Applicant Management: Hiring Manager

1. Log into OneUSG. Under Manager Self Service, click on the Open Jobs tile or use
the Navigator and click Recruiting - Search Job Openings. Select the job opening
of interest.

2. This will take you to the Manage Job Opening page. Here you will see a list of all
applicants who have applied to the opening.

3. The page will default to the “Applied” tab. Notice that the disposition of all the
applicants on this tab is “Applied”.

e An applicant's disposition is the applicant's status with regards to a particular
job opening. These statuses track the progress of an applicant through the
recruiting process.

e You can review an applicant’s application and/or resume by clicking on the
appropriate icons in the “Application” or “Resume” columns.

¢ Search Job Opening Manage Job Opening

Manage Job Opening
g=Retum | ¢} Recruiting Home | & Search Job Openings | #[ Previous | 4] Next | & Create New | EElClone | #, Refresh | [l Add Note | {7}No Category | == Personalize
Job Opening ID 1116 Status 010 Open
Job Posting Title Dir., Budg Business Unit 51000 (Valdosta State University)
Job Code 193X29 (D Department 1492000 (VPFA & Budgeling Services)
Position Number 10006264 (Dir., Budget Services)
Applicants Applicant Screening Activity & Attachments Details
Al Applied Reviewed Screen Route Interview Offer Hire Hold Reject
@ {7) (0) 0) (0) (D) 0) (0) (0) [(1)]
Applicants (7 Personalize | Find | View All | ] E First ‘&' 1-7of 7 ‘B Last
Select Applicant Name Applicant ID Type Disposition Application Resume Mark Reviewed
Agatha Christie 1028 External Applied /ﬂj g « QOther Actions
Dwayne Johnson 1027 External Applied ﬂj g * Other Actions
Fake Applicant 1109 External Applied ﬂj /% g * Other Actions
Giavonnie Sykes 1018 Employee Applied ﬂj g * Other Actions
Heather Riner 1079 External Applied ﬂj % g * Other Actions
Joe Test 111 External Applied ﬂj g * Other Actions
Tester 123 1110 External Applied ﬂj g * Other Actions
Select Al Deselect All ~ Group Actions
gaRetun | g} Recruiting Home | & Search Job Gpenings | #f]Previous | yf]Next | 5} Create New | EEICIone |  Refresh | [g8Add Nate | {"}No Category | == Top of Page

e C(Clicking on the “Application” icon will bring up the detailed application page (i.e.
Manage Application page). You can also view the applicants resume and other
attached documents, such as cover letter, etc. from this page.

e Click “Return” when you are finished reviewing the application to return to the
Manage Job Opening page.
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Applicant Management: Hiring Manager

Manage Application

Applicant

Applicant 1D 1078
Applicant Type External Applicant
Status D10 Active

Jobs Applied 4

Process Application (7
Disposition D10 Applied

Reason

Date 12/20/2017

Application and Resume
Personal Information (7

Questionnaire Notes
POl Type Unknown
Eligible to Work in U.S.
Are you a former employee No
Previous Termination Date
Preferences
Desired Start Date
Regular/Temporary Either
Full/Part-Time Either
Willing to Relocate Mo
Willing to Travel MNe
Travel Percentage Mever or rarely
Geographic Preferences

Preferred Contact

Phone

Email

Address

P = Retum | 8} Recruiting Home | [ Search Applications | #f] Previous | 4| Next | 7 Refresh

Mot Specified
478i555-5555
oochriner@ssc.usg.edu

1235 May Road
Sparta, GA 31087

[ Mark Reviewed

' Resume docx

Cover_Letter.d
—»cweLLener docx o

Job Opening

Job Opening ID 1118

Job Posting Title Dir.. Budget Services

Job Code 18328 (Dir, Budget Services)
Recruiter
Hiring Manager

7873700 to

119,606.00 USD/Year

Salary Range

Perzonslize

Status Open

Business Unit 51 /aldosta State
L

Department 14 PFA & Budgsting

Services)
Job Type Standard

Position Number 10! 4 (Dir, Budget
S )

Sel

8 Interview @ Reiect Other Actions
Attachments (7 Personalize
Attachment  Attachment Apply to
Attachment L e Py '® Uploaded By  Last Updated

Work Experience

Resume2 docx Resume

Gover Letters

128/2017
2:2TPM

Heather 12812017
Riner 2:34PM

He Work Experincs has besn added to this applicants profile

Education Level

Highest Education Level A-Not Indicated

Training

Ho Training has been added to this applicants profils

e Clicking on the “Resume”

attached format (i.e. Word, PDF, etc).

icon will bring up the applicant’s resume in the

4. To mark an applicant as reviewed, click on the icon in the “Mark Reviewed”

column.

Mark Reviewed

2

5. You will receive a pop-up window indicating that you are successful. Click OK.

Message

The applicant has successfully been marked as reviewed. (18178,1033)

6. Notice that the applicant will now be moved to the “Reviewed” tab:
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Applicant Management: Hiring Manager

< Manage Job Opening

Manage Job Opening

Manage Job Opening

gaRetun | ¢§}Recruiting Home | &y Search Job Openings | ] Frevious | yff|Next | 55 Create New | EldClone | « Refresh | [33Add Note | {}No Category | ==

Job Opening ID 1116
Job Posting Title Dir., Budget Services
Job Code 193X29 (Dir, t S
Position Number 10006264 (Dir., Budget

Applicants Applicant Screening Activity & Attachments Details
All Applied Screen
() (&) (4] (0)
Applicants (7
Select Applicant Name Applicant ID Type Disposition
Agatha Christie 1028 External Reviewed
Select Al Deselect All ~ Group Actions

Status 010 Open
Business Unit 51000 (Valdosta State University)
Department 1492000

Route Interview Offer Hire Hold
(@ ()] (0) () (0
Personalize | Find | View All = | E
Application Interview Reject

m} — @

gmRetumn | ¢§}Recruiting Home | &5 Search Job Openings | #fF Previous | 4 Next | & Create New | EEClone | f Refresh | [g3Add Note | {"}No Category | >>

Personalize

Reject
(0)

First ‘& 1of1 & Last

~ Other Actions

Top of Page

**Here you can review the application again, set up an interview, and/or reject the

applicant.

7. For Faculty and Director level and above, email the short list to the Office of Social

Equity (OSE) for review and approval. Part Time Instructors do not have to be

submitted to OSE.

a. Once you have the approval via email, attach the email to the job opening
under the Activates and Attachments tab.

< Manage Job Opening

Manage Job Opening

g=Retun | §} Recruiting Home | & Search Job Openings | 4 Previous | 4E]Next | & Create New | EEClone | 4, Refresh | A Add Note | {7}

Job Opening ID 1116
Job Pesting Title Dir., Budge!

Position Number

Applicants || Applicant Screening || Activity & Attachments _

Al Applied
(O]

Reviewed
@ m

Applicants (7

Select Applicant Name Applicant ID Type Disposition

Agatha Christie 1028 External

Select Al Deselsct All ~ Group Actions

gaRetum | ¢} Recruiting Home | (5 Search Job Openings | #FPrevious | 4f]Next | &3 Create New | EElClone | 2, Refresh | [g8Add Note | {"}No Category | >>

Manage Job Opening

Personalize

Status 010 Open
Business Unit 51000 (Valdosta State Univ
Department 1422000 (VPFA & Budgetin,

Interview Offer Hire
) ()] )

Hold Reject
© W}

Personalize | Find [View Al | Z0| R First (@) 1011 & Last

Application Interview Reject

im] =B @

- Qther Actions

Top of Page

8. To set up an interview, click on the “Interview” icon.

Interview

i

Applicant Management

Page 3




Applicant Management: Hiring Manager

9. This will take you to the “Interview Schedule” page, where you need to complete all
the fields marked with an “*”.

You can also add comments.

If you would like to notify the applicant via the system, click Notify Applicant

Then, click “Submit”.

£ Manage Job Opening Interview Schedule

nterview Schedule
Submit | | SaweasOmft | | gaRsum Sersonaize
Job Opening ID 114E Euglnses Unit 5
Job Opening Status 010 Open Job Posting Title
Submitted No Posltion Number 1
Agatha Christie
Applicant ID 1028 Freferred Contact Mot Specied
Appllcant Type Extemial Agplicant
Interview 1 - Date Mot Entered (2
“Date J1/05:2015 | Intarviaw Type [Z107E v nittator Traycas Martin
*5tart Time [11:304M Appiicant Responas (67 LAl Notily Appilcant \
“End Time [12:307% Hotity Interview Taam
“Time Zone =57 a,
Search Committee (=
Intsrviewer o Intarviawer Hams Datn ttart Time End Tims Recponse Comments Avaliabinty Matity
AEEED @, Trayces Mamn 01052018 113080 Z00FM NG id 3 & i}
Aod Interviawer
Venue Information (¢
enue a Location
Re#ponee ¥
ASIEGN Venue ]
252 charactars ramaining
Interview Materials
Notes (¢ Attachment |
o rates have been asded to this interdes o Afachments nave been soded o This Intenview.
And N Load Job Opening Nates A Atachment Loag Job Opening Atachmeant
Letter (¥
Lettar Li
Date Printsd 5l
Inchuds In Cansalidated Latter
Consolidated Interview Letter (¢
Add Intarviaw
SN i E| Expand A Callapss &
Submit | | SaveasOmft | | gaRaum Top of Fage

N

Interview Schedule Comments

Commenta
Spake Wi on Me phana to dscuss r2Eume, qualificatons, and experence] 2

Qf,_

oK \CEI‘:E

10.You will receive a message that you have succesfully submitted interview details.
Click OK.
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Applicant Management: Hiring Manager

Meszage

You have succassfully suomitted Interview detalle far Agatha Cheietle for e job Cir., Budgst Services — 1116 (0.0)

—

11. Notice the applicant has been moved to the “Interview” tab. Here you can set up
additonal interviews, and/or reject the applicant.

Click on the icon in the “Interview” column to set up another interview with the
candidate.

Manage Job Opening

gmstumn | #§} Recnutiing Hame | ySearch Job Openings | #£] Pravious | 4F]Mext | (S Creste Naw | EEClone | 7, Rafreeh | [ Add Mose | [EF Inteniews | {7} Mo Categary | = Parsonalize
Jau Opening 1D 1118 statue 010 Opan

Job Posting Tiia Cir. 5 Buslness Unt 51000 (Vakiosta State Univereity)

Job Cods Department 1422000 (WPFA & Sudget i

Position Mumber 1000

Applicants || Appiizant Scresning | [ Actily & Aflachments | [ DetEls

Al Applled ntsrview Hira Rejasct
) (5) @ i
Applicants (7 parsanaiiza | Find [viewan [0 B At 0 1or1 @ Lo
L Appiizant Nama Appilzant ID Type Dicpcition Applizaticn rtnrvies Rejaot
Agatra Chrigtis 1028 Extzmal nezrvisw im] — BB @ = Ofrar Actione
szt Al Dassient Al = Graug Astans
garewm | fRecrunng Homa | &b Search Job Opemings | #E]Pravious | gf]Naxt | S Create New | EBlcione | < Remaen | [Acd ot | Ffineniews | {TINo cagary | == Top af Aage
: 13 H H h d I 29
12.Click “Edit Interview Schedule
[Wianage Interviews
=15 gaRewm Pareonalize
Appiicant Nama Ag Job Opaning ID 1118
Appllcant 1D Job Opening Status 010
Job Posting Title Business Unit 51000 [\ University)
Position Number 1003528 senices)
Interview Summary (7
dainot Dats Etart Time End Time Time Zons Losation Bubmittad Hatue Final Resommendation
s DID82018  1130AM 1Z00FM  EST v Unconfirmed 005 Intzrview 7
Interview Details (%
Date 011 8 > & Editintenvizw Schedule
start Time M EST
End Time 12:00FM EST
Lacation
Submitted Ya2s
Status  Unconfirmed
Final Recommendation
Final Recommanaation | 355 Intenvizw b
Reason b
Average Score ©
Interview Evaluations 7
Na Inerview evaluations found.
Create Naw Evaluation
(Craate New Intanview Schedule
Sae | | gamewm Top of Page
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Applicant Management: Hiring Manager

13. Fill out additonal interview information and click “Submit”.

Interview 2 - Date Not Entered
*Date J1AZ20HE  |[5] Intsrviaw Type inhauz=1 v Initiator Traycee Martin
= tart Time [1:00FH Applicant Reaponss 902 LA * Notity Appiicant
“End Time 2:00FH # Notity Interview Taam
“Time Zone[=5T a,
Search Committes (2
Intarviewsr D Intarviewer Name Dt Etart Time End Thme Recponce Commentc Avallabiiity Mottty
7 0 Traysse Matn o 1:000M None Ld [7) & Fl [ii]
And Interviawer
Venue Information
wenue [J25 Sharad Services Cantar a, Location |Ragants Contaranca Reom
kgoreess. usg.eduy
Respones [A2o2FEd pd
ACUEN Venua Vi
231 charactars remalning

Interview Materials

Notes (¢ Attachment

o naotes havs bean agded 1o this e, o AMECITENt: N2va been 3ncad 1o thiE intands,

Agd Moss Load Job Opening Notes Add Attachmant Load Jab Opening Atiachmant
Letter (¢
Lattar hJ
Dats Printed (i1
Inchuda In Conzolidated Latter
Consolidated Interview Letter
Add Ins2rviw
ew Al Intervizws Expand A3 Callapsa Al

Submit| | Save ssDEt | | g Ratum Top ot Fage

~

14.Rejecting an applicant can be done from several tabs, including “Reviewed” and
“Interview””.

To reject a candidate, click on the icon in the “Reject” column.

Manage Job Opening

= Retum | ¢} Recruiting Home | 5 Search Job Openings | #ff] Previous | 4ff Next | 5§ Create New | EFIClone | #, Refresh | [3Add Mote | [ Interviews | [T)No Catsgary | == Personalize
Job Opening 1D 1115 Status 010 Cpen
Jobr Posting Title Di Business Unit 31000 (Waldosta State University)
Job Code Department 1432000 (VPFA & Budpeting Services)

Fosition Number

Applicants Applicant Screening Activity & Attachments Details

Al Applied Reviewsd Screen Interview Offer Hire
@ () (1) (m i) () (m
Applicants (7 Personalize | Find | View All | X B First ‘& 10f1 ‘& Last
selact Applicant Hame Applicant 1D Typs Dizposition Appacation Inferview Rajact
Dwayne Johnson 1027 Exemal Revigwsd im| ﬁ 0 = Oither Actions
Select All Deselect All = Group Actions
= Retum | ¢ Recruiting Home | & Search Job Openings | #ff] Previous | 4ff Next | & Create New | Bl Clone | ), Refresh | 7 Add Mote | [ Interviews | ") No Category | == Top of Page

15. Select the appropriate reason for the rejection.
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I aetr—rtiéiiiiii L LEBLs i iiiiiiiiiibk i EEEEEiiiiEEZE—. i i
Hepect Opplcant y
fpplicant 1o Heject =
A ppicn i L Fa Jobs Tipareng Ol
T [y -y g~y -

|
Bl DiEposinknn
e T | nfe b e
'H-u'l.-=-|1| '|
T Ny e Pt '
et R-EEE
riphsl e ok -
b - B =i et E e
1 d et | B
repley-Hpgond Cuchilfe afarms r
I_.".:':'l FURE —
WO Sl B 1'rE
Exchiiril Flsira i) s Bl Chhinel- Sl H ﬂ = LT
LR e e 5 = gk
L e [ e o o g |
et Efpige B
o "W
r-lﬂl’ll-q'l:l.ll|.|.ﬂl'|l|='r1..-l:r|!__l__l_u___‘_ . | [Erierviess | [N Caiegary | >
o 5 ot
B 5 WO i LES
Lot et T S
Vil Bt

Then click on either the “Reject” or “Reject and Correspond” buttons.

Reject Applicant

Applicant to Reject

Applicant 1D Name Job Opening Delete
1027 Dwayne Johnson 1116 - Dir, Budget Services
Disposition

Disposition 110 Reject
*Reason ; Mot Best Qualified-Experience v

Reject\ Reject and Caorrespond \ Cancel
»

16.1If you selected “Reject and Correspond”, you will be brought to the “Send
Correspondence” screen:
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Applicant Management: Hiring Manager

end Correspondence

Message Type and Mathod
“Contact Metnoag [ Emall i

Lettar | ACpBcant Rajaction Letear IR v

Recipient Information
To|Craayne Jonnson £

A
Cc xlrlsﬂlr;.‘al:lc-s'.s 20u
A Fing
&
Boo
A Fing
&

* Include Intereated Parties

Sender Information

From Trayoas Martin

Message
= Subject rour Applicstion with USG

~sccass [ FUDic L

3 January 2018

Mir Dhovayme Johnson
125 Sesame 3t
Valdosta GA 31602

Deaar hIr Johnzon,

Thank yvou for takins tims to interview with us. We have given carefial
eonzideration to your experience and skills with rezard to the position(s).

1116 Dir, Budset Services

Tz ragret to inform vou that we have decidad to purzue other more suitable
candidates.

Thank vou for considering our company 2= a prospectiva employer. We wish vou
success in your job search.

Sincarely,

Barbara Smith
Emplovment Coordimatar
Attachments
Na attachments have besn agded W this Comaspondanca

A0d Amachmant

avizw Zard Cance

17.Finally, you will see a pop-up window that confirms you have successfully rejected
the candiate.

Click OK.

Meszage

You have sucCassfully rejected this Applcant. (15178,1100)

18.Notice the candidate now shows up on the “Reject” tab.
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Manage Job Opening

gmReturn | (B} Recruiting Home | 63 Search Job Openings | 4] Previous | 4] Next | (53 Create New | EZ Glone | 7, Refresh | [g% Add Note | [Bf Interviews | {") Mo Category | >>

Job Opening ID 1116
Job Posting Title Dir, Budgst Services
Job Code 1 Budget
Position Number 1 {Dir., Budg

Status D10 Ope
Business Unit
Department

osta State University)
FA & Budgeting Services)

Applicants Applicant Screening Activity & Attachments Details

Personalize

Al Applied

Reviewed Sereen Route
7) () {0y 0 (0

Interview el Hire Held
(1] Q) (1) (8 {0y

Reject
(U]

Applicants (%

Select Applicant Name Applicant ID Disposition Application

Dwayne Johnson 1027 Reject im| « Other Actions

Select All Deselect Al = Group Actions

@mRetum | ¢} Recruiting Home | By Search Job Openings | 4] Previous | 3] Next | 5§ Creste New | EZlClone | 7 Refresh | [ Add Note | [EF Interviews | {}No Category | >

19. Repeat steps 3 through 13 to review all applicants.

20. Once you have selected an applicant to hire, Click Other Actions on the applicant
you wish to hire

Reject Print

@ & ¥ Other Actions
¥ Other Actions

W Other Actions

@ @ @

W Other Actions

21. Click Recruiting Actions

(2]
> —

£ Applicant Actions >

i

Recruiting Actions:

=2 (7]

22. Click Edit Disposition and transition applicant to Offer
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Applicant Management: Hiring Manager

Create Interview Evaluation
Prepare Job Offer
Withdraw Application

Edit Application Details

Edit Disposition —

23. Contact Human Resources for the next steps in the hiring process.
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