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General Information

Attaching Documents
The assumption is made that the Document Attachment option is turned on. To check this, go
to the Setup/Company Preferences/General screen. Ensure the Attachment box is checked.

L) info:HR - [Company Preference - Generall

&> File NewEmployee Edit Move Find Import/Export  Applicant Tracking Windows

[ $LE- -

Counseling -
Comments € [ Single Sign-On in info:HR

Leaves and Terminstions [~_Single Sign-On in Web Systems  (Controlied from Application Setting |

ﬁ Pasilion ,

Fieports
T Mass Updates [ Show Compa-Ratio
B seun € [ Secured Password
3 hecount Cods Master 1 | Number of Work Schedule Rotation Weeks
28 attendance Code Matix ———
- B budit Master

- & Benefit Group Setup
B Budueted Manpower
B Compary Master

B B Companp Preference

B General
o B Email Notifications
- 2 File Locatiorss
B Tourse Code Master

Throughout info:HR there are various screens that allow the ability to attach a document to a

record. For example: On the Status/Dates screen you have the ability to import a copy of the
employee’s resume.

88 infoirR Applicant Tracking - [Status/Dates - Mansal
B File NewApplicant Edit Move Find Windows Help

=] * = 4o
[ R Appicant Tracker Applicant # 5 Mansglebe. Jayne
§ Applicarts
@ Find Appiicant Applicant Status @, FERM | Unassigned
A —
o Category [T Full Time
Fo Languages Spoken @ [EN ENGLISH
[ E——
s Q4
Cor EmailAddess ]
Int Applicant Source @Y, (G Gilobe and Mail
Aol
Re APPLICANT DATES
3
Application Date [erisat Wednesday Appication Time [ |
& Hire an Applicant Applicant Called 1
w5 Requisitions

Posiians
Fleports

& Mass Changes

Resume @, Import

The Import icon will appear in two ways.
1. [Resume Q _tnpon | | Without the red “X”

means there is currently a document attached to
the record. If you would like to view the attached document simply click on the magnify
glass.

g, |Fesume X ot [ ] \\ih the red “X” over the magnify glass means there are currently no
documents attached to this record. If you would like to Import a document:

e C(Click on Import

£ Import Attachment stz

Employee # / Name: 11026 Abbott. John

Import File Name. I ]|

Document Type & |

Document Desciplion | |

The attachment alieady evists.

Import | Delete |  Close

o Tolocate the file, click on the three dots button to the right of the box and find
the file using the lookup.

o Select a Document Type code. (If document type code has a red “X” over the
magnify glass, use security master to grant access to that code table.)

o If desired enter a Document Description.
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o When complete, click on Import and answer “Yes” to save the document.

To delete the document or replace the document with another one, click on the Import button
and click on either the Import or Delete buttons.

Date Lookups
Any field that requires a date be entered can either be typed date manually (remember to use

the date format set in Windows e.g. mm/dd/yyyy), or you can use the date icon () to select a
date from the pop-up.

Navigation can be done by clicking on the month and year. Once the Month and Year are
selected, click on the day of the month that’s needed. The right or left single arrow keys will
increase or decrease the month. The up and down arrow keys will increase or decrease the year.

Date Lockup @ Date Lookup @
1 February 2013 _’] ' J February 201@
Birth Date zE]] | i
22 o2\ 33w 3N 12 2F 2 29 W AN 1 2
3 4 5CENT 8 19 3 4 5EHT 8 9
m 11 12 12 14 15 16 m 11 12 12 14 15 18
17 18 13 20 21 22 23 17 18 19 20 21 22 23
24 2% % 27 28 1 2 24 25 2 27 28 1 2
i 4 K E 7 8B 19 i 4 5 B 7 8 1
T aToday: 270613 T3 Today: 2706113

Drop Down Lists

Click on the drop down arrow and select one of the values listed. Only one value may be
selected at a time.

Marital Statuz

Telephone

Cellular Telephone Famnily A

Parent[Single] |=

Divarced

Parking Permit #1 Widowed
Common-Law

License Plate #1 Partner sl

Criver License #

e Insome drop downs, you are able to enter new values by typing the value into the field.
SECONDARY CONTACT

Contact Name |J|m Abbott |
Relationship -
Aunt -
Telephane
i Erather =
Telephone #2 Children o
Daughter
Cellular Telephone  [Doctar
Daomestic
Pager Number Ex-Spouse :I
Father -
Ermail Address
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Navigating

Menu Icons

At the top of the info:HR window there is a row of icons that allow you to perform different
functions throughout the system.

OR&S4 DA X 4 ¥ da-

Close — Will close the screen you are working in while leaving info:HR open.

)
[&

View — Will allow you to view information prior to printing.

Print — Will send the document to the printer without viewing.

New Applicant — Will begin a new hire.

New Record — Will allow you to enter a new record in any screen.

OK/Save — Click to save the information entered.

Sﬂg"ﬁ-ﬁ

Cancel — Will return you to the last saved point, removing all information entered that was
not saved.

Delete — Will delete the selected record.

t ¥ Row Up/Down — Provides the ability to move through a list of while remaining in the
same screen.

-
j Find — Provides the ability to Find Active Applicant, Find Opening Requisition, Find
Closed requisition, Find Position.
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Information Bar

At the bottom of the info:HR window you will notice an information bar. This bar will tell you
the field your curser is active on, the format of the information to be entered, the number of
characters you are able to enter in the field and whether it is a required field or not. It also
displays the current date and time in the format set in your computer.

- Deogaps -t

r—— o P Eibrgorir

T e e

In the screen above notice the information highlighted. The curser is located in the Application
Date field.

In the screen above the cursor is in the Surname field, which is an alphanumeric field that can
hold 40 characters. It is bolded, indicating that it is a required field.
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Table Lookups

Anywhere you see a magnify glass ( ), there is a coding table where the codes are stored for
that field. All Table Lookups have the same basic functions.

APPLICANT STATUS

[ARCY | [Archived

il | _Find

e To create a new code select New
e Enterin the Code and the Description
e Select OK

Notes:

1. Asearch can be made for any code by either typing in the code or description then
selecting Find. A code and description showing in red indicates it has been made
inactive; the code cannot be used but it has been in the past and the history is
maintained in the data base.

2. Some codes have other options that are maintainable on this screen too. For
example, the Attendance Code lookup has “Seniority”, Incentive”, “Emergency
Flag”, etc. that are maintained on this screen.

Buttons Function

Select Once a code is highlighted, it can either be double clicked on, or
click on the Select button to choose the code.

Close Closes the coding table.

Edit To edit a description of a code and other options, the code itself
cannot be changed.

oK When an edit is made select OK to save the changes.

Cancel Will stop any actions taken.

New To enter a new Code.

Delete To delete a code.

Print Will print a list of all codes displayed in the table.
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info:HR Setup Steps

In order for Applicant Tracking to operate properly there are a few setup steps to be completed
in info:HR prior to opening the Web Form. Also, there are some code tables to be developed
and codes to be assigned to ensure the Applicant Tracking Module runs smoothly.

Security
Setup ®Security®Security Master

This screen provides the ability for administrators to grant access to various screens and
functions in the Applicant Tracking module.

Select the screens the users will have access to inquire and maintain. It is best to assign the
security to the templates.
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Applicant Tracking Setup
Setup ® Applicant Tracking Setup ® Application Form Defaults

The Application Form Defaults screen provides the ability to change the tab titles and hide tabs
the organization does not require to be completed by an applicant.

@ infeHi - Application Form Defaults]

&% File MewEmployee Edit Move Find Import/Bxport Applicsnt Tracking  Windows

aEha| Hex +t i m-BE

@R A

= Emplopes Detoulls

& a Posion Tab Label Changes (a
& Tablchangato  [Wekcome

TabZchangeto  [Who ae you?

Tab3changato  [How dd you hear? r
el

4 Education
1B Roauion horen Tabdchangeto [ r
4B Emasts by Posien Typa TabSchangato  [Whal shil: do you have? r

B Altendance Code Mot e i

B it Mt Tabchangste  [Emplocyement Histony r

& /B Benel Gooup Sehp Tob7change o [Dochaton

4D Budgeted Marpawer
& ﬁ Ex:; P e Apgicart Account Exgiesn [1 | Dae (338 = Do ot exgie accoun)
4B Coursa Cods Master
B Custom Reports Master
4B Dasbboxd Selp
Depaitmert Mases

Oy acoept applications for Open Requistions

4B Depaimers/Gen Ledger Matiic

7B Diven Master
2B Employment Eqity

48 Folow-ups Menu Code Emsl Malrix
48 Fom 7

B Gien Ledger Master
& 4B Help Desciiptions:
1B Label Master

7B Wachne t Maier

48 Mudigls Data Souaces

Hew Hie Precature

4B DHRS Department Maste:

552 Py Pesesd

HR Systems Strategies Inc.

Job Application
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Web Form

The Web Form provides the ability for applicants to apply for a specific position or open
requisition on your organization’s website. Once the application is finished, the applicant’s
information will be available in the Applicant Tracking module. The Organization name, address

and logo are updated in the settings screen. The setting screen can be found at <path to web
form>/IHRApplicant/settings.aspx.

Screen Layout — Current Employee

NIRRT

HR Systems Strategies Evaluation

123 Any Sirsat Toronio MAE 3E3 ON GANADA

Job Application

Please clck Employes if you are

janization or click new Spplicant if you are it an smpicyse of this oran(zaton

you

e Current employees enter their identifying information to continue with the

application.
o The web form will search the info:HR database and auto-populate
various screens in the application form with information already on file.

NOTE: The login credentials can be changed in the web.config file from last name to User ID and

Password for those clients that use either the ESS or Timesheets modules. Contact info:HR
support for details.
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Step 1 Job Information
This screen provides the ability for the Applicant to apply for a specific position or an open
requisition.

NOTE: If you prefer to accept applications for open requisitions only, you can set this restriction
via the web.config file. Contact info:HR support for details.

Screen Layout

HR Systems Strategies Inc.
owaL

Job Application

Daie Pusioon Applled For * Open Pustionts)
a2

Positions Applied For — Displays all Active Positions in info:HR’s Position Master.
o This drop down can be hidden via the Application Form Defaults Screen
in info:HR.

Open Positions - will display all Open Requisitions from the applicant tracking module.

Step 2 Personal Information
The Personal Information screen provides the ability for Applicants to enter personal
information. Mandatory fields are indicated by an asterisk (*).

Screen Layout - Completed

Jab Application

PERSONAL INFORMATION

Last Hame *

Email Aoress * Ataress Ling 1 * Adress Line 2

Postalzip Cooe

Country Telepiione Number * ex el Number

(eg 11-222.3333) feg. 111-222.3333)

e Applicants complete all the required fields.
e This screen is not required for current employees.

Version Effective: 8.2 Page 12



info:HR Applicant Tracking User Manual

Step 3 Source of Opportunity

Screen Layout

HR Systems Strategies Inc.

Job Application

e Applicants may complete fields; this information is not required.

Radio button values display the Hire Code table. This table is located on the Status and Dates
screen in info:HR and on the Demographics screen, field name Referral, in Applicant Tracking.

The referred-by information will populate fields on the Applicant Demographic screen under the
Application Information heading in Applicant Tracking.

Step 4 Education

Screen Layout

HR Systems Strategies Inc.
ONALL

Job Application

EDUCATION

Degree Compieted On

Compietea On
‘Schoot Major Stugy Degree Compieted On

Major Study Degree Completed On

e Applicants enter their formal education.
o This screen is auto-populated for current employees.

Fields on in this step on the web form are populated from the Continuing Education -> Formal
Education code tables in info:HR.
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Step 5 SKills

Screen Layout

HR Systems Strategies Inc.
ONALL

Job Application

REQUIRED SKILLS

Ofher relevant skills

WORK RELATED SKILLS

Other skits:

LANGUAGES
Language: Language
Select a Language Sedect a Language

e Applicants complete the information; this information is not required.

Skills information is populated by the Skills data screen under the Position Menu. All Skills that
are checked as Required will show under Required Skills all others will appear under Work

Related Skills.

Languages are populated by the Language code table. This code table can be found under the

Education/Skills menu in info:HR.

Step 6 Employment History

Screen Layout

Job Application

n  What skills do you have’

EMPLOYMENT HISTORY
Present Employer O Last Employer
Fieriod Warked: From (Monivear)

Fim Reference Contact

[ p——

2. Previous Employer

Penod Womked: From (ontyvear)

Fim Reference Contact

L] 1t OK o contact this persan

T (Monmvean

To (Montnrvear)
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Step 6 Employment History continued

ey o Ihe posion for which you are 3pphng7™

BaGg

e Applicants may complete the appropriate information, whether they are a candidate or
current applicant/employee. This information is not required.

The information in this screen populates the Resume screen in Applicant Tracking. The
applicant’s resume attachment can be found on the Status/Dates screen.

Step 7 Declaration

Screen Layout

Job Application

8 1 ) [ ) [ 1 1 ) _(EesT L

Declaration of Applicant

il atide by

sum |

e This section provides the ability for the applicant to add any additional comments and
agree to a validation statement.

e The validation statement can be customized using the settings screen.
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Completion Notification

Job Application

ation

ubmitted successtully. Application Reference No: 67

e Applicants will receive an email referencing their applicant number.
e The system user may receive an email at this stage announcing a new application has

been made. This is set via the Requisit’d By Email Address field on the requisition
screen.
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Getting Started

Initial Login Screen

I} infoHR Security [
File Help
i

.

L
info:HR
SOFTWARE
UserID (999999999 Password <= | [ok | cancer | Help ‘

' Click OK to accept or Cancel to exit Path = CAihr79y

e Tologinto info:HR enter your User ID and your Password.
e [finfo:HRis set up for single sign on, this screen will not appear. For single sign on to
work, the info:HR user ID must be identical to the network ID.

Accessing Applicant Tracking
From info:HR select Applicant Tracking from the top menu.

Screen Layout

nro R Fallon Up
&> FileNewEmployee Edit Move Find Import/Ex
OR & % Ho X [

X s e e irst Name | Effective __ [Reason Reasan D escription [Comp_ ~.
§ Employes EDUC __[EDUCATION FOLLO|No

#& Find Candidale
@ Find Active Emplopes
@ Find Teminated Emplayes
Basic Infomation
Work History/Compensaion

EDUCATION FOLLD|No
Attendance/Enitimerts
Education/Sils

EDUC EDUCATION FOLLO|No bl
,
e Falle
e 221026 Abbott, John

Health & Safety
Reason @_[EDUC__ | EDUCATION FOLLOW UP Effective [ [1/31/13 Thursday

Counseling

Comments Adriistered By Completed r
Conas s Temintirs al |
Comments
Pastion
Repotts [vear End Frocedures
& Mass Updates
Setp
224 ImporExpart

£l Paueb

25 HRsot
= e Sort by Emp 8

Show My Follow-ups r

Search Criteria | Flag All Comp. | Delete All | Mass Flag Comp.| Mass Delete
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When this item has been clicked from any screen in info:HR, the Applicant Tracking module will
open in a second window.

T ——— EINE

Find Applicant

There are two ways to search for an applicant:

File | New Applicant | Move ~ Find
] @~

W 1HR Appicant Tracker
&4 Applcants
#h Find Applicant
Applicant Demographics
Status/Dates
Other Information
Coumeal A

e C(Click on the Find Applicant from the main menu on the left of the screen.

info:HR Applicant Tracking
File New Applicant Mo ;‘@ Windows Help
&S| 4|4 § Fndasca

Find Open Requisition |
Find Closed Requisition
Applicants Find Position

&> Hire an Applicant
#-o5] Requisitions

7 Positions

2]

Reports
- £/ Mass Changes

e Click on the Binoculars icon in the top menu bar and select Find Applicant from
the drop down list.

e Clicking on any of the headings will sort the list by that column in ascending order.
Double clicking will sort in descending order.

e Example: To view alphabetically by first name click on the first name heading. A single
click will sort the list a — z, double clicking will sort the list z — a.

VN4

The default sort (display) order can be changed to “Sort by Applicant Number”. “show ‘Hired””
and “Show ‘Archived’” provide ways to filter the resulting list of applicants.

Search by Surname l:l Find Soit by Applicant Number

Show Hired" I
Show 'Archived I

To select the applicant you can either double click on the name or click the select button once
the name is highlighted.
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Find an Open Requisition
There are two ways to search for an Open Requisition:

info:HR Applicant Trackin
File | New Applicant Move Find
% # -

Wb 1HR: Applcant Tracker

info:HR Applicant Tracking
File New Applicant Mo s@ Windows Help

Find Applicant

Find Open Requisition
w- § Applicants Find Closed Requisition
& Hie an Applicant g e
£1-g2) Regquiskions Applicants Find Position

&> Hire an Applicant
-5 Requisitions

- 55 Positions

® ﬁﬂepons

#- £/ Mass Changes

e C(Click on the Find Open Requisition from the main menu on the left of the screen.
Requisitions/Open Requisitions/Find Open Requisitions

e Click on the binoculars icon in the top menu bar and select Find Open Requisition from
the drop down list.

-5 Open Requisitions

¥ ] Find Open Reauistion

i Requisitions

: Requirements

iT 1 Position Duties
i

Application Process

B3 Open Requisition Lookup = | B |

Requisition # 1 Requisitioned By

< | ]

[10-0m | @ pMGR | @[ |

l Al [ | Eind

Select | Cancel | Print | Sorthy (8 Req. # () Pos. Code (0 Req. By

This lookup provides the ability to sort by Requisition #, Position Code or the person who made
the Requisition.

Find a Closed Requisition
There are two ways to search for a Closed Requisition:

info:HR Applicant Tracking
File New Applicant  Move({ Find) Windows ~Help
(& 4| & | 4 | FindApplicant

File New Applicant Move Find

% dh -

il 1HR ppplicant Tracker

Find Open Requisition Tl
§ pplicarts

Find Closed Requisition
) Applicants Find Position

&> Hire an Applicant
-5} Requisitions
- 55 Positions
& Reports

# &/ Mass Changes

IHR Applicant Tracker!
~ & Hire an Applicant
=-o3) Requisitions
®- Open Requisitions

& g Clased Fiequisttions
[

LTI Requ
iT13 Rectuitment Casts

e C(Click on the Find Closed Requisition from the main menu on the left of the screen.
Requisitions/Closed Requisitions/Find Closed Requisitions

e Click on the binoculars icon in the top menu bar and select Find Closed Requisition from
the drop down list.
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5. Closed Requisition Lookup o S e S

Requisitioned By
221026

Requisition # Position Code

K | ]
[171-002 | @ [RECE | [z |
| [N | w8 | Eire]

Select | Cancel Print | Sortby @ Req. # (0 Pos. Code (U Req. By

This lookup provides the ability to sort by Requisition #, Position Code or the person who made
the Requisition.

Find a Position
There are two ways to search for a Position:

info:HR Applicant Tracking
File New Applicant  Move({ Find) Windows ~Help

info:HR Applicant
File New Applicant Move Find

& - (K

Qb 1HR Applicant Tracker
§ Applicarts
o £ Hire an Applicant
w5 Requisitions
=55 Positions
[ )

s} Posiion Master
Skills Inventory
{ =3

e Click on the Find Position from the main menu on the left of the screen.

t 4 ‘ Find Applicant
~ Find Open Requisition I
Find Closed Requisition
Find Position

} Applicants
> Hire an Applicant
-5 Requisitions

- 53 Positions
;| Repoits

£/ Mass Changes

e Click on the Binoculars icon in the top menu bar and select Find Position from the
drop down list.

Pasitions Lookup

Description
ABC ACCOUNTING MANAGER 581
ACCOUNTS PAYABLE CLERK
ACCOUNTS RECEIVABLE CLERK
Admin Assistant

Benefits & Pension Admin
BRANCH MANAGER

DIRECTOR, HUMAN RESOURCES
DRILL PRESS DPERATOR
FINANCE & ADMIN. MANAGER
HR CLERK

Office Administrator

PAYROLL & PERSONNEL CLERK

\ | | | Eind
Select | Cancel Print Sort hp ' Code @ Descr. ) Group

This lookup provides the ability to sort by Position Code, Position Description or Position Group.
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Applicants

Find an Applicant

Use this look-up to sort and find Applicants in the system.

Find Applicant

First Hame Applicant # Application Date |Date Hired
Margaret

Mansglebe

‘ i
Searchby Sumame | | Find Sort by Applicant Number
Show Hired" r
Show ‘Archived [

Select | Cancel |  Frint

To find a specific Applicant, type the surname, or part of, into the Search By field, then select
“Find”.
[ )

For example: If you type “S” into the Search By field, it will take you to where the first

“S” Surname begins. If you type in “Smith,” it will take you to the first occurrence of
“Smith.”

To filter the Employee list:

Clicking on any of the headings will sort the list by that column in ascending order. Double
clicking will sort in descending order.

e Example: To view alphabetically by first name click on the First Name heading. A single
click will sort the list a — z, double clicking will sort the list z — a.

Show “Hired” - Will display only applicants who have been hired.

Show “Archived” - Will display only applicants who have been archived.

Selec!
To select the employee you can either double click on the row or click on the Select
button once the name is highlighted.
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Applicant Demographics
This is the first screen populated by the Web Form; it is also the first screen completed when
entering a new Applicant. There are two sections to this screen. They are:

1. Personal Information: Tombstone information, bolded fields are mandatory. The
information in this section contains all of the applicant’s personal information. This
information can be populated by the Web Form or by entering information in this
screen. The information in this screen is transferred to info:HR when the employee is
hired, populating the Employee Demographics screen.

Screen Layout

g4 infoHR Applicant Tracking - [Demographics - Ander
& File NewApplicant Edit Move Find Windows Help

] % He X4 -
[ 1HR: Applicant Tracker Applicant # 68 Anderson. Margaret
Applicants
@& Find Spplicant

Applicart Demograph | PERSONAL INFORMATION This Applicant has applied for Jobs in the past [V
Status/Dates Byl
Other Information Sumame [nderson
Formal Education
Qualiications First Name Margaret
Associations Address 6 The Danwap E
Continuing E ducation P
Interviews
References City Toronto | Province @ ONTARID
Resume Postal Code County [Canapa ~|
Emplopment History T

Folmp Telephone (416 4440563

& Hire an Applicant Telephone #2 L) Bl

&l Requisiions Celldar Telephone [[1 -

ﬁ posre Pogertumber [ )

& Mass Changes Section [ ]

APPLICATION INFORMATION

Application Date Applicalion Time " MenPosiion (" Esisting Pasilion
Position AppliedFor @ [HAMGR | DIRECTOR, HUMAN RESOURCES

Currently Employed ~

- o swasa @

Authorized to Contact Emploer [~

Mast Recent Employer [#8C Drganizstion

Agree ta Tems and Conditons ¥

Eligible to work in Canada 2

Referal Q]

Rieferted by Emplayee 2

Other Referral [ |

Refering Employes Hame  [Dane Andsisan ]

Referiing Empioyee Relation  [Family Member ]

al |

2. Application Information: Information contained in this section is populated by the
Position Requisition and the Web Form. Bolded information is mandatory.
Screen Layout

info:HR Applicant Tracki

o File New Applicant Windows  Help

(=] * B X 4 4o~

bl THF Applicant Track er Applicant 8 60 Anderson, Margaret
B § Applicarts

@4 Find Applicant
Applican Demogiagh  PERSONAL INFORMATION
Status/Dales Salutation
Othr Information

This Applicant has applied for Jobs in the past v

Sumame [Andersen

Fomal Education N

Qualfications FirstName  [Maigoret

Associalions. Addiess 6 The Dorway E

Rsference: City Toenio Province @ (0N ONTARID

R Pastal Code Countiy [CANADA -
Enployment Histoy Telephone [415] 444.0568

Telephone #2  [__J____ EM__J
Celllor Telephare |1 )
Pager Number (]

Section
APPLICATION INFORMATION
Application Date [T (2712715 | AppicatonTime (1535 | | < New Postion  Eising Posion

ston hppliedFor @, [WAWGR | DIRECTOR. HUMAN RESOLIACES
Ernploged v

r Supervisor i [ |
Authrized o Contact Employer |

Mast Racent Employer [ABE Drgarieation

Agree to Tems and Condtions @
Elgble to woik in Consda ¥

Fisferral Q
Fetered by Emplopee W
Olbe Refensl [ ]

Roferting Employoe Namo [Dane Andetson |

Refering Employee elation  [Family Merber |

Rark a ]
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Status/Dates
This is this screen stores the information related to the status of the Applicant. This screen is
automatically populated from information entered into the Web Form by the Applicant.

Screen Layout

65 File MewApplicant Edit Move Find Windows Help
OR&G D> X |4 & s~

[ HR Anplicart Tracker Applicant # 68 Anderson. Margaret

E- § Applicants
&4 Fin Applicant Status @ [& Unassigned

TP Frm | Te M|

Category Q

Languages Spoken @ [EN ENGLISH
Q [EN ENGLISH

ngEducstion  Emaladdiess ¥ m

Applicart Source @) [OTHR Unassigned

APPLICANT DATES

#pplicalion Date 21215 Thursday Application Time
Applicant Caled — EE[ |

ent History

Fesume @ Impont

Information Validation

Field Source Purpose \

Application Status System Assign the status of an
applicant.

From - To Dates User Assign a date range to the
status.

Category User Assign the category of the
applicant.

Languages Spoken Web Form Enter the languages spoken by
the applicant.

Email Address Web Form Applicant e-mail address.

Applicant Source Web Form Provides the ability to enter a

code for where the applicant
learned of the posting.

Application Date System This date is populated when
the application was received.
Application Time System This time is populated when
the application was received.
Applicant Called User Provides the ability to record
the date the applicant was
called.
(Buttons  Function
Import Provides the ability to import the applicant’s resume. This import

will also, populated from the Web Form when the applicant
attaches a resume through the application process.
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Other Information
Provides an area to track Passport, Visa/Work Permit and their expiry Dates.

Othe:

Move Find Windows Help

O 3 [~ LR
lﬁ IHR Applicant Tracker Applicant # 1] Anderson, Margaret
E-§ Applicants
- Find Applicant Citizenship I |
#pplicant Demograph
Status/Dates

Passport Country ‘ |
Other Information

Formal Education Passpart Expialion Dale ]
Qualifications .

Associations Wisalwork Permit # ‘ |
Continuing Educalion

Interviens Visalfork P Expicton Dote E[ |

FReferences -

FRiesume

Emplopment History
-4 Folonups
& Hie an Applicant
-3} Requisiions
Posilions
b= Pl

£ Mass Changes

Complete as much information as required, then click Save .
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Formal Education

This screen provides the ability to enter information related to the applicant’s Formal Education.
This screen is populated by the applicant through the application process or it can be updated
by the user after the application has been received.

Screen Layout

5 File Hew Apphicant

& Edit Move Fnd Windows
OBE ¢ DF- X 4 o

-
P Schaal @ [UGFG | UNVERSITY OF GUELPH Formal Education 5 _Import

Employment Histay  baje Sty Q [BUSA | BUSINESS ADMINISTRATION
¥ Folaps Wi Sty a
@ Hie an &pmicart L
) o Reapistions Compleied “
¥ = P Completedon 3] ]
b | Repons X L
(6 Maws Changes Degren Dbusined G [MBA | MASTER OF BUSINESS

e To enter a new formal education record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon ™ button or the delete icon
button to delete the record.

Information Validation

Field Source Purpose \

School Web Form/User Provides the ability to record
an Institution.

Major Study Web Form/User Provides the ability to record
a major course of study.

Minor Study Web Form/User Provides the ability to record
a minor course of study.

Completed Check Web Form/User Provides the ability to check if
the program was completed.

Completed On Web Form/User Provides the ability to record
a completed date.

Degree Obtained Web Form/User Provides the ability to record

the degree earned.

Buttons Function
Import Provides the ability to import a document related to the Formal
Education records.
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Qualifications

This screen provides the ability to enter skills qualifications for the applicant. This screen is
populated by the Web Form. This information is also transferred to the Skills screen in info:HR
when the applicant is hired.

Screen Layout

info:HR Applicant Tra

3. File MewApplicant Edit Move Find Windows Help

ORE 4 D= X+ ¥ -
[ R ppioant Tracker | Applicant 68 Anderson, Margaret

Applicarts
i

mert Hitery | Qualification @, [EHAL | CHAL
o ate

e To enter a new skill record, click the New Record icon | button.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the Save icon ™ button or the delete icon
button to delete the record.

Information Validation

Field Source Purpose

Qualification Web Form/info:HR Provides the ability to record
Skills, related to or required
for the position, possessed by
the applicant.

Date User Provides the ability to record
a date associated with the
skill.

Comments User Provides the ability to record
comments for the related to
the record.
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Continuing Education

This screen provides the ability to store Continuing Education records for the applicant. This
screen is updated by the user. The information in this screen is transferred to the Continuing
Education screen in info:HR when the applicant is hired.

Screen Layout

it

& File x rep
ORE & DE- X 4 + da-

Couse Type @ 15 HEALTH 15AFETY
Couss Cods @ (1|
e R == ]

tineng B Impoet

e To enter a new continuing education record, click the New Record icon button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon

button to delete the record.

Information Validation

Field Source
Course Type User
Course Code User
Course Name User
Course Description User
Conducted By User
Results User
Date Taken User
Presenter User
Buttons Function
Import

Purpose

Provides the ability to record
a Course Type Code.
Provides the ability to record
a Course Code.

Provides the ability to record
a Course Name.

Provides the ability to record
a Course Description.
Provides the ability to record
a conducted by Code.
Provides the ability to record
a Result.

Provides the ability to record
the date the course was
completed.

Check if the applicant was the
presenter for the course.

Provides the ability to import a document related to the
Continuing Education records.
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Interviews
This screen provides the ability to track summary information and comments related to
interviews conducted with the applicant.

Screen Layout

B i HR At Tracking - rterviews - Aevder] — — - Lo =

e To enter a new interview record, click the New Record icon U button.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.

Information Validation
Field Source Purpose \

Requisition # User Provides the ability to attach a
requisition number to the
interview.

Interview Date User Provides the ability to record
the interview date.

Follow Up Date User Provides the ability to enter a

follow up date, generating a
follow up record.

Interviewed By User Provides the ability to record
up to 3 Interviewers.

Result User Provides the ability to enter
an interview result.

Comment User Provides the ability to record

comments or Notes.

Buttons Function

Import Provides the ability to import a document related to the
Interview records.
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References

This screen provides the ability to record up to three references and information related to

reference contacts.

Screen Layout

4 infoHR Applicant Tracking - [References - Ander] — ——

B File New Applicant Edit Move Find Windows Help
=] # (=l 4 ¥ -

Bl R Bpicant Tracker | Applcant 68 Anderson. Margaret
Appli

FIRST REFERENCE SECOND REFERENCE
Company Name Compary Mame [123 Company
Contact Name e [Michele
el T r—
Applicant's Pos. [HF: Manager 0. |HR Generalit
Salary | ~ slar [ =
From Thursday From Manday
1 To 1 To Wednesday
! Contacted [~ Date |:| Contacted [~ Date |:|
: Comments [ ] Commens [ ]
S THIRD REFERENCE
% Company Name. References X _tmpor_|
] act Name
i

Comments

Complete screens as desired.

o To make changes, click in the field and type. Click on the Save icon ™ button to safe the

changes.
Information Validation

Field Source
Company Name Web Form/User

Contact Name Web Form/User
Telephone Web Form/User

Applicant Pos. Web Form/User

Salary Web Form/User
From Web Form/User
To Web Form/User

Purpose

Provides the ability to record
the company the reference
works for.

Provides the ability to record
the contact name of the
reference.

Provides the ability to record
the contact telephone
number.

Provides the ability to record
the position held

by the applicant.

Provides the ability to record
the applicant’s Salary with the
organization.

Provides the ability to record
the date the applicant started
with the organization.
Provides the ability to record
the date the applicant left the
organization.
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Contacted User Provides the ability to check
that the contact was reached.

Date User Provides the ability to record
the contact date.

Comments User Provides the ability to record
comments.

Buttons Function
Import Provides the ability to import a document related to the
Reference records.
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Resume
This screen provides a view of the applicant’s Employment History from the Web Form.

Screen Layout

# info:HR Applicant Tracking - [Resume - Ander]

3. File NewApplicant Edit Move Find Windows Help

OR&E 2 [~ Il LR

Wb 15R Applcant Tracker | 4pplicart# 68 Anderson, Margaret
§ Appicarts

@ Find Applcant Firm: ABC Drganization
i Fiom: D6/2000 Ta: /
i Appicant Demogiaph ) 0 HA Manager
Status/Dates b Duties: Managed a HR Department f §
Other Infomation Immecite Supenvisor: Catherine
Faml Education

Ouslfications Fim: 123 Company

Associations From: 0211995 To: 05/2000
CorfiuingEducation Jon Tik: HR Generalet
Interviwe Jcb Duties: Al HR Duies required
i Immedicte Supervisar: Mary
Resure

i+ Emplogment History
@4 Folowups
& Hie an Appicant
g Requisiions
Posiions
Fleports

&7 Mass Changes

The information in this screen is populated from the Employment History screen in the Web
Form, if any was entered. This information may be changed by the user.

e To make changes, click in the field and type. Click on the Save icon ™ button to safe the
changes.

Version Effective: 8.2 Page 31



info:HR Applicant Tracking User Manual

Employment History

This screen is populated by the Employment History screen from the Web Form. The
information is presented in a grid box format. Records may be added by the user if required.

Screen Layout

#4 moHR Appicant Tracking - [Employment History - Ander] — —

B File NewdApphcant Edet Move Find Windaws Help
ORS & DE- X 4§ 8-

W T Acar Tk Applicant 68
 § Aopios -

Vot paindwioed  Fiom Monhvres] [0 ] [2000 w] Tobonhvest [ o] [ ]
3 Overy

Immedise Supervee  [Cohere |

e To enter a new Employment History Record, click the New Record icon 'L button.
e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon

button to delete the record.

Information Validation

Field Source

Period Worked Web Form
Firm Web Form
Job Title Web Form
Duties Web Form
Immediate Supervisor Web Form

Version Effective: 8.2

Purpose

Provides the ability to record
the month and year of the
start and end of employment.
Provides the ability to record
the organization the applicant
was employed by.

Provides the ability to record
the position held by the
applicant.

Provides the ability to record
the duties performed by the
applicant.

Provides the ability to record
the applicant’s Supervisors
name.
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Documents

The Document screen provides the ability to view any documents uploaded by the
applicant.

Screen Layout

H
) File NewApplicont Edit Move Find Windows Help
ORS¢ DEAO X[ 4 ¥~
BB 1FF: Appicant Tracker Applicant # 78 Anderson. Margaret
F Appicarts
Typc Docuncn 1t Type D ocument Description
PN N < \Web app - RES

Type [RESUME Documents ‘@, Import

e Select the document from the list.
e Click the Magnify Glass.

[3 Import Attachment

Employee # / Name: 78 Anderson, Margaret

Import File Name I

Document Type Q Resume

Document Description |\N’eh app-RES |

The attachment already exists.

Impull‘ Delete ‘ Close ‘

Save Type & Description |

Documents may also imported by the user.
e C(Click the Import button.
e Click the Browse -] button to search for the file.
e Assign a Document Type.
e Enter a Document Description.

e C(Click Import button.
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Follow-ups

Applicant Follow-ups

The Applicant Follow-ups screen is a history of all follow-ups that are specific to each applicant.
Many of these follow-ups are automatically generated from the system by entering dates on
items such as Interview Follow-up. This gives the status of each follow-up, listing whether it is
completed or not. Additional follow-ups can be entered in this screen. The security on this
screen is specific to each Follow-up Reason Code. You can allow employees or supervisors to
see some follow-ups, but not all. Refer to the Setup User Manual, Security Master for more
details.

Screen Layout

4 infoHR Appicant Tracking - [Follow-ups - Ander]
[ Fte e ot Edt Mo

e Type @ [WEEA | Applcaon viaths Wb
Etective  FREADTE | Thisdar

PE—Y

v Congleted r

vs  Comments [WERA - Web Appicaion

e To enter a new follow up record, click the New Record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.

Information Validation

Field Source Purpose

Type App Track/User Enter the Reason or click on
the magnify glass to select the
code from the look up.

Effective App Track/User Date the Follow-up is due.

Administered By App Track/User Enter the Admin By or click on
the magnify glass to select the
code from the look up. By
using this field, you can assign
Follow-ups to a particular staff
member by assigning them an
Admin by code.

Completed User When the Follow-up is
completed, check this box.
Competed Follow-up records
will be hidden in the Follow-
up Overview screen.

Comments User Enter as necessary.
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Follow-ups Overview

The Follow-up Overview screen can be considered a to-do list. Follow-ups displayed are based
on the Search Criteria saved for the local computer. Individual computers may have different
search criteria. Only incomplete Follow-Ups or Follow-Ups coming due within ‘x’ days are
displayed.

By default, Follow-ups are displayed by employee’s last name only. The sort order can be
changed by clicking on any of the column headings.

The security on this screen is specific to each Follow-up Reason Code. You can allow employees
or supervisors to see some follow-ups, but not all. Refer to the Setup User Manual, Security
Master for more details.

Screen Layout

B8 iR Applcant Tacking - Follow-ups Overvew] — — = [
5 Fie Newhppicane Edit Move Find Windows Help -

Somch Citoin|  Flog 1 Comp. | Datote |

e To enter a new follow up record, click the New Record icon (U button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.

Search Criteria Defines when this screen is displayed and what Follow-Ups will
appear in the display.

Flag All Complete Will mark all Follow-Ups as complete and remove them form the
Overview Screen.

Delete All Will delete all Follow-Ups displayed.
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Requisitions

Open Requisitions

Requisition Form Part 1

This screen is used to record a requisition for a position to be filled.

|

e To enter a new requisition, click the New Record icon \1 button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.

Information Validation Requisition Part 1

Field Source Purpose

Requisition # User Assign a number and an
option description to the
requisition.

Job Title User Enter the job title.

Requisition Date User Enter the requisition date.

Position To Be Filled  User Enter the date the position

By is to be filled by.

Requested By User Enter the employee number

of the person who is
requesting the requisition.

Hiring Manager User Enter the employee number
of the Department Manager

Position Code User Select the position code.

# of Positions to Fill Enter the number of open
positions.

# of positions Filled System Displays the number of
employees already filled.

# of FTE to Fill User Enter the number of FTE to
be filled.

# of FTE Filled System Displays the number of FTE

already hired.
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Displays the number of
applications associated with
the requisition.

Enter an Employment
Status code. This will be
transferred to info:HR upon
hire.

Enter a Category code.
Enter a Union code

# of Applicants System
Employment Status User
Category User
Union User
Division User
Department

Location

Section

Position type User
Display Application

Email

Requisition Status User

Notification Email

Address
Posting Close Date User
Posting Close Time User

Enter a Division.

Enter a Department.

Enter a Location.

Enter a section.

Enter a Position Type code.
Displays the contents of the
email to be sent to the
applicant.

Select the requisition status
code.

Enter the Email address of
the people to be notified
when an application is
received.

Enter a posting close date.
Enter a posting close time.

Buttons Function

Copy Requisition This button can be used to copy an existing requisition, enabling
the user to assign a new requisition number.

t3 Copy Requisition

From Requistion #  [10:001 | [Toronta Branch Manager

To Riecisition i [

Reaquisition Description |

oK Cancel
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Requisition Form Part 2

Information Validation Requisition Part 2
Field Source

Reason for Placement User

Budget User

Purpose \
Provides the ability to enter
detailed notes regarding

the reason for posting.
Provides the ability to select
a reason.

Internal User
Start Date User
End Date User
External User
Start Date User
End Date User
Other User
Comments User

Provides the ability to select
how the job should be
posted.

Provides the ability to enter
an internal post start date.
Provides the ability to enter
an internal post end date.
Provides the ability to select
how the job should be
posted.

Provides the ability to enter
an external post start date.
Provides the ability to enter
an external post end date.
Provides the ability to select
other posting places.
Provides the ability to enter
additional comments.
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Requirements

This screen may be used to document any specific requirements related to the Open

Requisition. This is a free form notes screen and all notes are associated with one requisition
only.

Screen Layout

pelont ey
D Fle NewnApplicant Edit Move Find Windows Help
ORS|# [~ el 44

B P ppicant Tracker Requisition §  15-001
1 ippicanis

HRMGR - DIRECTOR. HUMAN

& Hie an Appiart e
15 et i
= T3 Opsn Requisitons

@ Find Open Flequi
103 Requsiion:
Aequemarls
T3 Peston Dulies
13 Apgicalion Picce
‘.F“ Recnsnent Cot
Atach Appheants
B 11 ore arein
& T} Closed Aemisiions
Fostons
11| Ropars

- Mas Charges

Position Duties

This screen may be used to document any specific Position Duties related to the Open

Requisition. This is a free form notes screen and all notes are associated with one requisition
only.

Screen Layout

i
& File NewApplicant Edit Move Find Windows Help

OR & # = 4 ¥~

[B HR Appicert Tracker  Redquisition 8 15-001  HRMGR - DIRECTOR. HUMAN
9§ Applcants
- & Hire an Appicant Position Duties

E1-g8) Requisiions
& T3 Dpen Riequisiions
@4 Find Open Frequi
11,3 Reaisitions
1 Renuirements
11,3 Position Duties
1 Applcation Proce

1,1 Atisch Applicants
13 Close a edquisiior

T3 Closed Requisitions

Ee-s5 Posiions

B Feports

127 Mass Changes
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Application Process
This screen may be used to document any specific Processes related to the Open Requisition.
This is a free form notes screen and all notes are associated with one requisition only.

B3 File New Applicant Edit Move Find Windows Help

OR&E ¢ 0E0 X[ 4 v~
h—' IHR Applicant Tracker Requisition #  15-001 HRMGR - DIRECTOR. HUMAN
1

Recruitment Costs
The purpose of this screen is to track recruitment costs associated with the requisition.

O file MewApplicant Edit Move Find Windows Help

OR&E & O-d- X[ 4 d -

B8 WA foican Tk Mequisiion 8 15-001  HRMGR - DIRECTOR. HUMAN
q Arpheanss

[Cost [Date Cost Incusred
500.00 2720115

Recnsment Cost Type @ [FEAD ] Hoad Hurte

Cost 15000

Dl Cost Ircamed [ zzns Fiday

e To enter a new recruitment cost record, click the new record icon button.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the save icon ™ button or the delete icon
button to delete the record.
[ )

Field Purpose \

Recruitment Cost This field provides the ability to store a cost type code.

Type

Cost This field provides the ability to store a cost amount in
dollars.

Date Cost Incurred This field provides the ability to enter a date associated

with the cost.

Version Effective: 8.2 Page 40



info:HR Applicant Tracking User Manual

Attach Applicants to Requisition

Applicants may apply for a position for which there is no open requisition. This screen provides
the ability to attach the applicant to a desired requisition. This screen provides the ability to
view the list of applicants and quickly review information on the applicant.

Screen Layout

o 12 Reguesition, - 15001

Fra Wedzen rep

£ Fin Newdgpicam &de o
OR& # DEX 4 ¥ 8-

e To attach an applicant to the requisition, click the New Record (U button, then select
the applicant number from the applicant lookup.
e To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.

Button Purpose

References When clicked the system will display the References
screen.

Interview When clicked the system will display the Interview
screen.

Resume When clicked the system will display the Resume
screen.

Follow-Up When clicked the system will display the Follow-Up
screen.

Close a Requisition
Use this function to close a requisition.

Screen Layout

5 Close Requistion - 15-01 =
Roqustion 8 15001 HAMGR - DIRECTOR, HUMAN

Chse Reauisiion Date [ |

Chsing Roason O

e Select the Date.
e Select the requisition Closing Reason from the lookup.
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Closed Requisitions
Requisitions

The purpose of this screen is to view previous requisitions that have been closed. Requisitions
may be changed after they have been closed.

GRS & DE=X +&H-
o - . e

o e iz o e I
u Ty gt e T

To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.

Information Validation
See the Requisitions screen in the Open Requisitions section.

Field Source Purpose

Close Requisition User The date the requisition was

Date closed.

Closing Reason User The reason the requisition
was closed.

Buttons
See the Requisitions screen in the Open Requisitions section.

Recruitment Costs
The purpose of this screen is to track recruitment costs associated with a closed requisition.

B File Hewdgpicars Edn Move Find Windnws el
RS & Do X 4 b e
i = [

e To enter a new recruitment cost record, click the New Record icon button.
To make changes to an existing record select the record from the grid box at the top of

the screen by clicking on the line. Click on the Save icon ™ button or the Delete icon
button to delete the record.
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Reopen a Requisition
This screen provides the ability to reopen a closed requisition.
R e —

IR
File NewAgplicant Edit Move Find Vindows Help

(=K R X

2. Close Requiston - 11002 =
Requisition 8 11-002 RECE - RECEPTIONIST

RecpenDale [

e Once the closed requisition has been selected, to reopen click the “Reopen a
Requisition” menu item. Enter the date the requisition is to be opened.
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Positions

Position Master
This screen provides the ability to view the position master from the Applicant Tracking module.
cted in the Position Master in info:HR.

sid Code | Reports Ta 1_|Fepods To 2_|Feports T+
HAMGA

Suen

------- CI T
o

CIPMER  FMANGE WMt g Pres

WRCLK MR CLER: FT 502 H HRMGR =1

2

Position [HFMER | [DIRECTOR. HUMAN RESOURCES.
e | ]

Lo T [ ]

Statur @ [RGHT | MaABEMENT yrrTe—
Group @ [WoHT | MasABEMENT + [f50mm
Salaey Grid [omaiBod ) MeRa[F =] | 2[00
FopotsTot @ [FRES | Prestort 3 (o
ReposTo2 @ 0o
RepotTo @ ] Spw
Uri, ]

o 7 [oo
HOCCode @ [0001 | seNmGR R
Wortber fPostons [1 | Poions Fiked

3000
FER [ | ToulFrE 2 M
FTE Howsttess [ TslFTE Howsfvea 4160
=

Tota Purts 0

Please refer to the Position Master Reference Manual for more information.

Skills Inventory

This screen is used to assign skill records to the position. These records will appear on the web
form as Required Skills or Work Related Skills. Changes made it this screen will be reflected in
info:HR.

ke bove i W et -
OBS # D" X 4 b - |
8 THR Aophcan Tiacksr Paosition HRMGR DIRECTOR, HUMAN RESOURCES
e P - =

skl Q[FR | HR GENERALIST
3

Comments AP FALTOR INYEARS
Sl Raguited e

e To enter a new skill record, click the new record icon button.

e To make changes to an existing record select the record from the grid box at the top of
the screen by clicking on the line. Click on the save icon ™ button or the delete icon
button to delete the record.

Information Validation

Field Source Purpose

Skill User Enter a Skill Code.

Experience Factor  User Enter an experience factor value.
Comments User Enter a Comment.

Skill Required User When this box is checked the skill

will appear in the webform as a
required skill; when the box
remains unchecked the sill will fall
under work related skills.
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Reports

Selection Criteria

The Selection Criteria provides the opportunity to filter the information you wish to show on the
report. For example, you may wish to run a report for a specific employee, or for all the
employees in a specific department, or for activities that have occurred or will occurin a

specified time period. By specifying those values in the Selection Criteria, a report will be
generated excluding all other conditions.

Multiple parameters can be entered in the Selection Criteria. For example, you may wish to run
a report for all FT (full time) employees in a specific Union with activities occurring in the next 3
months. The three parameters would need to be entered in the Selection Criteria.

To look up a table value, double-click in the box where the data would be entered or single-click
on the Magnify Glass () located to the left of the data entry box.

On lookups where a long line appears, double-click on the icon and hold down the “Ctrl” key to
select multiple entries, e.g., Employee Number lookup. Once you have selected all the entries,
click on the Select button to insert the highlighted items into the selection criteria. Another

method of selecting multiple employees is to just type in their employee number. Use a comma
to delimit between employees.

Finally, some reports can be generated in either Detail or Summary format.

Example of Selection Criteria

4 info:HR Applicant Tracking - [Applicant Information Repaort]
&5 File Move Find Windows Help

oke -
B 1R Appicant Tracker Selection Criteria
5§ Appicants Division i
& Hire an Applicant Denvmrt
a ne

Applcant Information

8 ﬁ ostions o
S Reports Status
=

g
i
PPEPPPPPP

From / ToDate

B
B

Report Grouping
Grouping #1 Divisicn >

Final Sort [Foioanttioms =]
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Groupings
The Report Grouping options allow you to sort the information selected on the report.

Report Group Drop down

Repost Groupin:

Grouping #1
Grouping H#2
Grouping H3
Final Sort

ame
Grouping #3 Attendance Code
Final Sott [Attendance Date

Ll Lo ] L«

Grouping #1 is the major sort criteria. Grouping #1 controls totalling, page breaks, and
headings. For example, if a report’s Grouping #1 is Department, and you have asked for the
report to be generated for every Department by leaving the Department option blank, the
information will be totalled for each Department and the report will begin a new page for each
Department with a heading. If Grouping #1 is (none) or blank, then page breaks will occur only
as they happen naturally. If Grouping #1 is (none), then many reports will begin with the first
employee in alphabetical order and print the report for all employees selected.

All other Groupings are secondary sorts. From the example screen in the Selection Criteria
section above, if the Grouping #1 is Employee Name, Grouping #2 is Attendance Code, and
Grouping #3 is (none), then the report would be printed by employee name in alphabetical
order, and within each employee by attendance reason in alphabetical order, and within each
attendance reason by descending Attendance Date. Page breaks (other than natural ones)
would occur by employee so that you could give each employee their own report.

With some exceptions, the Final Sort is determined by info:HR.
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Applicant Information

This report is used to view a one-page summary of the applicants’ personal information as well
as actions taken on the application such as interviews.

oo
ORa " -
G it e Selestion Citeia
% § sopiaris Bivon a ]
Iy Depament ]
= osation Qi
Stalis Q
Category Q ]
B Section R_
feslmlie O
Appicant Gaisics | PosonCode @
dopiai Fobwags  Faqibon® QU
sppicert Edcation
P mecn Cot
- b Hass Changes e T |
Repont Grouing
Giging 1 o =
Fins St
Sample Report
Date: 30215 HR Systems Strategies Inc. Page: 4
Time: 8:41:32 AM Applicant Information RAINFO
Applicant Number { Name : 67 Anderson, Margaret
Address 1 : & The Donway E Current Employee # :
Address 2: Other Referral :
City: Toronto Agree to terms and conditions : Yes
Province : o Most Recent E mployer : ABC Organization
Country : CANADA
Date O1Birth:
Email : meanderson@gmail com
Postal Code :
Home Phone : 4184440568
Business Phone :
Cell Phone :
Pager Number :
Referred by Employee : Yes
Referring E mployee Hame : Dsne Anderson
Referring E mployee Relation : Family Member
Eligible to work in Country: Yes
Hire Code : OTHR
Application Date : 21218
Called :
Internal : No
Employed : Yes
Authorized to Contact Employer: no.
Current Position :
From:
To:
Hired :
Supervisor :
Jabs Applied For
DIREGTOR, HUMAN RESGURCES
Interview Date  Interviewed By  Interviewed By  Interviewed By Result Comments
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Applicant Qualifications

This report is used to view a list of applicant qualifications. The report can be filtered by
requesting that applicants match either all of or any of the specified qualifications.

Screen Layout

Repor]

a
Qq
q
a
a
q
L
a
2
aq ™ Muthare sk T Miat b eqnd il
" W m 7 Snow Consnt
[e—r—
= = gl
Fruisen 3
Date: 30215 HR Systems Strategies Inc. Page: 1
Tims  §:48:27 AM Applicant Qualifications RASKILL
Reguested Qualifications:  ALL
Applicant Nbr./Name Requisition # / Job Qualifications
67 Anderson, Margaret 15001

DIRECTOR, HUMAN RESOURCES ~ CHRP
HR GENERALIST EXPERIENCE
INF O:HR EXPERIENCE

CHRL

Version Effective: 8.2 Page 48



info:HR Applicant Tracking User Manual

Applicant Statistics
This report is used

& File Move Find Windows Help

Ok& [
I8 TH Appicant Tracker Bl e
§ Applicants Division Q
Hite an ppicant Department
51-5) Recistions e alL |
-5 Posiions oedtien a
784 FndPosiion Status Q]
{5 Pasiion Master
| Categary
2 s a1
& Reparts 8ezim Q
i T+ ApploantInformation  Posiion Cade:
Aplcart Qualfodin g aL_J
Sgplant Stastizs a1
bpplcont Folbowaps  Applcant Souce @

Applicant Education
Flecnitment Cost Applicant Source @ Gy O

-2 Mass Changes p—
& Beig  Summany
Beport Grouping
Grouping #1 rane) =

Sample Report — Applicant Source Detailed

Date Aprl71s T |
Time: 10:05:56 AM Applicant Statistics Reportby Applicant Source RASTATSR
Applicant Nbr./Name Applicant Source Requisition #  Position Applied For
68 green, george 10-001 BMGR
72 Anderson, Dane BMGR
77 Red, Randy 10-001 BMGR
82 Armstrong, Bob 11-001 APCL
Total of 4 0.27%
22 Kennedy, Bill monstar.ca BMGR
60 black, brian monstar.ca 10-001 BMGR
70 plack, bobdy monster.ca 10-001 BMGR
73 purple, paut monstar.ca 10-001 BMGR
Totalof monster.ca 4 0.27%
Tl grsen, geoff Our web sits 10-001 BMGR
74 Oscar, Orange Our web site 10-001 BMGR
76 oiuve, brad Qur web site 10-001 BMGR
i Qur web st 10-001 BMGR
83 i Our web site 10-001 BMGR
85 Jack, blueboy Our web sits 10-001 BMGR
8  Armstrong, Bob Our web sits 10-001 BMGR
Totalof Our web site T 0.47%
Grand Total Applicants 15
Sample Report - Source Summary
Date:  Aprl715 Page: 1
Time: 10:11:02 AM Applicant Statistics Reportby Applicant Source RASTATSR
Total of B 0.27%
Totalof monster.ca 4 0.27%
Totalof Our web site 7 0.47%
Grand Total Applicants 15

to view statistics of the application either by applicant source or by city.
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Sample Report - City Detailed

73
Total of
78
Total of
85
Total of
4
Total of
71
Total of
76
Total of

o)

Total of

83
Total of

&
Total of

Total of

82
86
Total of

Date: Aprl1715
Time: 10:15:05 AM

Applicant Nbr./Name

purpls, paul
Aurora

yellow, yogi
Ayr

Jack, blueboy
barrie

Oscar, Orange
Burford

green, geoff

Greenville

blue, brad
LaSalle

Anderson, Dane

LONDON

Red, Randy
smythe, sam
London

dlack, brian
timmins
Kannady, Bill

zeorze

gree

black, bobby
toronto

Armstrong, Bob
Armstrong, Bob
TORONTO

Applicant Statistics Reportby City

Province
ON

ON

BC

ON

OoN

ON

ON
ON
ON

ON

Grand Total Applicants

City
Avrora

Ayr
1

darrie
Burford
1

Greenville

1

LaSalle
1

LONDON
1

London
London
5

timmins

toronto
toronto
toronto

3

TORONTO
TORONTO
2

15

Requisition #

10-001
0.07%

10-001
0.07%

10-001
0.07%

10-001
0.07%

10-001
0.07%

10-001
0.07%

0.07%

10-001
10-001
0.13%

10-001
0.07%

10-001
10-001
0.20%

11-001
10-001
0.13%

Page: 1
RASTATCT

Position Applied For

BMGR

BMGR

BMGR

BMGR

BMGR

BMGR

BMGR

BMGR
BMGR

BMGR

BMGR
BMGR
BMGR

APCL
BMGR

Sample Report - City Summary

Totalof
Total of
Total of
Total of
Totalof
Total of
Total of
Total of
Totalof
Total of
Total of

Date: Aprl715
Time: 10:17:14 AM

Aurora
Ayr
barrie
Burford
Greenville
LaSalle
LONDON
London
timmins
toronto

TORONTO

Applicant Statistics Reporthy City

Grand Total Applicants

)

15

0.07%
0.07%
0.07%
0.07%
0.07%
0.07%
0.07%
0.13%
0.07%
0.20%
0.13%

Page: 1
RASTATCT
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Applicant Follow-ups

The purpose of this report is to view all Follow-up records in the system with the status of the

follow-up and dates associated with it.

R Rpplicant Tracking - ppeant Feloar ups Fepor]
o . E

ORS - -
qQ
q
a4
q
a
q
L
q
XA
q
1] m[
Bepon Giugina
G 11 rcral
P S
Date: 309/15 HR Systems Strategies Inc. Page: 1
Time: 3:34:37 PM Follow-ups Report RAFOLLUL
Employee Name Follow-up Date Complated
Anderson  Margarst Application wia the Wab 212115 Ve
Comments: WEBA - Web Application
Application via the Wsb 212115 No
Comments: WEBA - Web Application
Interview 2127115 No
Comments:
Kennedy ,Bill Application via the Wsb 80311 Ves
Comments: WEEBA - Web Application
Interview S/30011 HNe

Comments:
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Applicant Education
The purpose of this report is to view the applicant’s education history.

| ®
Hope ouing
Goxpng 1 e z
P S =
Date: 310915 HR Systems Strategies Inc. Page: 1
Time: 3:53:54 PM Formal Education Report RAFORMEIL
Name School Major/Minor Study Completed Year Degree Obtained
Anderson , Margarst UNIVERSITY OF TORONTO HUMAN RESOURCES T BACHELOR OF ARTS
UNIVERSITY OF GUELPH BUSINESS ADMINISTR A T MASTER OF BUSINESS AD
Anderson , Marzarst UNIVERSITY OF TORONTO HUMAN RESOURCES Y BACHELOR OF ARTS
UNIVERSITY OF GUELPH BUSINESS ADMINISTRA Y MASTER OF BUSINESS AD
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Recruitment Cost
The purpose of this report is to view the costs associated with recruiting for a position.

k& + v A

o Sopkcans
& Hire an Aopicant

B R Aogican Tracker

Aogbcant FOMMABY  Recyishion B
Apphcant Edix

88 irfaHR Applcant Tiacking - [Recrutment Cost Repor]
& Fle Move Find Windows Help

Solection Critesia

Diviian

Deparment

Locaten

Categry

Seston

Fostian Code

i
BPPPPPPPP

Giceping BT )

25|

Sample

Report

Requisition #
10-001

123

Date  Aprl715
Time:  10:28:09 AM

Position
BRANCH MANAGER

HR CLERK
HR CLERK

Recruitment Cost
Type
Workopolis

Globe & Mail ad
Referral bonus

Grand Total Cost

Page: 1

RARCOST
DateIncurred Cost
Jan 212 250.00
Sep 4/06 $500.00
Jul 27/09 $250.00
$1,000.00
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Mass Changes

Archive Applicants
Use this screen to archive applicants by applicant number, requisition number or date range.
Applicants will remain in the system under Archived Applicant.

e Select the group of employees or the date range and click the mass update button [

Attach Applicants to Requisition

Use this screen to attach multiple applicants to a requisition.
——— S SN

e Enter the applicants and select the open requisition, then click the mass add button .

Delete Applicants/Login Profile
Use this screen to remove applicants from Applicant Tracking along with their applicant
Web Form login profiles.

- -] L4

e Select the group of employees or the date range and click the mass update button [,
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