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The following guidelines will support a successful learning experience.
Before we begin…

Check-In for Attendance Refrain from side-conversations

Silence cell phones Check E-mail during breaks ONLY

Complete post-training survey
prior to leaving this session Enjoy! 



Throughout training, you will come across the following icons:
Training Icons

Instructor Demos: View a live 
demonstration of the system functionality

Important: Emphasizes information that can 
impact how you handle a specific area

Remember: Reminds you about 
previous important information

Quick Tip: Provides extra 
instructions intended to give immediate, 
practical advice

Take Note: Recommends that you take note of 
information needed for future activities

System Exercises: Indicates that you will be 
participating in a group or paired activity

Repeat Steps : Indicates a time in which 
previous steps you learned will be repeated 
related to accomplish a new objective 

Knowledge Checks: Test your knowledge of key 
concepts



Welcome to the Recruiting Lifecycle Management training course. This course is designed to provide DeKalb 
County Recruiters/Generalists with an overview of Recruiting within CV360. 

Course Overview

• Recruiters/Generalist  

• 2.5 Hours 

We require the following prerequisite before taking this course:
• CV360 Navigation Training

Who should take this course?

Prerequisites:

Duration:



Upon the completion of the Recruiting Lifecycle Management, you will be able to:
Course Objectives:

Objectives
• Analyze and Update a Standard (Hiring) Requisition
• Create a Pipeline (Register) Requisition
• Move Candidates to proceed through the Candidate Selection Process
• Create a Job posting on an Internal and External career sites
• Add Candidates to a Hiring requisition
• Create an Interview Schedule for the Requisition
• Create an Interview for the Candidate on the Requisition
• Prepare a Job Offer for Candidates
• Move Candidates through the Recruiting process
• Complete the Hiring Process
• Convert the Pending Workers



Below is a list of the sections within this course as well as an estimated duration of each.
Course Agenda

# Recruiting Lifecycle Management (Steps/Phases) Duration

1 Analyze and Update Standard (Hiring) Requisition 15 min

2 Create a Pipeline (Register) Requisition 15 min

3 Post Job 15 min

4 Manage Talent Pool 15 min

5 Screen and Track Candidates 15 min

6 a. Create an Interview Schedule for the Requisition
b. Create an Interview for the Candidate on the Requisition

15 min

7 Select Candidates 15 min

8 Prepare Job Offer 15 min
9 Prepare for Hiring 15 min

10 Convert a Pending Worker 15 min
11 Accessing Recruiter Dashboard 15 min
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Lesson 1: Analyze and Update a 
Standard (Hiring) Requisition 

Recruiting Lifecycle Management 



Upon the completion of the Analyze, Update and Create Requisitions lessons, you will be able to:
Lesson Objectives:

Objectives
• Analyze and Update a Hiring Requisition as a Generalist 
• Create a Pipeline (Register) Requisition as a Generalist 



Analyze and Update a Hiring Requisition 

The Recruiter/Generalist 
will select the My Client 
Groups tab

1

2

Select the Hiring tile 



Analyze and Update a Hiring Requisition 

Select the 
appropriate Job 
Requisition created 
by the Hiring 
Manager

3



Analyze and Update a Hiring Requisition 

As a Recruiter/Generalist, 
review the Requisition
created by the Hiring 
Manager and make 
updates to fields that the 
Hiring Manager does not 
have access to

4



Analyze and Update a Hiring Requisition 

There are two fields 
in the Details section 
only visible to the 
Recruiter/Generalist. 
In the Exam Code 
field, select from the 
choices provided. 
Enter the appropriate 
Register Expiration 
Date if necessary

5



Analyze and Update a Hiring Requisition 

Select the Continue
button to move to 
the next section 

6



Analyze and Update a Hiring Requisition 

The Posting Description section is 
only available to the 
Recruiter/Generalist. The Posting 
Description is about the department 
itself. Select the Continue button to 
move to the next section

7

The Posting Descriptions would be 
added by an Administrator. By 
selecting the check box, the 
Recruiter/Generalist can make the 
description available to both internal 
and external Candidates



Analyze and Update a Hiring Requisition 

The Offer Info section is only available 
to the Recruiter/Generalist. The fields 
will be pre-populated and can be 
edited if necessary. Select the 
Continue button to move to the next 
section

8



Analyze and Update a Hiring Requisition 

The Questionnaire is a 
section only available to 
the Recruiter/Generalist. 
There are Disqualification
and Prescreening
Questions that can be 
setup as required 

9

The Disqualification Questions cannot be 
added or removed and are on all 
Requisitions. The Disqualification 
questions are marked with the Lock Icon. 
The Prescreening questions can be 
added, removed, and made mandatory



Analyze and Update a Hiring Requisition 

There are Internal and 
External Prescreening
Questions. If the 
question is applicable to 
Internal and External, it 
needs to be added to 
both 

10



Analyze and Update a Hiring Requisition 

Upon final review, the 
Recruiter/Generalist can the 
select Submit button and the 
Requisition will be submitted 
through the approval process

11



Analyze and Update a Hiring Requisition 

Upon approval from the 
Hiring Manager, the 
Recruiter/Generalist can 
select the Requisition to 
make edits and updates

12



Analyze and Update a Hiring Requisition 

Requisitions can be Approved or Rejected. If you 
click the link for the requisition, you can view the 
Requisition details. Once the Requisition is 
approved, any additional Approvers will be notified

14

The Recruiter/Generalist will 
receive a Bell notification to 
approve the requisition after the 
Hiring Manager has approved it



Analyze and Update a Hiring Requisition 

If you clicked the link to view 
the requisition details, you 
can Approve or Reject the 
Requisition after viewing the 
details



Analyze and Update a Hiring Requisition 

Using the Actions
button, select the Open 
for Sourcing option.  The 
requisition will go into an 
Open – Not Posted 
status.

13



Analyze and Create Requisitions Knowledge Check 

The Hiring Manager can create a Standard (Hiring) Requisition. True or False?

A. True 

B. False



Analyze and Create Requisitions Knowledge Check 

A. True

B. False

The correct answer is A. The Hiring Manager can create a Standard (Hiring) Requisition

The Hiring Manager can create a Standard (Hiring) Requisition. True or False?
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Lesson 2: Create a Pipeline 
(Register) Requisition 

Recruiting Lifecycle Management 



Upon the completion of the Create Requisition lesson, you will be able to:
Lesson Objectives:

Objectives
• Create a Pipeline (Register) Requisition 



Create Requisition – Pipeline (Register) Requisition 

The Recruiter/Generalist 
will select the My Client 
Groups tab

1

Only Recruiters/Generalists can 
create Pipeline (Register) 
Requisitions

Pipeline Requisitions are 
Sourcing Requisitions and are 
posted to the career site. 
Standard Requisitions are used 
for positions to be filled and 
not posted to career sites

2 Select the Hiring tile 



Create Requisition – Pipeline (Register) Requisition 

Select the Add button 
to create a new 
Requisition

3



Create Requisition – Pipeline (Register) Requisition 

For Requisition Type 
select Pipeline. For 
the Use field confirm 
it is defaulted to 
Position

4



Create Requisition – Pipeline (Register) Requisition 

Select the appropriate 
Position from the 
drop-down list and 
then select the 
Continue button

5Sometimes, Business 
Unit will auto-
populate but needs to 
be verified. Business 
Unit should always be 
set to DC Business 
Unit



Create Requisition – Pipeline (Register) Requisition 

Enter the appropriate 
Requisition Title and select 
the Continue button when 
finished

6



Create Requisition – Pipeline (Register) Requisition 

Review and/or confirm the information 
in the Hiring Manager and Generalist 
fields. A Collaborator Type can be 
added if needed. Select the Continue
button to move to the next section

7



Create Requisition – Pipeline (Register) Requisition 

Review the fields within the Requisition 
Structure section. Make any necessary 
updates. Select the Continue button to 
move to the next section 

8

While not required, it 
is recommended to 
add a Job Family for 
the Requisition



Create Requisition – Pipeline (Register) Requisition 

Review the required 
fields in the Details 
section. List Type, 
Exam Code, and 
Position Type are 
mandatory. The 
Register Exp Date is 
optional, but it is 
recommended to be 
added. Select the 
Continue button to 
move to the next 
section

9



Create Requisition – Pipeline (Register) Requisition 

Select the appropriate Posting 
Description for Internal 
Candidates from the drop-down 
list. Select the Continue button to 
move to the next section

10



Create Requisition – Pipeline (Register) Requisition 

Review the Offer Info section fields that 
have been auto-populated. If needed, 
make updates to these fields. Select the 
Continue button to move to the next 
section

11



Create Requisition – Pipeline (Register) Requisition 

Drag any necessary files to the 
Attachments section. Select the 
Continue button to move on to 
the next section 

12All File types are accepted, File 
size limit is 1 megabyte



Create Requisition – Pipeline (Register) Requisition 

Select Candidate 
Selection Process 
and choose from the 
options in the drop-
down list

13



Create Requisition – Pipeline (Register) Requisition 

Review the remaining 
fields in the Configuration
section. Select the 
Continue button to move 
to the next section

14



Create Requisition – Pipeline (Register) Requisition 

The Questionnaire section is 
only available to 
Recruiter/Generalists. 
The Disqualification 
Questions will be displayed 
as well as Prescreening 
Questions that can be setup 
as required

15

The Disqualification questions can't be added or removed 
and are on all Requisitions. The Disqualification questions 
are marked with the Lock Icon. 
The Prescreening Questions can be added or removed



Create Requisition – Pipeline (Register) Requisition 

There are Internal and External Prescreening
questions. If the question is applicable to 
Internal and External, it needs to be added to 
both 

16

17

Click Submit when finished



Create Requisition – Pipeline (Register) Requisition 

Select the In Progress 
Requisition

19



Create Requisition – Pipeline (Register) Requisition 

Select the Job 
Formatting tab on the 
left-hand side

20



Create Requisition – Pipeline (Register) Requisition 

Select the Edit button on the 
Employer Description and 
select the Internal Employer 
Description from the drop-
down list. Check the Same as 
Internal check box to 
duplicate the description for 
External or create a separate 
description. Select the Save 
button

21



Create Requisition – Pipeline (Register) Requisition 

Select the Edit button in the 
Recruiting Organization section
and select the Internal
organization from the drop-down 
list. Check the Same as Internal 
check box to duplicate the 
description for External or create 
a separate description. Select the 
Save button

22



Analyze and Create Requisition – Pipeline (Register) Requisition Knowledge Check

A. True 

B. False

Disqualification Questions can be added or removed. True or False?



Analyze and Create Requisition – Pipeline (Register) Requisition Knowledge Check

Disqualification Questions can be added or removed. True or False?

A. True 

B. False

The correct answer is B. Disqualification Questions are on all Requisitions and cannot be added or 
removed



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Update a Hiring Requisition
• Create a Register Requisition
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Lesson 3: Posting Job 

Recruiting Lifecycle Management 



Upon the completion of the Posting Job lesson, you will be able to:
Lesson Objective:

Objectives
• Create a Job posting on Internal and External Career sites



Posting Job

The Recruiter/Generalist 
will select the My Client 
Groups tab

1

Select the Hiring tile

2



Posting Job 

Select the Requisition
that was created

3



Posting Job 

Select the Actions drop-down 
list and select Move to 
Posting. A pop-up window will 
appear asking the 
Recruiter/Generalist to 
schedule an interview, but 
the interview can be 
scheduled after posting the 
Requisition. Select the 
Continue button

4



Posting Job 

Select the Edit button 
to post the job on the 
Internal Career Site

5



Posting Job 

If the Recruiter/Generalist requests to post the 
Job on a later date, select Post Later from the 
Posting Schedule drop-down list. Enter the 
appropriate Start Date and Expiration Date. 
Select the Save button 

6



Posting Job

If the Recruiter/Generalist requests to post the 
Job after creating it, they will select Post Now
from the Posting Schedule drop-down. Enter an
Expiration Date and adjust Time Zone if 
necessary. Select the Save button

7
Time Zone should be 
defaulted to the 
recruiter’s Time Zone



Posting Job 

Select the Edit button 
to post the job on the 
External Career Site

8



Posting Job

In the Posting Schedule field,
select Post Now. Enter the 
appropriate Expiration Date and
adjust Time Zone, if necessary. 
Select the Save button

9
To remove a job 
posting, select Do Not 
Post in the Posting 
Schedule field



Posting Job 

To post to Job Boards, 
select the Go to 
Partner Portal link
under Job Boards to 
be directed to the 
eQuest site

10



Posting Job 

On the eQuest page, in the Job 
Classification section, select the 
appropriate Function and Industry
from the drop-down list. Select the 
Next button 

11



Posting Job/Position 

Review the dates the 
jobs will be posted on 
each of the Job Boards. 
Scroll down to review the 
Company Details, Job 
Location, and Job Details 
sections

12

eQuest will provide 
recommendations 
when to post on the 
Job Boards using the 
legend under the 
calendars



Posting Job/Position 

Select the Submit button

13



Posting Job/Position Knowledge Check 

Which option under the Posting Schedule drop-down list is chosen in order to remove a Job Posting?

A. Post Now 

B. Do Not Post 

C. Post Later 

D. Take down Post 



Posting Job/Position Knowledge Check 

A. Post Now 

B. Do Not Post

C. Post Later 

D. Take down Post 

The correct answer is B. Select Do Not Post to take down a Job Posting 

Which option under the Posting Schedule drop-down list is chosen in order to remove a Job Posting?



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Post a Requisition
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Lesson 4: Manage Talent Pool 

Recruiting Lifecycle Management 



Upon the completion of the Manage Talent Pool lesson, you will be able to:
Lesson Objective:

Objectives
• Move Candidates through the Candidate Selection Process



Manage Talent Pool 

The Recruiter/Generalist 
will select the My Client 
Groups tab

1

Select the Hiring tile

2



Manage Talent Pool 

Select the 
Applications 
hyperlink 

3

Applications link represents the 
number of active Applicants to a 
requisition



Manage Talent Pool 

Select the Candidate’s 
Name to view his/her 
details

4

The blue dot on the 
LEFT of the 
Candidate’s Name 
means the application 
has not been viewed 
by the 
Recruiter/Generalist



Manage Talent Pool 

In this section, we can 
view the Candidate's 
information prior to 
moving them through 
the Hiring Process. 
To move the 
Candidate to the 
Hiring Process, select 
the Actions drop-
down list to view the 
options. For this 
example, select Move

5

The Duplicate Check is automatic in the Candidate 
selection process, but can be invoked manually 



Manage Talent Pool 

On the Move Candidate page, users can select 
the different States for the Candidate. Select 
from To be Reviewed, Not Minimally Qualified, 
Rejected by Employer, or Withdrawn by 
Candidate from the State drop-down list

6

7

Select the Save 
and Close
button when 
done



Manage Talent Pool 

The Image above is from the 
Configuration Workbook and 
explains the Candidate Selection 
Process and specifically the Merit 
Register 



Manage Talent Pool 

The Image above is 
from the Configuration 
Workbook and explains 
the Candidate Selection 
Process and specifically 
the Merit Hiring



Manage Talent Pool 

The Image above is 
from the Configuration 
Workbook and explains 
the Candidate Selection 
Process and specifically 
the Mass Hire Process 
Flow



Manage Talent Pool 

The Image above is 
from the Configuration 
Workbook and explains 
the Candidate Selection 
Process and specifically 
the Mass Hire Process 
Flow



Manage Talent Pool 

The Image above is 
from the Configuration 
Workbook and explains 
the Candidate Selection 
Process and specifically 
the Non-Merit process



Manage Talent Pool 

The Image above is 
from the Configuration 
Workbook and explains 
the Candidate Selection 
Process and specifically 
the Executive process



Manage Talent Pool 

To reject the Candidate, select Rejected by Employer 
from the State drop-down list and then you will be 
prompted to select a Reason from the drop-down 
list for rejecting the Candidate. Enter the 
appropriate Comments in the Comments section

8



If the Candidate would like to be withdrawn from 
the Requisition, select Withdrawn by Candidate in
State drop-down list and then you will be 
prompted to select a Reason from the drop-down 
list. Add the appropriate Comments in the 
Comments section

9The Candidate can also 
withdraw on his or her 
own from the Career Site 
and select a reason

Manage Talent Pool



Manage Talent Pool 

Candidate will move 
through the Hiring 
Process by selecting 
HM Review (Hiring 
Manager Review) from 
the Phase drop-down 
list

10



Manage Talent Pool 

Once the phase has been 
selected, select either HM 
Review in Process or
Schedule Interview. For 
the purpose of this training, 
we will select HM Review in 
Progress. Select the Save 
and Close button

11

Hiring Managers cannot see 
Candidates in the New phase 
they must be in the HM 
Review phase



Manage Talent Pool Knowledge Check 

What does the Blue Dot on the left of a Candidate’s Name represent?

A. Candidate’s Application has been reviewed 

B. Candidate’s Application has not been reviewed 

C. Candidate has been Hired 

D. Candidate has been Rejected 



Manage Talent Pool Knowledge Check 

A. Candidate’s Application has been reviewed 

B. Candidate’s Application has not been reviewed

C. Candidate has been Hired 

D. Candidate has been Rejected 

The correct answer is B. The Blue Dot on the left of the Candidate’s Name represents that the application 
has not been reviewed 

What does the Blue Dot on the left of a Candidate’s Name represent?



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Move Candidates through the Candidate Selection Process
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Lesson 5: Screen and Track 
Candidates 

Recruiting Lifecycle Management 



Upon the completion of the Screen and Track Candidates lesson, you will be able to:
Lesson Objective:

Objectives
• Execute Candidate Interview Process



Screen and Track Candidates

The Recruiter/Generalist 
will select the My Client 
Groups tab

1

2

Select the Hiring tile 



Screen and Track Candidates 

The Recruiter/Generalist will 
select the Applications 
hyperlink

3



Screen and Track Candidates 

The Recruiter/Generalist
will select the
Candidate’s Name to 
view the application

4



Screen and Track Candidates 

Select the Move
button to progress 
the Requisition to the 
next phase

5



Screen and Track Candidates 

Select Schedule 
Interview the State
drop-down list. Select 
the Save and Close
button to move to the 
next step

6



Screen and Track Candidates 

Select the Move 
button to proceed to 
the next step

7



Screen and Track Candidates 

Select Interview in the 
Phase drop-down list 
and the State drop-
down list. Select the 
Save and Close
button

8



Screen and Track Candidates Knowledge Check 

You can use the Actions or Move button to progress a Candidate forward in the Hiring Process. 
True or False?

A. True 

B. False



Screen and Track Candidates Knowledge Check 

A. True

B. False

The correct answer is A. True. Actions or Move can be used to progress a Candidate forward in the hiring 
process

You can use the Actions or Move button to progress a Candidate forward in the Hiring Process. 
True or False?



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Move a Candidate through the Register Selection Process
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Lesson 6a: Add an Interview to 
a Requisition

Recruiting Lifecycle Management – Hiring 
Managers



Upon the completion of the Add an Interview to a Requisition lesson, you will be able to:
Lesson Objective:

Objective
• Add an Interview to a Requisition



Add an Interview to a Requisition 

Select the My Team
tab from the CV360 
home page

Select the Hiring 
tile

1

2



Add an Interview to a Requisition 

3
Select a Requisition



Add an Interview to a Requisition 

4
Select the Interviews tab

5 Select the +Add button

Interviews can only be added after the Requisition has been approved



Add an Interview to a Requisition 

6
Select the appropriate Interview 
Template from the drop-down list 7 Update the Schedule Title 

if necessary and select the 
Continue button



Add an Interview to a Requisition 

Defaults from the Template will appear in the remaining 
sections.  Continue to make any adjustments in each 
section and then select the Save and Close button when 
finished

8
Select Save and 
Close button when 
done



Add an Interview to a Requisition Knowledge Check 
Which tab is used to add Interviews?

A. Interactions 

B. Interviews

C. Details

D. Progress



Add an Interview to a Requisition Knowledge Check 
Which tab is used to add Interviews?

A. Interactions

B. Interviews

C. Details

D. Progress

The correct answer is B. The Interviews tab is used to add Interviews to the Requisition



Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• Add an Interview to a Requisition
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Lesson 6b: Add an Interview 
for a Candidate on a Requisition

Recruiting Lifecycle Management – Hiring 
Managers



Upon the completion of the Add an Interview for a Candidate on a Requisition lesson, you will be able to:
Lesson Objective:

Objective
• Add an Interview for a Candidate on a Requisition



Add an Interview for a Candidate on a Requisition 

Select the My Team
tab from the CV360 
home page

Select the Hiring 
tile

1

2



Add an Interview for a Candidate on a Requisition 

The Hiring Manager will only be able to see 
Candidates once the Generalist has moved the 
Candidate to the HM Review phase

3 Select the Applications link



Add an Interview for a Candidate on a Requisition 

Select the Candidate's 
name to view his/her 
details

4



Add an Interview for a Candidate on a Requisition 

Select the Interviews tab5 Select the +Add button6



Add an Interview for a Candidate on a Requisition 

Select the appropriate Schedule Title from the drop-
down list. This will present a list of Interviews that 
have been added to the Requisition

7



Add an Interview for a Candidate on a Requisition 

Enter the appropriate 
Start Date and Time 
and End Date and Time

8

Select the appropriate
Interviewers from the drop-
down list and enter any 
necessary comments in the 
Notes to Candidate field

9



Add an Interview for a Candidate on a Requisition 

Select the Save 
and Close button 
when finished

10
An email will be sent to the Candidate with the Interview 
details.



Manage Talent Pool

After the interview, a candidate can be moved to the 'Not Selected' or 
the 'Selected for Offer or Move to Testing' state. After selecting the 
appropriate state, select the Save and Close button

11



Add an Interview for a Candidate on a Requisition Knowledge Check 
Candidates can be added to more than one Interview Schedule?
True or False? 

A. True

B. False



Add an Interview for a Candidate on a Requisition Knowledge Check 
Candidates can be added to more than one Interview Schedule?
True or False? 

A. True

B. False

The correct answer is A. The Candidate CAN be added to more than one Interview Schedule



Identify a Participant in the audience to share their screen and complete the following exercise:

Course Exercise:

Assignment:

• Add an Interview for a Candidate on a Requisition
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Lesson 7: Select Candidates 

Recruiting Lifecycle Management 



Upon the completion of the Select Candidates, you will be able to:
Lesson Objective:

Objectives
• Select Candidates to be added to the Hiring Requisition



Select Candidates

In this Section, Candidates 
will be moved from a 
Register Requisition to a 
Hiring Requisition. The 
Recruiter/Generalist will 
select the My Client Groups 
tab

1

This can only be done by 
the Recruiter/Generalist, 
not by the Hiring Manager Select the Hiring tile2



Select Candidates

Select the 
Applications hyperlink3



Select Candidates

Select the check box 
next to the 
Candidate’s Name

4



Select Candidates

Select Add to 
Requisition from 
the Actions drop-
down list

5



Select Candidates

This is another way to 
add a Candidate to a 
Requisition. Select the 
Candidate’s name and 
select Add to 
Requisition from the 
Actions drop-down list

6



Select Candidates

In the Select Requisitions section, 
either type the Requisition or select 
it from the drop-down list

7



Select Candidates

Select the check box 
labeled Create job 
application on behalf 
of Candidate. Select 
the Save and Close 
button

8

If the Recruiter/Generalist
requires the Candidate to fill 
out additional Prescreening 
or Disqualification Questions, 
then they do not select the 
check box and instead select 
Save and Close



Select Candidates

Navigate back by 
selecting the 
arrow on the left

9



Select Candidates

Verify if both Requisitions have 
an application associated with 
them by checking if the 
Application count increased

10



Select Candidates Knowledge Check 

The Hiring Manager can complete the steps in the Select Candidates section.
True or False?

A. True 

B. False



Select Candidates Knowledge Check 

A. True 

B. False

The correct answer is B. The Hiring Manager cannot complete the steps in the Select Candidates section as 
this can only be done by Recruiter/Generalists

The Hiring Manager can complete the steps in the Select Candidates section.
True or False?



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Add a Candidate from the Register Requisition to the Hiring Requisition
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Lesson 8: Prepare Job Offer 

Recruiting Lifecycle Management 



Upon the completion of the Prepare Job Offer lessons, you will be able to:
Lesson Objective:

Objectives
• Prepare a Job Offer for a Candidate



Prepare Job Offer

In this Section we will 
be creating a Job 
Offer. The 
Recruiter/Generalist 
will select the My 
Client Groups tab

1

This can only be done by the 
Recruiter/Generalist, not by 
the Hiring Manager

Select the Hiring tile2



Prepare Job Offer

Select the appropriate 
Requisition3



Prepare Job Offer

To create an Offer, 
select Create Job 
Offer from the Actions
drop-down list

4



Prepare Job Offer

Select the check boxes you need for 
creating the Offer. Select the check 
boxes for Salary and Offer Letter. Select 
the Continue button to proceed to the 
next step 

5

Check the box for 
Attachments if 
you would like to 
attach any other 
documents to the 
Offer



Prepare Job Offer

Enter the appropriate 
Employee start date
from the When is the 
employee start date
field

6

DeKalb County has a 
rolling two-week 
window for start dates



Prepare Job Offer

Select Employee from 
the Worker Type drop-
down list

7



Prepare Job Offer

The Action field should default to Add 
Pending Worker. If the person receiving 
the Offer is an Ex-Employee, the Action
should be Adding Pending Work 
Relationship. Select the Continue
button to move to the next section

8



Prepare Job Offer

Review the 
Assignment Info 
fields. Confirm the 
appropriate Grade
from the drop-down 
list

9



Prepare Job Offer

Select the appropriate 
Reporting 
Establishment. Select 
the Continue button 
to move to the next 
section 

10



Prepare Job Offer

In the Salary Basis 
drop-down list, 
choose the 
appropriate basis. 
After selecting the 
Salary Basis, the 
Salary Range and 
Salary Midpoint fields
will appear

11



Prepare Job Offer

Enter the appropriate Salary Amount. The Annual 
Amount and Compa-Ratio will auto populate, and 
the salary range graph will appear. Select the 
Continue button to move to the next section

12



Prepare Job Offer

Select the appropriate 
Offer Letter type from 
the Offer Letter drop-
down list or select 
search to view more 
options

13



Prepare Job Offer

The Expiration Date
for the Offer Letter is 
optional. Select the 
Submit button and 
the Offer will be 
submitted for 
approval 

14



Prepare Job Offer

To Preview the Offer, 
select Preview Offer from 
the Actions drop-down 
list. The Offer will be 
displayed in the same 
format the Candidate will 
see

15

The Candidate, when 
viewing the Offer, can 
download, decline, or 
accept the Offer



Prepare Job Offer

16

This is what the 
Offer Letter looks 
like for the 
Candidate. 
Candidates have 
the option to 
download, decline 
or accept the Offer



Prepare Job Offer

To Redraft the 
Offer, select 
Redraft Offer from
the Actions drop-
down

17



Prepare Job Offer

To Extend the Offer, 
select Extend Offer from 
the Actions drop-down 
list

18



Prepare Job Offer

After selecting Extend 
Offer, a pop-up window 
will appear asking for 
confirmation. Select the 
Yes button. An email will 
be sent to the Candidate 
with the Job Offer 
information

19



Prepare Job Offer Knowledge Check 

A. Employee 

B. Full Time 

C. Part Time 

D. Contract 

What is the correct selection from the Worker Type drop-down list?



Prepare Job Offer Knowledge Check 

A. Employee

B. Full Time 

C. Part Time 

D. Contract 

The correct answer is A. Employee is the correct Worker Type

What is the correct selection from the Worker Type drop-down list?



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Prepare a Job Offer
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Lesson 9: Prepare for Hiring

Recruiting Lifecycle Management 



Upon the completion of the Prepare for Hiring lesson, you will be able to:
Lesson Objective(s):

Objectives
• Execute the Hiring Process in the system



Prepare for Hiring

After the Candidate 
has accepted the 
Offer, the 
Recruiter/Generalist 
needs to progress the 
Candidate in the 
selection process. The 
Recruiter/Generalist 
will select the My 
Client Groups tab

1

This can only be done by 
the Recruiter/Generalist, not 
by the Hiring Manager 

Select the Hiring tile2



Prepare for Hiring

Select the 
Applications 
hyperlink in which 
the Candidate has 
accepted the Offer

3



Prepare for Hiring

Select the Candidate
that has accepted the 
Offer to begin the 
pre-hiring process

4



Prepare for Hiring

Select Move to 
proceed to the next 
step in the Hiring 
Process. Another 
option is to select 
Move from the 
Actions drop-down list

5



Prepare for Hiring

In the Details section, 
select Pre-Hire from 
the Phase drop-down 
list. In the State drop-
down list, make sure it 
is defaulted to Send 
Request for 
Information, and 
select the Save and 
Close button

6



Prepare for Hiring

The Candidate will 
receive an email 
providing them with a 
link that has additional 
details. The Candidate 
will select Provide 
Additional Info

7



Prepare for Hiring

After selecting the link 
in the email, the 
Candidate will be 
redirected to the 
Career Site where 
they will be prompted 
to provide their Date 
of Birth and Social 
Security Number

8



Prepare for Hiring

After the Candidate 
adds their Date of 
Birth and Social 
Security Number, they 
will enter their Full 
Name as the E-
Signature and select 
the Submit button

9



Prepare for Hiring

After the Candidate has 
submitted their 
personal information, 
the Recruiter/Generalist 
can select Sensitive Info 
to edit the Candidate's 
application

10



Prepare for Hiring

After the 
Recruiter/Generalist 
has completed any 
edits, select the Move 
button to progress the 
Candidate through the 
selection process

11



Prepare for Hiring

In the Details section, 
update State
appropriately and 
select the Save and 
Close button

12



Prepare for Hiring

Once the Candidate has 
progressed through the 
additional Pre-Hire states, 
the Recruiter/Generalist is 
ready to hire the 
Candidate. Select Move to 
HR from the Actions drop-
down list. When the pop-up 
appears asking for 
confirmation, select Yes to 
confirm

13



Prepare for Hiring

Upon completion, if you go back 
to the Requisition, you will see 
that the Candidate’s status has 
changed to HR, Processing in 
Progress

14



Prepare for Hiring Knowledge Check 

The Candidate will receive an email prompting them to provide their Date of Birth and Social Security Number 
when they are moved into the Pre-Hire/Send Request for Information Phase/State. True or False?

A. True 

B. False



Prepare for Hiring Knowledge Check 

The Candidate will receive an email prompting them to provide their Date of Birth and Social Security 
Number when they are moved into the Pre-Hire/Send Request for Information Phase/State. True or 
False?

A. True

B. False

The correct answer is A. The Candidates will receive an email prompting them to provide their 
Date of Birth and Social Security Number



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Move Candidate through Hiring Selection Process
• Have the Candidate enter their Personal Information
• Hire the Candidate 
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Lesson 10: Convert Pending Workers

Recruiting Life Cycle Management
Manage Person



Upon the completion of the Convert Pending Workers lesson, you will be able to:
Lesson Objective(s):

Objectives
• Convert a Pending Worker into an Employee



Convert a Pending Worker

From the CV360 Home Page, 
select the My Client Groups tab1

2

Select the
New Person 
tile



Convert a Pending Worker

Select Pending 
Workers 3



Convert a Pending Worker

Select the Ellipse 
(…) to convert the 
Pending Worker

4

Once selected, a 
drop-down list will 
appear. Select 
Convert

5



Convert a Pending Worker

Begin the Convert Pending Worker process by selecting the Employee’s hire date

Employee hire date may be changed to a 
future start date. Dates from the past cannot 
be used for a Pending Worker

6



Convert a Pending Worker

Continue with Step 1 and complete the remaining fields within 
the When and Why section with the appropriate information
. 

7



Convert a Pending Worker

Select the Continue button after completing the When and Why section 8



Convert a Pending Worker

Validate the information in the Personal Details section and select the Continue button

Edits to the 
Pending Worker 
Name may be 
made as 
needed

9



Convert a Pending Worker

Validate the information in the Communication Info section 
and select the Continue button

10 Edits to the Pending 
Worker Phone and Email
may be made as needed



Convert a Pending Worker

Validate the information in the Addresses section and select the Continue button 

Edits to the 
Personal Details
–
Addresses sectio
n may be made 
as needed

11



Convert a Pending Worker

Validate the information the Legislative Info section and select the OK button. Continue to 
the next section12

Edits to the Legislative 
Info section may be 
made as needed



Convert a Pending Worker

Validate the information in the Citizenship Info section and select the Continue button13

Edits to the Citizenship 
Info section may be made 
as needed



Convert a Pending Worker

Validate the information in the Driver’s Licenses section and select the Continue button14

Edits to the Driver’s 
Licenses section 
may be made as 
needed



Convert a Pending Worker

Validate the information in the Employment Details and make edits as required15



Convert a Pending Worker

Scroll down to finish reviewing the Employment Details. Select the Division Code and select 
the Continue button

16



Convert a Pending Worker

I-9 Information will typically come from Oracle Recruiting. In the case of a manual 
conversion, complete the I-9 Status information accordingly

17
Validate the Work Relationship Info section and select the Continue button



Convert a Pending Worker

Validate the information in the Payroll Details section and select the Continue button18



Convert a Pending Worker

Validate the information in the Salary section19



Convert a Pending Worker

Complete the Salary Information 
section, as necessary 

Only update Paramedic
Percentage if applicable –
8% as of 2021

Do NOT enter a 
percentage for Longevity
as the field will be based 
on employee’s eligibility

Select the 
appropriate
Salary Basis



Convert a Pending Worker

Click the Add button to add Compensation information as needed. Select the Continue
button

20



Convert a Pending Worker

Review the Comments and Attachments section to add any details as needed21



Convert a Pending Worker

After reviewing all Pending 
Worker information, select 
the Submit button

22



Convert a Pending Worker Knowledge Check

A. Personal Details

B. Comments and Attachments

C. Legislative Info

D. Driver’s Licenses 

Which section allows you to add additional information for a Pending Worker?



Convert a Pending Worker Knowledge Check

A. Personal Details

B. Comments and Attachments

C. Legislative Info

D. Driver’s Licenses 

The correct answer is B. The Comments and Attachments section allows you to add 
supplemental information for a Pending Worker

Which section allows you to add additional information for a Pending Worker?
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Lesson 11: Accessing Recruiter 
Dashboard

Recruiting Lifecycle Management 



Upon the completion of the Accessing Recruiter Dashboard, you will be able to:
Lesson Objective:

Objectives
• Navigate and access the Recruiter Dashboard



Accessing the Recruiter Dashboard

Select the My Client 
Groups tab

1

Select the Hiring tile2



Accessing the Recruiter Dashboard

Select the Recruiter 
Dashboard section on 
the left-hand side 

3



Accessing the Recruiter Dashboard

Review the different 
Requisition fields

4



Accessing the Recruiter Dashboard

Select the Requisition 
Type field and select 
the appropriate 
Requisition Type 

5



Accessing the Recruiter Dashboard

Enter a date range for 
the Job Requisition 
Open Date to search 

6



Accessing the Recruiter Dashboard

Select the appropriate 
Department Name 
from the drop-down 
list  

7



Accessing the Recruiter Dashboard

Select More/Search to 
conduct an advanced 
search 

8



Accessing the Recruiter Dashboard

Select the Current 
State and Phase fields 
to filter based on 
State and Phase

9



Accessing the Recruiter Dashboard

Select the Apply 
button 

9



Accessing the Recruiter Dashboard

Select the Offers tab 
and to review Number 
of Offers, # Accepted, 
# Approved, # Draft, # 
Extended, # Rejected 
by Employer, # 
Withdrawn, # In 
Approval, # In 
Approval Rejected

10



Accessing the Recruiter Dashboard

Select the Eligibility 
Tab to review the 
Eligibility Report

11



Accessing the Recruiter Dashboard

Select the 51 Day 
Report tab 

12

The 51 Day Report is the 
time when a requisition 
is approved to when 
there is an offer 



Accessing the Recruiter Dashboard

Recruiter/Generalist 
can filter the 51 Day 
Report using any of 
the fields  

13



Accessing the Recruiter Dashboard

Select the 
Onboarding Tab to 
review the 
Onboarding Report 

14



Accessing the Recruiter Dashboard

Select the Person 
Number field to filter 
by Person Number

15



Accessing the Recruiter Dashboard

Select the Date From 
and Date To  field to 
filter by the Date 
Range

16



Accessing the Recruiter Dashboard

Select the Task 
Performer field to filter 
by the Task Performers 
Name

17



Accessing the Recruiter Dashboard

Select the Department 
Name field to filter by 
the Department Name 

18



Accessing the Recruiter Dashboard

Select the Recruiter 
Name field to filter by 
the Recruiter Name 

19



Accessing the Recruiter Dashboard

Select the Apply button 
once all filters have 
been selected

20



Accessing Recruiter Dashboard Knowledge Check 

Select the Person Management tile on the CV360 Home page to access the Recruiter Dashboard.
True or False?

A. True 

B. False



Accessing Recruiter Dashboard Knowledge Check 

Select the Person Management tile on the CV360 Home page to access the Recruiter Dashboard.
True or False?

A. True 

B. False

The correct answer is B. Select the Hiring Tile to access the Recruiter Dashboard



Please complete the following exercises:

Recruiting Lifecycle Management Course Exercises:

Assignment:
• Access the Recruiter Dashboard



You have completed of the Recruiting Lifecycle Management course. You should now be able to:

Recruiting Lifecycle Management Summary

üCreate and Analyze a Hiring Requisition

üCreate and Analyze a Pipeline Requisition

üMove Candidates to proceed through the Candidate Selection Process

ü Create a Job posting on an Internal and External career sites

üAdd Candidates to a Hiring requisition

üPrepare a job Offer for Candidates

üMove Candidates through the recruiting process

üComplete the hiring process

üConvert a Pending Worker



Recruiting Lifecycle Management Summary
For additional information on the topics covered in this course, please consider using the following resources:

• QRG (If Applicable)

• DeKalb POC:

• Catrina Rives, carives@dekalbcountyga.gov

• Rosalind Harris Brown rmharris@dekalbcountyga.gov

• Katherine Furlong, kdfurlong@dekalbcountyga.gov

mailto:carives@dekalbcountyga.gov
mailto:faniles@dekalbcountyga.gov
mailto:kdfurlong@dekalbcountyga.gov

