hoc Anonymization
· Applicants: Assessment Results - View
· Applicants: Assign Competency Assessment
· Applicants: Assign Training
· Applicants: Comments - Manage
· Applicants: Compare Candidates
· Applicants: Manage Background Checks
· Applicants: Manage Flags
· Applicants: Manage Interviews
· Applicant Sources - Manage
· Applicants: Ratings - Manage
· Applicants: Send Email
· Applicant Status Bank - Manage
· Applicants: Un-hide Hidden Contact Info
· Application Custom Fields - Manage
· Applications by Source and Status Report
· Application Workflow Template - Manage
· Career Site - Manage
· Compliance Enablement Preferences - Manage
· Compliance Question - Manage
· Cost Field Management - Manage
· Cost per Hire Report
· Custom Recruiting Report: Create
· Custom Recruiting Report: View
· Default Requisition Template - Manage
· Hires By Source Report
· Interview Events - Manage
· Interview Guide - Manage
· Interview Management Preferences - Manage
· Offer: Edit Letter Content
· Offer Letter Custom Fields - Manage
· Offer Letter Preferences - Mange
· Offer Letter Template Management - Mange
· Offer: Manage Offers
· Offer: Select Letter Template
· Pre-screening Questions Bank - Manage
· Recruiting Agencies - Manage
· Recruiting General Preferences - Manage
· Recruiting Integrations - Manage
· Recruiting: Search Candidates
· Referral Preferences - Manage
· Referral Statistics Report
· Requisition Details Report
· Requisition: Edit Applicant Review
· Requisition: Edit Application Workflow
· Requisition: Edit Approvals
· Requisition: Edit Attachments
· Requisition: Edit Description
· Requisition: Edit Interviewers
· Requisition: Edit Job Ad
· Requisition: Edit Offer Letter
· Requisition: Edit Owners
· Requisition: Edit Postings
· Requisition: Edit Qualifications
· Requisition: Edit Reviewers
· Requisition: Manage
· Requisition Preferences - Manage
· Requisition Request Preferences - Manage
· Requisition Request: Submit Request
· Requisition: Select Recruiting Agency
· Requisition Template - Application Workflow Template - Manage
· Requisition Template - Manage
· Requisition Template - Offer Letter Template - Manage
· Scheduled Interviews Report
· Requisition: View/Edit Salary Range

	Recruiting - Recruiter
	This role contains the following permissions, with no constraints:
· Applicant and Application Custom Fields - Edit Values
· Applicants: Add/Move to Requisition
· Applicants: Add to Talent Pool
· Applicants: Assessment Results - View
· Applicants: Assign Competency Assessment
· Applicants: Assign Training
· Applicants: Comments - Manage
· Applicants: Compare Candidates
· Applicants: Edit Matching Criteria
· Applicants: Manage Flags
· Applicants: Manage Interviews
· Applicants: Onboarding Notifications - Manage
· Applicants: Ratings - Manage
· Applicants: Ratings - View
· Applicants: Send Email
· Recruiting: Search Candidates
· Requisition: Edit Applicant Review
· Requisition: Edit Application Workflow
· Requisition: Edit Approvals
· Requisition: Edit Attachments
· Requisition: Edit Cost Details
· Requisition: Edit Description
· Requisition: Edit Interviewers
· Requisition: Edit Job Ad
· Requisition: Edit Owners
· Requisition: Edit Postings
· Requisition: Edit Qualifications
· Requisition: Edit Reviewers
· Requisition: Manage
· Requisition Request: Submit Request
· Requisition: Select Recruiting Agency
· Scheduled Interviews Report

	Recruiting - Recruiter Manager
	This role contains the following permissions, with no constraints:
· Applicant and Application Custom Fields - Edit Values
· Applicant Compliance Report
· Applicants: Access Sensitive Statuses
· Applicants: Add/Move to Requisition
· Applicants: Add to Talent Pool
· Applicants: Assessment Results - View
· Applicants: Assign Competency Assessment
· Applicants: Assign Training
· Applicants: Comments - Manage
· Applicants: Compare Candidates
· Applicants: Manage Background Checks
· Applicants: Manage Flags
· Applicants: Manage Interviews
· Applicants: Onboarding Notifications - Manage
· Applicants: Ratings - Manage
· Applicants: Send Email
· Cost per Hire Report
· Custom Recruiting Report: Create
· Custom Recruiting Report: View
· Hires by Source Report
· Recruiting: Search Candidates
· Requisition Details Report
· Requisition: Edit Applicant Review
· Requisition: Edit Application Workflow
· Requisition: Edit Approvals
· Requisition: Edit Attachments
· Requisition: Edit Description
· Requisition: Edit Cost Details
· Requisition: Edit Interviewers
· Requisition: Edit Job Ad
· Requisition: Edit Owners
· Requisition: Edit Postings
· Requisition: Edit Qualifications
· Requisition: Edit Reviewers
· Requisition: Manage
· Requisition Request: Submit Request
· Requisition: Select Recruiting Agency
· Requisition: View/Edit Salary Range

	Recruiting - Recruiting Agency
	· Agency Portal

	Recruiting - Reviewer
	This role contains the following permissions, with no constraints:
· Applicants: Add/Move to Requisition
· Applicants: Add to Talent Pool
· Applicants: Assign Competency Assessment
· Applicants: Assign Training
· Applicants: Comments - Manage
· Applicants: Compare Candidates
· Applicants: Ratings - Manage
· Applicants: Send Email
· Recruiting: Search Candidates


Hiring Manager Role
The Hiring Manager role is assigned in the Applicant Tracking System (ATS) by selecting the user in the Hiring Manager field on the General tab when configuring a job requisition. Hiring managers who are only hiring managers can access many areas of the ATS, including all pages of the job requisition from the Hiring Manager Dashboard, but they cannot edit the job requisition.
Hiring managers are dynamically assigned the hiring manager permission and the permission to review requisitions. See the Security Permissions topic in Online Help for more information about the dynamic hiring manager and requisition reviewer permissions.
Note: For users who are only hiring managers (i.e., they have no other role in the ATS), the Recruit tab does not appear for them until there is at least one applicant for the requisition. Once the Recruit tab appears, the only sublinks in the tab will be Review Applicants and Hiring Dashboard.
Hiring Manager Access and Capabilities
Hiring Managers can do the following in the ATS for applicants who are part of the applicant pool for the requisition:
· Review Applicants Page - Access the Review Applicants page and use all functionality on the page
· Applicant Profile Page - Access the Applicant Profile page with limited functionality:
· Hiring managers cannot change the status of an applicant
· Hiring managers cannot add or view comments on the Comments tab
· Hiring managers can add attachments to the Documents tab
· Hiring Dashboard - Access the Hiring Dashboard page and use all functionality on the page. This includes being able to access all pages of the job requisition as read-only via the Requisitions widget.
· Manage Applicants Page - Access the Manage Applicants page via the Review Applicants page with limited functionality:
· Hiring managers can access the Applicant Profile page for an applicant
· Hiring managers can access the Resume/CV Review page via the Actions drop-down
· Hiring managers can send a Resume/CV Review link via the Actions drop-down
· Hiring managers cannot perform any other actions via the Actions drop-down or perform any other functions on the page, such as sending an applicant an email
[bookmark: _Toc162002694]Rehired Employees
The Recruiting functionality enables you to rehire former employees using the rehire features throughout the system. You can indicate in the user record that an employee is eligible for rehire, and when they apply for an open position, the system will recognize them as eligible rather than dispositioning them from the applicant pool.
How Do I Make a Former Employee Eligible for Rehire?
When an employee leaves the organization, they will need to be identified as eligible for rehire in order for the system to recognize them in the future if they apply to the company again. To identify an employee as eligible:
1. Ensure that you have permission to view users, as well as edit users type and status.
2. Navigate to the user's User Record page.
3. In the Employment Status field in the User Type and Employment Status section, the status must be set to "Terminated" in order for the Eligible for Rehire field to appear.
4. In the Eligible for Rehire field, select "Eligible."
5. Click Save to save the changes to the user record.
Note: Current employees should not be marked as eligible for rehire. This should only be done for employees who leave the company.
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How Do I Make a Former Employee Ineligible for Rehire?
Former employees can be identified on their user record as being ineligible for rehire. When they are marked as ineligible in the Eligible for Rehire field and they subsequently apply for a job with the organization, the Not Eligible for Rehire disposition (configured in Requisition and Applicant Preferences) is used to remove the ineligible former employee from the applicant pool.
Former employees are recognized by the system based on the personal email address they use to access the career site and apply for jobs. The personal email address is defined in the Contact section on the former employee's user record.
What Happens in the System When a Former Employee Is Rehired?
Onboarding
When onboarding rehired employees through the Start Onboarding process on the Applicant Profile page, the following occurs in the system:
1. The user record is marked as Rehired Employee.
2. The Eligible for Rehire field on the user record is no longer checked once the user changes from Terminated to Onboarding.
3. The user's organizational units and employee relationships are reset based on the values defined during onboarding.
If onboarding is canceled, the above are reverted.
Manage Hired Applicants
Since rehired applicants will have a user record in the system, you can update their user record via Manage Hired Applicants by clicking Update from the Employee Info column. The following occurs in the system:
· The user is identified as a rehired applicant in the new Rehire column on the Manage Applicants page. The column displays "Yes" for rehired applicants and displays "No" for non-rehired applicants.
· The user's organizational units and employee relationships are reset based on the values defined in the user record.
· The user's security roles are reset. Note: For former employees who are rehired, their previous security roles will be removed, and they will once again be placed into security roles like any other new user.
· The user record will be populated with the values from the job requisition for which the user was hired.
· Effective dating records are maintained for portals with Cornerstone HR enabled.
· The Rehired Employee field is preset on the user record.
· The user's personal email address that was used on the career site is populated in the Email field.
How Does the Personal Email Address Field Impact the Rehire Process?
The personal email address on the user record is necessary so that when a former employee applies for a job using the same personal email address, the former employee is associated with that user record. The system will recognize that they are eligible for rehire provided that the Eligible for Rehire field was configured as "Eligible" for the user on their user record.
The personal email address helps former employees log in to the career site as a candidate and apply to a job without having to create a new account. The career site account will be associated with the candidate's user record via their personal email address that remained on file with the organization.
This personal email address is also used in the following other areas of Recruiting for former employees:
· Add to Requisition - When a former employee is manually added to a requisition (via Manage Applicants or Candidate Search Query), the email address that the applicant provides when submitting their application via the career site will be populated on their user record.
· Recruiting Agency Submission - When a former employee is submitted via a recruiting agency, the email address that is entered in the Email Address field on the Submission Details pop-up when submitting the applicant will be populated on their user record.
· Career Site - The personal email address that the former employee uses on the career site will also populate the Email field and the Personal Email Address field on the user record. If a former employee is hired, then when the Email field on the user record is populated with the hired employee's company email address, their personal email address will still be available on the user record.
Having a personal email address on the user record also helps recruiters when trying to contact former employees regarding open jobs.
How Is a Former Employee Converted to an External Applicant?
When the system detects that there is activity in the career site for a terminated user, a backend setting is used to convert the terminated inactive user back to an external applicant user.
Note: If the user is ineligible for rehire, they are automatically dispositioned by the Not Eligible for Rehire disposition.
User Record - Effective Dating for Rehires
Effective dating records for rehired employees are maintained through multiple cycles of employment. This enables you to maintain a full record for the employee over time.
The employee's record is maintained when onboarding is started. If onboarding is canceled for a rehired employee, records of effective dated changes that have already taken place will not be removed.
Note: Effective Dating features are only available for portals with Cornerstone HR enabled.
Candidate Search Query
When past employees apply for a job, they can be searched for on Candidate Search Query via the Include eligible for rehire field. The field is selected by default and enables past employees to appear in the search results. The field is available on the Quick Search and Advanced Search tabs, as well as on the search results page.
Having former employees in the search results helps recruiters when they want to reach out to these former employees to apply to open jobs.
Search Results
If users in the search results are eligible for rehire, they are identified by an Eligible for Rehire field in their user card.
Note: Users who are not eligible for rehire do not appear in the search results.
Email/Invite to Apply/Add to Requisition/Add to Talent Pool
When taking actions on candidates who are former employees and are identified as eligible for rehire, the candidate is converted to an external candidate. This means that the candidate will be treated in the system like any other external candidate.
Their personal email address will be copied to their profile page in the career site.
Saved Searches
When saving searches that include the eligible for rehire criteria, the criteria displays in the criteria list for the saved search.
Consideration for Compliance Enablement Preferences
If the Hide internal users that have not completed an application in Candidate Search option is enabled in Compliance Enablement Preferences, then employees who are eligible for rehire are not included in the search results.
How Do I Know if an Applicant Is Eligible for Rehire?
When past employees apply for a job, the Applicant Profile page displays an Eligible for Rehire field if the user has been marked as eligible to rehire on their user record. This helps identify when an applicant is a past employee.
The field will indicate "Yes" when eligible for rehire.
Frequently Asked Questions (FAQs)
What happens when a former employee is dispositioned from a related requisition?
If a former employee applies to related requisitions and is dispositioned from one of them, they are also dispositioned from the other requisitions to which they applied.
How do former employees access the career site to apply for jobs as former employees?
When former employees attempt to access the career site, they will be sent an email to reset their password. This allows them to access the career site and apply for jobs using their previous applicant information.
How does the system know an applicant is a former employee?
· The former employee is marked as "Eligible" for rehire in the Eligible for Rehire field on the user record.
· The former employee access the career site using the same personal email address that is on their user record and applies for the job via that account on the career site.
Does the former employee's personal email address that they use to apply to jobs get added to their user record when they are hired?
Yes. The personal email address that the former employee uses on the career site will also populate the Email field and the Personal Email Address field on the user record. If a former employee is hired, then when the Email field on the user record is populated with the hired employee's company email address, their personal email address will still be available on the user record.
What happens when a former employee applies to a job using Apply with Seek or LinkedIn?
Former employees who apply via Seek or LinkedIn using the same email address that matches a previous email address in the system will be informed that they already have an existing account in the career site. This prevents the creation of duplicate applicants.
	 
	csod.com
	


	 
	csod.com
	1


image66.png
Cancel Pending Changes x

There are outstanding pending changes for tis requsiion. Manually updating th status o Open wil
remove all ponding changes. Are you sure you wani o update the satus fo Open'”





image67.png
Recruiting Approvals

R
=
Fensnars - ]

oy = — bt v ®
Senior Software Engineer Gitlum, Stephanie PendingApprovl s sasen V(O
System SupportTrainer Gitium, Stephanie S ———
Engincer ntem Megasi, Josh Pending Approval oot trzew VO
Product Manager Russell, Ty Pending Agproval amnon e VO

Jameson, Pete





image68.png




image69.png




image70.png
e
(% Add Batch Comment





image71.png
7l
4 Add Comment





image72.png
Requisiti

Appre

Pendng (0) | Past

Recuaiion Rarma ] [Brmar 5[ & seorcn (4 Rosus)
Reauisiton Ownerts) Status Decisin  Decision Date Comments
Customer Service Representative il A

sl PendngApproval o/ Approved  11/162012349PM  View Comments





image73.png
Requisition Requests

@ Create New Request

‘Submitted Requests
205 Tils All Statuses. | [ search
(1 Results)
Job Title. Request Reviewers Submitted Status. Requisition ID Options

Accountant 91212013 8:37 AM Pending [EYE Ao





image74.png
REQUEST INSTRUCTIONS

‘The following instructions will display when creating a requisition request. Instructions are optional.

REQUEST FIELDS

Manage the fields that are available and required when creating requisition requests. Only custom fields that are enabled in
Requisition Preferences can be applied to requisition requests. The ‘Position feld s aways required.

Active Field Type Required
¥ Postion Standard ¥
[ Reauisiion Template Standara O
[ Display Job Tite Standara O
@ Dwision Standara O
[ Location Standara O
M Address Standara O
o Grace Standara O
[] GCostGenter Standara
[ Contact Phone Standara O
™ Employment Type ‘Standard [m]
@ Curency Standara O
M Compensation Type Standara O
[ Compensation Range Standara O
[l Referal Bonus Standara O
[ Description Standara O
¥ Qualfications Standara O
@ Owners Standara O
[ Revewers Standara O
[l Hiring Manager Standara O
M Interviewers Standara O
M Atachments Standara O
@ Priorty Standara O
[ Number of Openings Standara O
[l Target Hre Date Standara O
M Jooaa Standara O
REQUEST REVIEWERS

~

Define the users that are responsible for reviewing requisition requests from this Organizational Unit. When a requestis
submitted, all reviewers il receive the request simuitaneously. At least one request reviewer is required

Reviewers: [Select OU Criteria

T Moore, Tasha (tmoore) Dinclude Subordinate
T Ross, Chase (cross) Dinclude Subordinate

(] venwrite custom settings for all child Divisions. To apply new options, you must reset all of the subordinate Divisions' preferences.
Ifthis is not checked, the preferences willonly apply to new Divisions which are created





image75.png
Requisition Request

= o e
Rocuistion Tompite: [Sarr corporme acovmant ]
Dsplay JobTHO:  SairCoporte Acourant
L —
e e —
Aatross: tvusa 2
Grade: [emie 5
ComactPRone: 3107570200
EmplomentTyoe: ks~ @ FulTime
Gurrencr: nsad s o
Compensaton: suay + Ramge Siseeeows | Ta Sisaeea o
ReteralBonus: s 15000000
Doscrbten: [ iamar | Etena
iy
Cevde s secs o o Cororte Acouning dgarima.avazes inancil
e st i e e ot s
e R
/ bsisn | &>
QUi | igeal |
»7u
7 Design | <> HTML
Requisition Owner(s)

User e 35 Owners aregen o managemen s forh restonand access oo submasins.

Ownertsy: & Add Owner(s)
B Moore, Tasha

Applicant Reviewer(s)

e Hanaer

Reviewers): © Add Reviewer(s)
0 Howard, Brad
B Flores, Lnda

Applicant Interviewer(s) (3

User e s o re o e 868 0 SUbasons s sch e o e 145 UaGrs o b lctad i ay apicat st
wonh viarvw e

tervewers): & Add Interviewer(s)
@ choBon
0 ot B
0 Abert Maria

ATTACHMENTS

Aach upoen (10) documents. & Add Attachment.

Document e Upload User

LA ——
Openings: ¢ Elon Gaing
Targetire Date: [[T72073 3 (Target hir date of st opening)

(Ccancer ) (ext ]





image76.png
Create Requisition Request

s

“Each requisition must have a valid Requisition Facility Location Address to be searchable with geolocation. Geolocation is powered by Google. Additional location(s) can be:
added in order to make the requisition searchable in many locations on the Career Site. When location constraints are considered when determining whether internal Recruiting
users should have access to the requisition, the requisition will be available if one or more of the requisition locations falls within the user’s constraints.

Job Title Accountant x

Requisition Template Senior Corporate Accountant | X

isplay Job Title Senior Corporate Accountant

East x
Location New York x
Address NYUSA @
Grade Grade
Contact Phone 310-752-0200
Employment Type Full-Time v | @ FullTime O Part Time
Currency United States Dollar v
Compensation Salary v
Range §13000000 | To /15000000
Referral Bonus $ /150000
Edenal | Intemal
BYAEYEEO-C-EQ®Q-B =

FontName =~ Szev B 7 U ahe x* : ArOO-rESE=sE =@

Analyzes financial information and prepares financial reports to determine or maintain record of assets,
liabilities, profit and loss, tax liability, or other financial activities within an organization.

@ Description

@k

Minimum | Ideal
EYBEEO-C-EQ®Q-B-

FontName v Szev B 7 U ahe x* X% A v 07
@ Qualifications

E=EN o> e
Requisition Owner(s)

Users listed a5 Primary Owner’ or ‘Owner(s) are given partial management rights for the requisition and access to all submissions. Approval workfiow is based on the Primary Owner.
Ifthe Primary Owner is removed, that user becomes an ‘Owner. Use the Delete icon to remove any ‘Owner'.

+ Add Ownerls)

Owner(s) B User,Ary [

P Applicant Reviewer(s)

Users listed as ‘Reviewers'are given access to all submissions. The Hiring Manager'is the primary reviewer and can be used as a dynamic role for emails and approvals.

Hiring Manager Meria Albert x
+ Add Reviewer(s)

Reviewer(s) @ Howard,Brad
@ Flores Linda

Applicant Interviewer(s) (7]

Users listed s Interviewers' are only given access to submissions that are scheduled for interviews. These users can be selected in any applicant status with the Tnterview type.

+ Add Interviewer(s)
s & Cho,Ben
Interviewer(z) @ ot Bil
@ Albert, Maria
ATTACHMENTS

Attach up to ten (10) documents. o Add Attachment

priority Please Select v
Openings. [ On Going
Target Hire Date B8 (Target hire date of first opening)

Cancel | (NS





image77.png
Create Requisition Request

General Job Ad

@ Extemal Site Interal Site Mobile
View Tags
BYRAEYBEEO-C-E6Q B

FontName + Szer B 7 U ahe x* X: A~ O
JOB.TITLE

|/ Design [ N
Back Cancel Submit Request





image78.png
Submitted Requisition Requests

[ |

2/26/2021707 AM | Declined

Accounting Manager Tosha Moore
Accountant Tasha Moore 202017913 AM | Accepted w2 B
(2 Results)

Back





image79.png
‘Comments X

[The request cannot be granted at this time due to budgetary
|consraints.

Declined by Tasha Moore. 9/12/2013 12:46 PM





image80.png




image81.png
prory:
Openings: [lon Going
Target Hire Date: [10/37/2012 | (Target hire date of first opening)

[Ccancer ) (ext ]





image82.png
Declining a requisition request cannot be undone. Are you sure you want
to decline this request?





image83.png
Requisition Snapshot: Chief Technology Officer (req17)

Submison et | CostDuts
Raistion s 0pen
prany: Hon i |
potngs: 5 |
owsopen: 34
Open: 1 e —
Submisson Socer: 5 CasrCotr
12 Canwsies smacrns i
M e ofertaer
4 Linkedin ed
+ 21 Rty
$ 1o hassawamaty cones |
Tt suprsions: 62 e e e s wm
ActweAppcars: 38
ALLSUBMSSONS 2 A srsnion
(srosy
Name Subricnion source g P,
Connauntogion s onser L T
[r— anson onser P I .
Jossh ichasson nszon Cuvwbuten RARAT QRang) e 2
- nson ecwrse ks R e 2
[ —— nszon L





image84.png




image85.png




image86.png
Add Submission: Executive Assistant Manager (req9)
Job Details

ADD EXISTING APPLICANTS & Applicant Bank & Employee.

Add As:
New Submission
@® Applicant

‘Send Email To:
¥IPotential Applicantis)
MIRequisition Owner(s)

Source:

‘Submit to Requisition

CREATE NEW APPLICANT

Resume/CV

Contact Information

Prefix:  First Name: Middle Name: Last Name: Suffix

Phone:

—

Email Address:

Address Line 1.

Address Line 2

city: State / Province:  Zip / Postal Code:

=

Add As:
New Submission
® Applicant

‘Send Email To:
Potential Applicant
Requisition Owner





image87.png




image88.png
Requisition Snapshot: Chief Technology Officer (req17)

[eUT—,

o viom g
oo 3100 somyrens -

[
Y ——

e = ey [re—— opteon

Prsswsny s Sy nanors za

. s Sy oz 2a

p—r—

ye——

[T Courae et weaready  usiosmes  opuams

O smsasna s2smen o O
L R oo S S 1 )
e Hr T a—" e @@
[ s00  owmenw  oemz @0
T S cwmen @a

O stnen e D s e o

[CET———— @ s wame o

O e Er P woone 0
s s swmens oz 20
T Pme e Wmm3 20
Resersmns 188 e wman  ga

O dmessmeon  onmeien @ tan S0 wame o





image89.png
Akt Applcant Love Cost x

AppcantName: Jessca St
ot Tl -
Amoun: w0
[ — |
AddComment:





image90.png
Add Cost for Muliple Applicants. x
Applicant Name: 3 Selected
Cost Title: Travel -

Amount: usp

Cost Allocation:

AdG full cost entered to each selected applicant
© Divide full cost entered across allselected applicant

Add Comment: <

(Csave ) (cancel ]





image91.png
‘Add Requisition Level Cost

CostTite: Seioct -
Amount: uso
oate ncurea: [
Add Comment:





image92.png
J——

e | [ o
[ym——
O o e @ e my s o
T o s e e o
o o s oy 98
e i o -
o v DU
— o e e 48
O s @100 o om0
O omsn  cow @ v o
[E— s svinso oo
p o T
e e’ e 28
Toriow i Swme nmas 28
L sm —





image93.png
[Requisition Snapshot: Attorney (New York) (req342)

opumes

oo

oo -

it -

o

i





image94.png
‘Modication History

Applcant Name: Jessica Smith
Cost Tite:Travel

Amount Hodtied By Dato and Time"
50000 JeftRecnuter 1216201250356 P
40000 AsheyRecuter 1215201250356 M
s20000 salyRecruter 1215201250356 P

Tine Zoe: (GHT.0800) Pocitc T (U5 Cansi)

Comments
e Food and eterainment

Aded o and hote forthe candidate following e
ipto headquarters

Adged ightcosts





image95.png
"Modfcation History x

Cost Tie: Printadvertsing

Amount Modfied By Dato and Timo" Comments
100000 JeftRecnuter 1215201250356PM  Added cost ortaking ilboards down
sa0000 Ashiey Recruter onsaoizsoasspw  Added costiorposting o bilboards on he 405

fteeway and he 110

$20000 sallyRecruter T1SR01250356PM  Added Times printcosts

i Zore: (GHT-0800) Poci Tre (US 8 Canad)





image96.png
[Requisition Snapshot: Chief Technology Officer (req17)

Reton s Open
e 1

Consurcn: Fase ApwyToes oot
1100 Saammicnacis s e ot
R
o Toamvec
Aetentocoss
T e——
Cone o Mosnesoy Latuoanes opsen
omaus sz - e 2a
ORI ssmon Sy naazers 2a
. Ry Sy zors 2@
Aot oot
[ PT——
[S T e Ao Mostas®y  Usibostes  Optons
0 sesa smn s S [rere— pmae O
Somsmescmtons S0 wnens e @@
soveyrons Russvcorene . s @8
e S0 [ L |
o crck sa00 P woanz @@
ot e Sonecr 02 @a
Eee— e T s e o
e S— cores @ o [— 1o °
0 e e © sviouo oz 0
o Sgow  ommewn  nmoz 23
maoscres S0 S wmwn @4
O somessuson ot @ T ssaoo ey





image97.png
Edit Requisition Level Cost

Cost Title: Job Boards

Add Comment:

Accountinglobs.com: 5000 s
Careerbuldercom: 5000 s
Jobs.com 5000 R L
Monster.com: 5000 s
Other: 0.00 usD o
Date Incure

(Csave ) (concer )





image98.png
Edit Applicant Level Cost

Applicant Name: Jessica Smith
Cost Title: Agency Fees

Submission Fee: 0.00 usD
Interview Fee: 100.00 usp
Hire Flat Fee: 0.00 usD

Hire % Fee: 1000.00 usp
Hire Type: © Hourly salary

Date Incured: [111772013___ [

Add Comment:

(save ) (cancar ]





image99.png
Edit Applicant Level Cost

Applicant Name: Jessica Smith
Cost Title: Travel

Amount: 600.00 usp

Date Incured: (1172872012

Add Comment:

(ave ) Ccancel ]





image100.png
Edit Requisition Level Cost

5

Cost Title: Job Boards

Accountingjobs.com: 50,00
Careerbuilder.com: 50.00
Jobs.com 5000

Monster.com: 50,00

Other: 0.00

s
s
uso
uso
uso

Date Incured: [1117/13 ]

Add Comment

(v ) (cancar)





image101.gif




image102.png
Edit Requisition Level Cost

Cost Title:

Amount:

Date Incured

Add Comment;

Print Agverising
50000 usp

52012




image103.png
Requisition Level Costs

© Add Requisition Level Cost
CostTitle

Job Fair

Amount

$5,00000

Modified By

Tasha Moore

Last Modified

1011912020

Options

(1 Resut)





image104.png
Manage Position

Build your organization's hierarchy of the organizational units by defining parent and child associations.

Select Organizational Unit
v
Position
+ Add Position
Position Position ID

Q search

[ include inactive

s
© Accountant Accountant Yes &z
© Accounting Manager Accounting Manager Ves & @
© Adminstative Assistant/Bxecutive | Adrministrative Assistant .

e Executiv v ® @

Secretary Secretary





image105.png




image106.png
Requisition Templates

Create multple requisition templates to be used wnen creating requisitions. At least one acive template is required in order to create requisitions for his position

@ Add Template  (Jinclude inactive

(1 Resu)
Template Title Template Description Active Options
Accountant Accountant Yes @





image107.png




image108.png




image109.png
General®

Job Ttle: Accounant
Template Tite: [
Template Descipion: ‘

Actie: 4

et ot v v et iy Loceion 1 b el gt Gcocaonis pomrd by Gl Ao st e
e s o e g o e A i S o o 1 g Ve Bt oy
T o o s e o e e e Gl s i
@ Disptay b Titke: | o
b
oo
Nk o s @
Gt
P — |
[ —]
© 60 Catogory e st 9]
topoyment Type e S V10 ke O Paine
curer
[ — S w—)
L —

O >75% et

intemal @

BYAEYRED C-BOQB
Times NewR.. = B/ UlimxuA-o-ESamiEER

Anslyzesfncil iformation and prepares fnancal rsports o detemine o maintanrecord of
st bt proft and s, o ik, o e Foancil st wabin sn orgaricstion.

. o

Quafiatons: | inimum | 1deal
3 Refresh from Posibon
BYAEYEED C - BOQ- B EMamgEs
Times New R+ B/Ukx XA -0 =38

o L
C

Requisition Owner(s)

ners bt - Prary Ounr r Ouers e v D g gt o 8o 3 c<es 0 umsans. A7 worfo s s o h Py v
f e, Bt e bciomes 0 Owrr” Ust e Dl €0n 10 o 3 Ot

Primary Owner: Py Ot )l
Ownert: & Add Ownerls)

‘Applicant Reviewer(s)
e bt Reviers v gven s o s The v Marsger s 1 e s 34 41 b e 38 4y e b et s gprvan

@ iing Mansger: [Jr
Reviewers: o Add Reviewsrs)

Applcant Interviewer(s) 3
Unr e e e oty 530 585 . e . hee e I 4 A kvt v e

Interviewers: o Add nerviewers)

ATTACHMENTS.

At up o en (10 documents. o Add Atiachment

Document Tite Upload Usor

Define 2 approval workfow fo the job requision. ndicate i the approvel worklow i sequentil or concarrent. @

‘Status List

e .. |




image110.png




image111.png
Manage Field Visibility

Field Visible on Requisition

Additonal Location )
Grade )
Cost Center )
Contact Phone )
Range )
Minimum Qualfications )
Ideal Qualifcations )
Keywords )
Ownerts) @
Hiing Manager )
Reviewers) )
Applicant Interviewer() @
Attachments )





image112.png
o




image113.png
Dlouaiiticaions:

Minimum Ideal

23 Refresh from Position

EYBEEO-C-EQ®Q-B-
FontNeme - Szer B 7 U ahe x* X: A~ O

+ Bachelor's degree
+ CPA license
+ Accounting software

N <>

@ eywords i





image114.png
[ e oo

Job Title: Account Manager

Template Title: [Account Manager - Calfornia 19

Template Descript

: [account Manager 2

Active: 7]





image115.png
DETAILS

“Each requisition must have a valid Requisition Facility Location Address to be searchable with geolocation. Geolocation is powered by Google. Additional location(s) can be:
added in order to make the reqisition searchable in many locations on the Career Site. When location constraints are considered when determining whether internal Recruiting
users should have access to the requisition, the requisition will be available if one or more of the requisition locations falls within the user's constraints.

Disply Job Tite: izt ‘
Division:
Location: || os Angeles Ed

Address: CAUSA 2

Grade:
Cost Center:
Contact Phone: [110.752.0000 ]

EEO Category:
Employment Type: [Full-Time __V|@® Full Time O Part Time.
Currency:
Compensation: [Houry V] Range: 3000 | 7o lion ]
Referral Bonus: sl50000 |





image116.png
DESCRIPTION AND QUALIFICATIONS

Description:
o= External | Internal
[ Clone Extemsl Desciption
2 Refresh from Positon
BYRAEYEEO-C-EQ®Q-B ad Aa 9

FontName = Sizev B 7 U ahe x* Xz A~ &1~ =

All responsibilities are completed in house. No travel required. Analyzes financial
information and prepares financial reports to determine or maintain record of
assets, liabilities, profit and loss, tax liability, or other financial activities within an
organization.

<> HTML

liications:
&= Minimum | Ideal

BYRAEYBEEO-C-E6Q B
FontName v Szev B 7 U ahe x* X% A v 07

<3 HTML

Keywords p: [





image117.png
Qualifications:

Minimum | Ideal

(Byassas-c-300-3

[Fontheme ~[Szer| B 2 U abe x* X A~ -

| Design | <> HTML





image118.png
Requisition Owner(s)

Users listed as ‘Owners' are given partial management rights for the requisition and access to all submissions.

Owner(s):

@ Add Owner(s)
@ Perry Williams
@ Adam Milton





image119.png
Applicant Reviewer(s)

Users listed as ‘Reviewers' are given access to all submissions. The Hiring Manager is the primary reviewer and can be used as a dynamic
ole for emails and approvals.

Hiring Manager: @ Add Hiring Manager





image120.png
Applicant Reviewer(s)

Users listed as ‘Reviewers' are given access to all submissions. The Hiring Manager is the primary reviewer and can be used as a dynamic
ole for emails and approvals.

Hiring Manager: & Add Hiring Manager

Reviewer(s): & Add Reviewer(s)
@ Adam Mitton
@ _Anna Bernick





image121.png
Applicant Interviewer(s)

Users fited as Interviewers'are only given access to submissions that are scheduled for nterviews. These users can
be selected in any applcant sttus wih the nerview” type.

Interviewer(s): & Add Interviewer(s)
T Albert, Maria
T Cho, Ben
T Elliot, Bill





image122.png
ATTACHMENTS

Attach up to ten (10) documents. & Add Attachment

Document Titie Upload User UploadDate  Options.

Finance Team Outine ‘Tasha Moore [tmoore] 91112013 B®

‘Acme Company Ovenview ‘Tasha Moore [tmoore] 91112013 B®





image123.png
Select Approvers

‘Add approvers for this requisition. You may select Next Level Manager more than
‘once for muttple levels of indirect manager approval

Remove Name
og Manager

og User

Add Name

NA  Manager
& NexLevel Manager
@ Corporation Approver

o User
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APPROVALS

'Define an approval workflow for the job requisition. Indicate ifthe approval workflow is sequential or concurrent,

B 1 Manager
o 2 Next Level Manager

o 3 Corporation Approver

B User [uaer 3] OR [Uaer )|
T 5 use °
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Edit Status List

X

‘Add or remove statuses to customize the status listfor the requisition template o
restore the default status list.

[TJRestore Default Status List

Remove

og

Add

Status.
Ofer Lefter
Interview

In Review

Hired

Closed

Status.

Phone Screening

Background Check
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T Phone Screening
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Sensitve
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Status List[Z

Modify the defaul status it by adding or removing statuses. Drag and drop to define display order, indicate if  status is required.

siatus - sonitve Roquiea| AUIOASSn ProEmpioyment  Auto. "ty ipostion
@ mRevew Revew o o B v
@ Phone Screening Other O [u] o ~
o meve merien o o B v
@ Background Check Background [u] O o ~
fs
@ Offer Letter Offer Letter O [u] o ~
Closed Closed O
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General Job Ad Applicant Review

‘External Applicant | Internal Appicant | Recruiting Agency

“The following workfiow will be used for external applicant submissions. Once a requisition s submitted, the application workflow cannot be changed. If the requisition is
posted on a mobile optimized career site, the applicant will be able to apply with a mobile device. The application workflow components noted with the mobile icon will
be applicable in the apply with mobile workfiow.

SelectTemplate:(Custor) (Custor) /] Apply ] Custom

(custom @
&% submit appiication 0z
100% Preview

Back | Cancel = Save (N3
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Applicant Review®

General Job Ad Application Workflow

In Review (Type: Review) A

Status Change Emals: 0

Phone Screening (Type: Other) A

Status Change Emals: 0

Interview (Type: Interview) A

Interview Type: [On Demand Video Interview
OnDemand Video Interviews are only defined at the Requisition level.

Add Video Interview Reviewer(s) &

Name.

No Video Interview Reviewers selected.

Status Change Emails: 1

Background Check (Type: Background Check) A

Status Change Emails: 1

Offer Letter (Type: Offer Letter) A

Offer Template [Offer Letter Template ME]

Offer Approvals & (%)

Define an approval workflow for offer letters. Indicate if the approval workflow is sequential or concurrent and if approval steps are required or notification only. Add
approvers manually or copy from Requisition Approvals.

B[] Mansger

@ Approval Required O Nofification Only

B[] HiingManager

@ Approval Required () Nofification Only
Status Change Emails: 0

Hired (Type: Hired) A

Status Change Emals: 0

Closed (Type: Closed) A

Status Change Emals: 0

Back | | Cancel | Save
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91 ] Manager

® Approvalrequired O Notficaton orly

T2 ] User [andrevs, sanete Gandrs) %] @

® Approvalrequired O Notficaton orly

G| User [atmires, v A %] @

© Approval required @ Notification only

Hiring Manager
© Approval required O Notification only





image136.png
91 ] Manager

® Approvalrequired O Notficaton orly

T[] User [andrevs, sanete Gandrs) %] @

® Approvalrequired O Notficaton orly

G| User [amires, v amies %] @

© Approval required @ Notification only

@[] Hiing Manager

© Approval required O Notification only
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91 ] Manager

® Approvalrequired O Notficaton orly

T[] User [andrevs, sanete Gandrs) %] @

® Approvalrequired O Notficaton orly

T2 | User [atmires, v A %] @

© Approval required @ Notification only

@[] Hiing Manager

© Approval required O Notification only
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91 ] Manager

® Approvalrequired O Notficaton orly

W [2 ] User [Andrave sansite Gandrens) %] OR [Brooks. Wyt (vhrooks) X
® Approvalrequired O Notficaton orly
@B ] User [timires, tarc (vatimires) %] @

© Approval required @ Notification only

Hiring Manager
® Approvalrequired O Notfic
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Interview (Type: Interview)

Interview Type:
On Demand Vidso Interview v

OnDemand Video Interviews are only defined at the Requisition level.

Add Video Interview Reviewer(s) &
Name.

T Callan Hudson
T Grady Johnson

T Pedro Gonzales
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Interview

Type: Interview

Interview Type: Scheduled Interview -

© select Guide O Upload Guide

Interview Guid

Add Interviewer(s) &

Name. Interview Guide

T Callan Hudson Please Select

T Grady Johnson Please Select

T Pedro Gonzales Please Select

o Guide
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Interview Type: Scheduled Interview -

Interview Guide:

Add Interviewer(s) &
Name.

T Callan Hudson
T Grady Johnson

T Pedro Gonzales

Select Guide  © Upload Guide () o Guide

Interview Guide
 Aftach Guide
 Aftach Guide

 Aftach Guide
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Type: Interview

Interview Type: Scheduled Interview

(e Select Guide O Upload Guide

Add Interviewer(s) &

Name Inerview Guide
T Callan Hudson No Guide
T Grady Johnson No Guide

T Pedro Gonzales No Guide

© 1o Guide
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Job Ad Application Workflow Applicant Review

Default Requisition Template option is activated by checking Default Requisition Template checkbox in Requisition Preferences of the Admin section

DETAILS o

“Each requisition must have a valid Requisition Facilty Location Address to be searchable with geolocation. Geolocation is powered by Google. Additional location(s) can be
‘added in order to make the requisition searchable in many locations on the Career Site. When location constraints are considered when determining whether internal Recruiting
users should have access to the requisition, the requisition will be available if one or more of the requisition locations fall within the user's constraints.

2

Display Job Title:
Division:
Location:
Address: No Address [
Grade:
Cost Center:
ComtactPhone:[ ]
Employment Type: [Please Select V| @ Full Time O Part Time
Currency:
Compensation: [Plesse Select | Range: [ ] Tor [

Referral Bonus: ]

DESCRIPTION AND QUALIFICATIONS.

Description:
= External Internal

EXBEBO-C-EQ@Q-BE-Suang

FontName + Szer B 7 U ahe x* X: A~ O

<> HIML

Qualifiations: | \finimum | 1eal
EY®mED-C-B@QQ-B-=umqs
FontName = Sizew B 7 U ahe x* X« A~ &1 E
Keywordsi: [
HIRING TEAM
Requisition Owner(s)

Users listed as Primary Owner or‘Owner(s) are given partial management rghts fo the requisition and access {o allsubmissions. Approval workllow s based on the Primary Owner. I the.
Primary Ouwner is removed, that user becomes an ‘Ouner. Use the Delete icon fo remove any Owner-

Primary Owner: [Primary Owner £l

Owner(s): @ Add Owner(s)

Applicant Reviewer(s)

Users listed s Reviewers'are given access {0 al submissions. The Hiing Manager is the primary reviewer and can be used a5 a dynamic role for emals and approvals

Hiing Manager:

Reviewer(s): & Add Reviewer(s)

Applicant Interviewer(s) (3

Users listed as ‘Interviewers' are only given access to submissions that are scheduled for nferviews. These users can be selested in any applicant satus with the “Infervew type.

Interviewer(s): @ Add Interviewer(s)

ATTACHMENTS

Attach up to ten (10) documents. & Add Attachment

Document Titie: Upload User Upload Date Options.

APPROVALS &

Define an approval workflow for the job requisition. Indicate if the approval workflow is sequential or concurrent.

Status List[2

[ Overnrite custom settings for sl child Diisions. To spply new options, you must reset il o the suborcinate Divisions’ preferences. I this s not checked, the preferences il
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Activate Auto-Assignment, Auto-Progression, and Auto-Disposition

Activation will enable the ability to configure auto-assignment, auto-progression, and auto-dispositions to statuses. This is
a portal-wide change that will allow administrators to auto-assign pre-employment verifications, as well as auto-progress
the candidate to the next status or auto-disposition them, based on the results of the pre-employment verification.

This feature can be turned off after activating.
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Account verification required

We need to verify your e-mal address. We sent a
verification link to dnorris@gra.

1 you do not receive an e-mal or if your link has.
expired, click here to request a new verification
link.

<< Search jobs
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Account verification unsuccessful

The verification link s no longer valid. Please click
here to request a new verfication link.

Search jobs
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Feature Activation Preferences

/' Activation Complete

Activate Manage Candidates

Activation will enable the Manage Candidates experience. This is a portal-wide change that will enable users to view and take action on all of their
candidates across requisitions on a single, mobile-friendly page. As a result, users will no longer need to navigate between the Manage Requisitions,
Manage Applicants, New Submissions, and Suggested Referral pages. The Manage Candidates page will be available to users with the Requisition:
Manage and Requisition: Owner permissions.

After self-enabling, users willstil be able to access and use the Manage Requisitions, Manage Applicants, New Submissions, and Suggested Referral
pages as they would normally. The Manage Candidates page will be accessible by its own link in the navigation menu.

In turning on this feature, you agree on behalf of your organization that candidate data may be copied from Cornerstone servers and placed into
Amazon Web Services. Any such data will be encrypted prior to being placed into Amazon Web Services.

/' Activation Complete

Activate Auto-Assignment, Auto-Progression, and Auto-Disposition

Activation will enable the ability to configure auto-assignment, auto-progression, and auto-dispositions to statuses. This is a portal-wide change that will
allow administrators to auto-assign pre-employment verifications, as well as auto-progress the candidate to the next status or auto-disposition them,
based on the results of the pre-employment verification.

This feature can be turned off after activating.

/' Activation Complete

Activate Modular Offer Letters

Activation will enable the Modular Offer Letter experience. This is a portal-wide change that will enable Administrators to create Sections (small
paragraphs) that can be added to Offer Letters and Offer Letter Templates. As a result, Recruiters wil be able to create Offer Letters much faster. In
addition, Administrators will be able to prevent recruiters from editing selected sections of an Offer Letter Template.

After self-enabling, users will not be able to access and use the old Offer Letter Experience. As data migration is involved, it may take up to 1 hour for the
functionality to be fully activated and for all the data to appear in your portal.

In turning on this feature, you agree on behalf of your organization that candidate data may be copied from Cornerstone servers and placed into
Amazon Web Services. Any such data will be encrypted prior to being placed into Amazon Web Services.

V/ Activation Complete

Reset Candidate Password

Activation will enable the permission “Applicants: Reset Candidate Password.” This permission is applied automatically to the System Administrator and
Recruiting Administrator roles, and can be subsequently assigned by those administrators. Users having this permission will see a new option in the
Candidate Profile that allows them to temporarily change the candidate’s password. Although the ability to change a candidate’s password may be
helpful in restoring access to a candidate’s account, doing 5o also poses a security risk because the candidate’s password will be known both to the
candidate and to the user that changed the password. Accordingly, by activating this feature, you agree on behalf of your organization that Comerstone
will not be responsible for any damage arising from said activation.

This feature can be turned off after activating.

/' Activation Complete

Internal Career Site

Activation will enable the Internal Career Site. The Internal Career Site is a portal-wide feature allowing users with appropriate permissions to easily find
and apply to intemally posted jobs.

Activation enables the permissions “Interal Career Site” and "Manage Internal Career Site Preferences", applying them to the System Administrator and
Recruiting Administrator roles. These administrators can subsequently assign these permissions to other users.

I turning on this feature, you agree on behalf of your organization that Internal Career Site preferences data may be copied from Cornerstone servers
and placed into Amazon Web Services. Any such data will be encrypted prior to being placed into Amazon Web Services.

NOTE: It may take a few minutes for Internal Career Site functionality to become accessible. It may be necessary to log out and log back in to see
updates. Thank you for your patience.

Activate Candidate Email Verification

Activation will require candidates to verify their email address before being able to access "My Profile” on a career site. When a candidate creates a
profile, they willland on a page letting them know that verification is required. An email will then be sent to the email address they used when creating
their profile. The email will contain a unique fink with a unique token. If the candidate clicks the link or copies and pastes it into their browser, the token
will be evaluated. If the evaluation is unsuccessful, the candidate will be able to request a new email and activation link. I the evaluation is successful, the

candidate will be able to access "My Profile” and will not be asked to verify their email address again.

Enabling this functionality will not prevent candidates from browsing jobs or applying as a guest, but verification wil need to be completed before they
can access their profile to view their applications, complete assigned tasks, manage their saved jobs, or perform other activites.

This feature can be turned off after activating.

NOTE: Upon activation, there may be a delay up to one hour until the functionality appears in your portal.

/' Activation Complet

Applicants Links on Manage Requisition Page Direct to Manage Candidates

Activation will change the behavior of the Applicants links on the Manage Requisition page to open the Manage Candidates page instead of the Manage
Applicants page. When a recruiter clicks on the Applicants link, they will be taken to the Manage Candidates page filtered for the relevant requisition.
Recruiters will be able to use the browser back button to return to Manage Requisitions, or they can modify the filters on the Manage Candidate page
and continue managing their candidates.

This feature can be disabled after activating. Disabling this feature will cause the Applicants links on the Manage Requisiton page to open the Manage
Applicants page.

NOTE: Upon activation, there may be a delay of up to one hour before the behavior of the links changes. It may be necessary to log out and log back in

to see updates. Thank you for your patience.

Activate Email on Manage Candidates

Activation will enable users to compose and send emails to candidates directly from the Manage Candidates page. Candidates and recruiters will be able
to reply to these emails, and a history of the correspondence will be visible on the profile view of Manage Candidates. Emails will be sent using the
highly performant and reliable Amazon Web Service's Simple Email Service (SES) infrastructure.

This feature can be turned off after activating.
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Referral Preferency

AUTOMATIC REFERRAL CREDIT ~

Use the following settings to determine how employees receive credit for referrals. Employees receive credit when an appiication is submitted.

[ Apply current referral credit to future appications.

Employee Referrals A

4 Allow Employees to refer requisitions to others

I Email to a Friend
4 suggest Referrals
I share on Facebook
[ share on Linkedin
K1 Job Finder

REFERRAL RELATIONSHIPS & S

Define and create the relationships available when employees suggest referrals.

Name Type Active  Options

Classmate Detaut Y po®
Frend Detaut Yo po®
Other Default Yes g
swing Detaut Yo po®
‘Spouse Default Yes g@d

[ ovenwrite custom settings for all child Divisions. To apply new options, you must reset all of the subordinate Divisions' preferences. I tis is not checked, the.
preferences wil only apply to new Divisions which are created
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‘Allow Employees to refer requisiions to others.

Emailto a Friend
SuggestReferrals

‘Search Social Networks for Matches
‘Share on Facebook

‘Share on Linkedin

Job Finder
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Requisition and Applicant Preferences

equisition and Applicant

Requisition Preferences
Default Date Range: (o osfauk ] (Defines the date range that dispiays n the search crtria area of the Manage Job Requisitons page)
Default Requisition Template: () (Enables Defautt Requisition Template or use when creating requistions )
Require Reuisition Approval: (7 (At least one approver must be present to save a requisiton )
Related Requisitions: 2 (Enables users t create parent-chid relationships between requiitons.)
Related Requisitions (Apply to Multiple Jobs): (] (Enables users to create and post Related Requisitions (Apply to Multiple Jobs) allowing applicants to select and apply to multiple requisitions at once.)

Corporation Approver:

Compliance Preferences

Hide Application Data: (] (Application data dispiays as Hidden on the tabs on the Appiicant Profil page except for the application to the requisition the user came from.)
Applicant Opt-Out: 3 (Allows extemal applicants to opt out of consideration for other positions. This exciudes the external appiicant from being found in candidate searches. U
Hide Internal Employees in Candidate Search Query: (] (Excludes intemal employees from search in Candidate Search Query page.)

Applicant Preferences

Restrict Edit Intermal Applicant Details: (] (Internal appiicant contact details cannot be edited on both the Applicant Profile and Career site My Profil. If this sefting is enabled, the Phone Required|
Skip New Submission Status: () (New applicants automatically proceed o the frst configured status, Le. “In Review’)
Phone Required: [ (Phone number s required when creating Applicant Profil and when Uploading Resume.)
Limit Start Onboarding to Hired Status: (] (The opion to Start Onboarding for an Applicant on the Applcant Profie s only accessible when the Applicant has been placed into Hired status.)
Allow Comments When Requesting Feedback: [ (When requesting feedoack on a candidate, users wil have the option to add optional feedback comments for the share recipient to complete.)
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Applicant Preferences

Restrict Edit Intemal Applicant
‘Details: (Internal applicant contact details cannot be edited on both the Appiicant Profle and Career site My Proflle. If this setting is enabled, the Phone Required

setting s ignored for intenal applicants )
Skip New Submission Status: (-] (New applicants automatically proceed to the first configured status, i.e. "In Review") @

Phone Required: @] (Phone number is required when creating Applicant Profile and when Uploading Resume )

Limit Start Onboarding to
Hired Status:

Allow Comments When
Requesting Feedback:

(The option to Start Onboarding for an Applicant on the Applicant Profile s only accessible wnen the Applicant has been placed into Hired status.)

(Wnen requesting feedback on a candidate, users wil have the option to add optional feedback comments for the share recipient to complete.)
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Applicant Custom Fields &

Indicate the user custom fields that will appear on the applicant profile snapshot and in applicant reports. Drag and drop to define
the display order

Name Type TagName  Required Options
Assessment Centre Score ‘Short Text Box O o}
Handles dangerous materials Radio Button O o}
Date of Bifth Date Field O o}
Transter Date Date Field O o}
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Application Custom Fields o

Indicate the application custom fieids that will appear on the applicant profile and in applcant reports. Drag and drop to define the
display order.

Name. Type TagName  Required Options

Willng to Relocate Radio Bution o o)
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Applicant Profile Background Image A

Please select a background image for the Applicant Profle page. New images can be uploaded on the Corporate Preferences page. The
recommended image size is 1000 by 200 pixels.

[Desertipg V]
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CCOMPENSATION TYPES

Define the compensation types available in the job requisition form Compensation Type drop down. Inactive types will not appear.

Name Active  Options
Salary 29
Hourly

Zo o
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DISPOSITIONS &

Define the reasons available when passing on an appiication submission. Dispositions wil appear in alphabetical order

‘The following dispositions are automatically applied by the system and may be assigned manually. These dispositions cannot be edited.

Prompt auto-close of remaining applicants: [ (Prompt user to close remaining applicants when requisition is closed, cancelled, or filled)

Name. Candidate Bank Defauit Emai Active
Closed as Duplcate = None v
Closed by Recruter = None =
Falled Pre-Screening o None v
Not Eigible for Rehire None v
Voluntary Withdrawal I Uses separate Trigger in v

Email Management

Options
Not Available
oo

Not Available

Not Available

Not Available
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Custom Message:
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Duplicate Applicants Management

Prevent Duplicates: (] (Runs a check to prevent duplicate applicants from creating new profie i irst Name, Last Name, and Phone Number match existing user record;
rediects duplicate appicant to ‘Forgot Password” page and prompis to create new password. Enabled f ‘Phone Required” checkbor is selected )
Flag Potential Duplicate (Runs when an appiicant submits an application and applies system-generated ‘Potential Duplicate Applicant” flag to potential duplicate applicants.)
Potential Duplicate Applicants Flagging Threshold:

‘Auto.Merge Duplicates: (] (The system automaicaly merges applicant profies based on the matching points defined for user record fields and the threshold configured below
‘Warning: It s recommended that the merging threshold is set igh to avoid merging users that are not duplicates.)

Duplicate Applicants Merging Threshold: | o Target Profile:

Define Matching Points for the User Record Fields

First Name:|

Last Name: 2o
Phone Numbe
Street Addres:

ci:[3]

Zipipostal Code:[ 3]

100¢
Note: Matching points defined for user record fields must add up to 100.
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Requisition Custom Fields &

Indicate the custom fields that will appear on the job requisition form. Drag and drop to define the display order. Read-only fields are not editable on Requisitions

and Requisition Requests, while editable on Requisiton Templates.

Tag
Name

Reauisiion Reason Dropdown O @ 2@

Name. Type Read-Only Required Options

Position Type Dropdown [m] o Z@
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 I[Qsearcn New Custom Field

acriol
Name. Type
Position Type. Dropdown

Requisition Reason Dropdown
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Requisition Field-Level Access &

‘Configure requisiton ield-level access for hiring team roles that require different fieig-level access than provided by the defaut roles.
Hidden fielgs are not isible on Requisitions. Read-only fieds can only be viewed but not edited on Requisiions_ Field-level access will
only change i the felds and access for each of the hiring roles are configured below. USers with permissions given ia securtty roles or
by an administrator wil maintain the access to the Requisitions and Requisition felds as determined by the permissions.

Field Edit Read-Only

Cost Center Hiring Manager

Requisition Owner

Hiring Manager Requisition Owner Hiring Manager
Requisition Approver
Applicant Reviewer

Primary Location Requisition Owner Hiring Manager
Requisition Agprover
Applicant Reviewer

Hidden Options

Requisiion Approver [ T
Applcant Reviewer

[Eho)

[Eho)
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Configure Requisition Field-Level Access

Requisition Field:  [Seleet 2
Role Access Type
Requisition Owner Select v

Requisition Approver  [select .
‘Applicant Reviewer Select v

Hiring Manager select v

[save ] (Cancel ]
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Requisition Preferences

Defaut Date Range: (Defines the date range that displays nthe searchcrteria area ot
Default Requisition Template: [] (Enables Default Requisition Template for use when creating requisitions.)

Require Requisition Approval: [ (At least one approver must be present to save a requisition )
Related Requisitions: [7] (Enables users to create parent-chid relationships between requistions.)
Related Requisitions (Apply to Multiple Jobs): [Z] (Enables users to create and post Related Reauisitions (Apply to Multiple

Corporation Approvr:

Compliance Preferences

Hide Application Data: [] (Application data cisplays as Hidden on the tabs o the Applicant Profie page excey
Record EEO: ] (Display EEO Categories on the Job Requisition Form and Application Workflow.) |
Applicant Opt.Out: [¥] (Alows appiicant to declare they do not want to be considered for other positions or





image169.png




image6.png




image170.gif




image171.png
Manage Cost Fields

Define cost felds that can be used on requisitions.

© Add Cost Field (0 Include inactive:

CostTitle
Agency Fees

Aiftare

Job Boards

Job Fair

Onsite Interview - Meals

Onsite Interview - Transportation
Referrals

Travel

Classification

External

External

External

External

External

External

Internal

External

CostLevel
Applicant Level
Applcant Level
Requisition Level
Requisition Level
Applcant Level
Applcant Level
Applcant Level

Applcant Level

Type
Defat
Custom
Defaut
Custom
Custom
Custom
Defaut

Custom

Active.

Yes

Yes

Yes

Yes

Yes

Yes

Yes

Yes

(8 Results)

Options

2@ e
2@ e
2@ e
2@ e
2@ e
2@ e
2@ e
Z2Raw o
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Add Cost Field x

Cost Field Tite:

Cost Level

© ApplicantLevel  © Requisition Level
Classification: © Exemal  © Interal

Active: @]

)
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Edit Cost Field.

Cost Field Tite: Travel

Cost Level: © AppicantLevel  ©) Requisiton Level

Classification: © Extemal  © Infomal

Aatve: @
(3]





image174.png
‘Confirm Edit x
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Recruiting Integrations

heitcrasons e on s 535 s oo o craons Al e o Recruinglraons S Tansges s Cor Stings

e Descrpon Aoptcaton Worktow AppicantSaws Actve Opoons
srsion Rise mgrnen s s e w @
raion Riseiregzions e er w @
srsion Rise msgraens e e w @
raion Reiregasons v Yoo w @





image176.png
Integration Settings 3

Name: [integration

Rise Integration 4





image177.png
Manually change

Status to Cancelled ;

L ——

7y 7y Changes to status to Cancelled

No.

Manually change

Approval

Draft ubmits Requisition

Required? status to Canceled

sothie
jes——»| Pending Approval | ——Aporoved— | #ofopenings
—
T3 pen | Manualycnanges Closed
Satus o Cosed |
sl chargs I
—
“tatus to Drft sk
1 s hea
benied
Manualychange
o et
(/e ) No status to Closed
Manualy change
status to Draft Denied Re-Approval
Required?
Manualy change
Satus 10 Open

(removes edits)

Manually changes Approved Yes

Status to Cancelled

e v

Open - pending Re-
Manually change i
status to Cancelled P

I |





image7.png




image178.png
User Type and Employment Status

Employment Status:

Terminated ¥

UserType: | Employee ™
Ten ion Date: | 10/19/2017 | [
Eligible for Rehire: | Eligible ¥

Termination Type:

Termination Reason:

Voluntary ¥

Career Change ¥





image8.png
1D ¢ | Location Satus | Hiing  Days | Postings Applicantieferas New
B 4 | Manager Open ¢ | Submissions

for Accountant req® | Chi. Open T





image9.png
User Details

Erin Young

Secretary

. 18003884445

& eyoung-QA@esod.com

oK





image10.png




image11.png
Message Users

Select the users you would like to message from the lst below.

Available Users

@ AllOwners
@ AllReviewers
@ Al Recruiting Agencies

Create Email





image12.png




image13.jpeg
Comments.

& v

Comments

Con you leseslow accss t he figma e o th enineening

I notced theprotoype s mising o st Wen bt the
paentan chid cpton r on,anuers he 1 of h paent
{008l we e 0 sho e chid togle 1 e

Wit e the QA ceden
et fetre?

@bray — loaerech ut o Vit ik thi o

s and Time

a2003 100308

ok





image14.png
Manage Remaining Applicants

Congratulations, all openings for this requisition are now filled!
Please choose how to proceed with the 2 remaining applicants.

No change
) Closeall

Voluntary Withdrawal ¥





image15.png
Resume/CV Review: Senior Accountant (req9)

Job Details
7 Resuts)
(0Ratings) Application Flags: & Applcant Flags: & Application: B Resume: W &)
Applicants ¢ >
Status: Submission Date: 511172014
Elaine Grant NewSubmission (/] (6] View Applcant Profle
Kelsey Graham
N
Pedo Gonzales Resume
Richard Giles pedro Gonzal
Accounting?
Julie Gibert Accounting Manager
3
Linda Flores
Lendon Ferris Current Position
Accounting Manager
Awards
Employee of the Month , 9/30/2010
Certifications
Education
Bachelor,
Michigan State , Accounting
. 5/12/1990
@
sSkills
v
< >





image16.png
Job Details: Accountant 2013 Tax Season(req2)

el | Exemal

[

hnsiyzes fnancil nforrstion 304 prepares financl repars o
Getarmine o mainai recod of seEets o, tax
[ty

i | oo

Education

Degree Equals Bachelor (g mportance

Licenses

License Equals CPA

kil Equais Accounting Sofware; Proficiency
Equals igh: Years of experence Greafer [ Hig Importance -
Thanz





image17.png




image18.png




image19.png
[«




image20.png




image21.png




image22.png




image23.png
Resume/CV Review: Sr. Marketing Associate (req34)

Job Details

Applicants | ¢ >

(3 Results)

(0Ratings)

L=

=

Jacqui Genow
Rich Berger
Rich Headley Rich Headley

Assistant Professor of Miltary Science

atUnited States Army Reserve
Senior Product Manager at Cornerstone
OnDemand

Greater Los Angeles Area

KT





image24.png
Requisitions

Requisition ID: ~ req2
Medium -

1 [Clon Going.

01302013 [ (Target hire date of first opening)

Open -

Requisition Status:





image25.png
prioriy:

Openings:

Target Hire Date:

ZlonGoing
G252 (arget e dat ot opening)

Requisiton Status:

‘On Hold (Re-Open Requisiton)

[exts ]





image26.png
Requisition Approval Status

Sarah Caplin
° 00173456

© Dened ono1/821¢
® T s the wiong reqisiion
®
© Arquest trcted
. Jackie White
© equestReracted
Y onsun it
o

ot

OK





image27.png




image28.png
Requisition History

Edit Minimum Qualifications

Moore, Tasha
it Requisiton Owners 12018 T2
« Job Board
- Broadbean Test
Board
- Indeed
« Jobs Cabinet (Test
Board)

Edit Requisition Posting

Requisition Change Status  Draft
Create New Requisition

Moore, Tasha

Open

Job Board
Broadbean Test
Board

Indeed

Jobs Cabinet (Test
Board)

Student Jobs

Tasha Moore

Tasha Moore

Tasha Moore

System
Tasha Moore

8/26/2013 112426 AM

8/26/2013 112426 AM

8/23/2012 121610 PM

5/1/2012 41933 PM
5/1/2012 41842 PM

oK





image29.png




image30.jpeg




image31.png




image32.png




image33.png




image34.jpeg




image35.png




image36.jpeg
Create Requisition

Py ocsion P
pr——

DESCRIPTION AND GUALIFICATIONS

[s—
e
o rerercsn
HIRING TEAM
Settton Owners

Py O
ot

e —

e rser

Seprcntsveves)

[r—

ATTACHWENTS

Approvais

ReauisiTion
p—

ey B

oenios

fRs— —

[em—r— .

[— (b et B ittty o eion' Do o Ao Aoy e





image37.jpeg
e
©  cuemuisie
Byns

. T8

Back

Appication orkton

Cancel

Submit

At Revien

englsh US)





image38.jpeg
- s p—

Extemal Applicart. | Interal Appiicant | Recruiing Agency.

The llowing werklow wil be sed for exteral applicant submissiors. Once an appcant ha begun th appiction process th application workow ot be changed.fthe
requition s pested cn » bl cptmized careet st the ppIantwil be bl 1 955y with 3 mobile ceice, The SppIcatn workfow ccmponents noted it the mbie on
il e appicibl n the apply wih mobie werkion.

Applcation Type 1 v
Add Section

G sum opicaion

@ moncrow

Proview

Back || Cancel | Submit

Submit and Manage Postings





image39.jpeg
- s —— -

In Review (Type: Review)
Phone Screening (Type: Other)
Interview (Type: Interview)

Interview Type: v

Interview Guide:

2dd envewerts) ©

Nom Iterview Guide

tats Change Emai 0

Background Check (Type: Background Check)

Offer Letter (Type: Offer Letter)

Ofter Tmpate[Fezse Seect L3
Ofter Approvals &

eine an approvsiworkdlow for offeretters.Indicste the spprova workfiow i sequentia o concurrent and i approval steps ar requr
‘Add pprovers manualyor copy from Requiiton Approvals.

notifiation only.

tats Crange Emat 0

Closed (Type: Closed)

Hired (Type: Hired)

Back || Cancel | Submit





image40.png
Background Check (Type: Background Check)

Status Change Emails: 0





image41.png
Closed (Type: Closed)

Status Change Emails: 0





image42.png
Hired (Type: Hired)

Status Change Emails: 0





image43.png
In Review (Type: Review)

Status Change Emails: 0





image1.png
cornerstone




image44.png
Interview (Type: Interview)

Interview Type: [On Demand Video Interview ™/
ot

Add Video Interview Reviewer(s) &

OnDemand

Name
@ BenCho

@ Maria Abert

Status Change Emails: 0





image45.png
Offer Letter (Type: Offer Letter)

OfferTemplate [Plesseseles  V]®

Offer Approvals & [3)

Define an approval workflow for offer letters. Indicate if the approval workflow is sequential or concurrent and if approval steps are required o notification only.
‘Add approvers manually or copy from Requisition Approvals.

Status Change Emails: 0





image46.gif




image47.png




image48.png
@[] Manoger(CoalLows)

® Approval required O Notification only





image49.png
Hiing Manager (o D)

oval required O Notfication orly

© App





image50.png
Select Approvers X

A4 O Larsprover o i rcion i, Yu oy slct et
vl anage e one b i v o e marogrspros

Akt Nome
© Manager

o NedLevel anager
o Coporte Approver
o Hrng Manager

o user

[ =)





image51.png
@ [T ] Manager (Carol Lewis)
®© Approval required © Notifcation only

W [2 ] User [Andrave, sansite Gandrers)

® Approvalrequired O Notficaton orly

9B | User [atmires, vare (e

© Approval required @ Notification only

Hiring Manager (Daniel Leon)
© Approval required O Notification only





image52.png
@ [T ] Manager (Carol Lewis)
®© Approval required © Notifcation only

@[T ] User [Andrave, saneite Gandrers)

® Approvalrequired O Notficaton orly

@ [T ] User [altimiras, Marc (MAltimiras)

© Approval required @ Notification only

@[] Hing Manager (Daniel Leon)
© Approval required O Notification only





image53.png
@ [T ] Manager (Carol Lewis)
®© Approval required © Notifcation only

W1 ] User [Andravs, sanstte Gandrers)

® Approvalrequired O Notficaton orly

T2 | User [atmires, vare (utmiras)

© Approval required @ Notification only

@[3 Hidng Manager (Daniel Leon)
© Approval required O Notification only





image54.png
wl]

® Approvalrequired O Notficaton orly

Manager (Carol Lewis)

W [2 ] User [Andrave sansite Gandrens) %] OR [Brooks. Wyt (vhrooks) X
® Approvalrequired O Notficaton orly
| User [atimicas, Mare (waltimicaz) ] ©

o e

© Approval required @ Notification only

Hiring Manager (Daniel Leon)
© Approval required O Notification only





image55.jpeg




image56.png
Interview (Type: Interview) A
Interview Type: [Scheduled Interview
Select Guide O Upload Guide O No Guide
Add Interviewerls) &
Name Interview Guide
W Kathryn Rack Please Select VI
i Lindsey Pauiey Peaseselect v

Status Change Email: 0





image57.png
Interview (Type: Interview)

Interview Type: Scheduled Interview -

Interview Guide: © Select Guide © Upload Guide
Add Interviewer(s) &

Name.

T Callan Hudson
T Grady Johnson

T Pedro Gonzales

No Guide

Interview
Guide.

Plasse Select +

Plasse Select +

Plasse Select +





image58.png
Interview (Type: Interview) ~

Interview Type: Scheduled Interview

Add Interviewer(s) &

Name Interview Guide
T Callan Hudson @ Upload Guide
T Grady Johnson

@ Upload Guide
T Pedro Gonzales

@ Upload Guide





image59.png
Salact from the lst of Interviewers defined 2 part of the Hiring Team.

Remove Selected Interviewers
@ Grady Johnson
og Pedro Gonzales

Add Available Interviewers

@ Callan Hudson





image60.png
Name
T Callan Hudson
T Grady Johnson

T Pedro Gonzales

Interview Guide

Plasse Selact

Plasse Selact

Plasse Selact





image61.png
SHL Assessment (Type: Assessment)

Dafine a0 extemat sssassment o sssign o appcantsin thi status.

3 Tt Gall Gontr Assossment

Soluton D: 12165





image62.png
Interview (Type: Interview)

Interview Type: [Scheduled Interview

Interview Guide:

Select Guice O Upload Guide O No Guice
Add Interviewer(s) &

T Kathryn Rack

i Lindsey Pauiey

Status Change Email: 0

Interview Guide

Please Select v
Please Select <





image63.png
Available Templates (1 Resuls)

Email Title Recipients.

o Applicant Status Change - Requisition Owner
Notification - English (US)

Requisition Owner(s)





image64.png
Job Ad Application Workflow Applicant Review

4 dd Related Requisition | View Relsted Requistons

Job Title Adm

Requisition Template Adm

ViewIn English (US) v | Default Localized Languages

DETAILS

Each requisition must have a valid Requisition Facilty Location Address in order to be searchable with geolocation on the Career Site. Additional ocations can be added in order to
make the requisition searchable in multiple locations, Internal Recruiting users will have access to this requisition if one or more of the requisition locations falls within location
constraints,if any, on the user's permission. For multi-location requisitions, if only one lacation is displayed anywhere in Cornerstone, such as in the mabile app, that location s the
Primary Location. Compliance questions presented to applicants are based on the Primary Location, and any other location-based preferences are based on the Primary Location.

play Job Title Executive Assistant Manager
Central x

Primary Location Chicago X | Address ILUSA (2

Additional Location(s) + Add Location(s)

Grade Grade

Cost Center Cost Center





image65.png
s R s s

+ Add Related Requisition (Apply to Muitiple Jobs) | View Related Reduisitions (Apply to Multiple Jobs)

Job Title

View In English (US) v | Default Localized Languages

DETAILS

Each requisition must have a valid Requisition Facilty Location Address in order to be searchable with geolocation on the Career Site. Additional ocations can be added in order to
make the requisition searchable in multiple locations, Internal Recruiting users will have access to this requisition if one or more of the requisition locations falls within location
constraints,if any, on the user's permission. For multi-location requisitions, if only one lacation is displayed anywhere in Cornerstone, such as in the mabile app, that location s the
Primary Location. Compliance questions presented to applicants are based on the Primary Location, and any other location-based preferences are based on the Primary Location.

Display Job Title Corporate Accountant - No Travel
Division West x

Primary Location Los Angeles X | Address CAUSA (#
Additional Location(s) + Add Location(s)

Grade Grade

Cost Center Cost Center





